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TELSCOMBE TOWN COUNCIL

To Members of the Policy & Resources Committee:- Telscombe Civic Centre
Clir C Clarkson Chair, Clir C Gallagher, Clir D Judd, 360 South Coast Road
Clir M Lawrie, Clir L O'Connor, Clir B Page, Telscombe Cliffs
Clir C Robinson Vice Chair, Clir | Sharkey Mayor East Sussex
and Clir N Watts Deputy Mayor BN10 7ES

Tel: 01273 589777
www.telscombetowncouncil.gov.uk

25" February 2026

You are summoned to attend a meeting of the Policy & Resources Committee which will be
held on Wednesday 4t March 2026 at 7.30pm in Room 1 at Telscombe Civic Centre.

Stella Newman
Town Clerk
AGENDA

1. Public question time - Members of the public are welcome to attend and may ask

questions relevant to the Committee at the commencement of the meeting for a total

period of fifteen minutes

Apologies for absence and substitutions

To receive Members’ declarations of interest in relation to matters on the agenda

To approve & sign minutes of the Policy & Resources meeting held on 14" January 2025

— aftached

5. To approve & sign minutes of the Grants sub-committee meeting held on 14" January
2025 — attached

6. To note actions carried out or required from previous meetings and agree any further
measures required — see attached

7. To note income and expenditure figures to 313! January 2026 — see attached

8. Business plan review — see attached

9. To review the Smoking Policy— see attached

10. To review and agree the Employment Handbook - see attached

11. To note update regarding Tye Hedge Planting scheme and agree return of unused grant
— see attached

12. To report fencing work undertaken on the Tye at Gorham Way as authorised by the
Town Clerk & Committee Chair under their delegated authority — see attached

13. To consider estimate for Tye fencing along the South Coast Road — see attached

14. To note position regarding a property in Tye Close adjoining the Tye and agree action to
be taken - see attached

15. Update on key deposits for Tye gate padlock and agree way forward — see attached

16. Update regarding use of Canva for newsletter production and agree action to be taken -
see attached

17. Urgent matters at the discretion of the Chairman for noting or inclusion on a future agenda

18. Exclusion of Press and Public — to exclude the Press and Public from the meeting during
consideration of agenda items 10, 11 and 12 pursuantto section 1 (2) of the Public Bodies
(Admission to Meetings) Act 1960, on the grounds that publicity would be prejudicial to
the public interest by reasons of the confidential nature of the business to be transacted.

19. To approve confidential minutes of the Employment sub-committee meeting held on
Wednesday 18" February 2026
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TELSCOMBE TOWN COUNCIL

The Council, members of the public and press may record/film/photograph or broadcast this meeting when the public and press are
not lawfully excluded. Any member of the public who attends a meeting and objects to being filmed should advise the Clerk (in
advance) who will ensure they are not included in the filming.

The date for the next meeting of the Committee — 6 May 2026



TELSCOMBE TOWN COUNCIL

Minutes of a meeting of the Policy & Resources Committee held in Room 1 at Telscombe Civic
Centre on Wednesday 14" January 2026 at 7.30 pm.

Committee Members Present: Clirs C Clarkson Chair, C Gallagher, D Judd, L O’Connor, B Page &
N Watts Deputy Mayor

Also Present: Stella Newman, Town Clerk & RFO (minutes)
1 member of the public

1966. PUBLIC QUESTION TIME

There were no questions for the member of public present

1967. APOLOGIES FOR ABSENCE AND SUBSTITUTIONS

Apologies were received from Cllr Lawrie who was unwell and Cllr Robinson who had family
commitments. These reason for absence were accepted. Cllr Sharkey has been granted leave of
absence until May 2026.

1968. TO RECEIVE MEMBERS’ DECLARATIONS OF INTEREST IN RELATION TO
MATTERS ON THE AGENDA

None.

1969. TO APPROVE & SIGN MINUTES OF THE POLICY & RESOURCES MEETING
HELD ON 12" NOVEMBER 2025

It was proposed by Cllr O’Connor, seconded by Clir Judd and unanimously RESOLVED that the
minutes of the meeting held on 12 November 2025 were a true record of the proceedings and were
signed as correct by the Chair, Cllr Clarkson.

1970. TO_NOTE ACTIONS CARRIED OUT OR REQUIRED FROM PREVIOUS
MEETINGS AND AGREE ANY FURTHER MEASURES REQUIRED

The action list below was noted:-

Date of | Issue Detail Action | Update Due

Meeting Owner Date

10.9.25 | Min 1935, p 4427 — SN The revised Memorial Policy was | Complete
To agree update to the adopted by full Council on 19.11.25

Memorial Policy
regarding additional

plaques

12.11.25 | Min 1955, p 4464 — SN This was renamed the Councillor | Complete
To review the Officer Protocol Policy, taken to full
Member/Officer Council on 19.11.25 and adopted.
Relations Protocol
Policy
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1970. To note actions carried out or required from previous meetings and agree any further

i

measures required (Contd)

Date of | Issue Detail Action | Update Due
Meeting Owner Date
12.11.25 | Min 1956, p 4464 — SN The Safeguarding Policy was taken | Complete
To review the to full Council on 19.11.25 and
Safeguarding Policy adopted.
12.11.25 | Min 1957, p 4464 — SN The Investment Policy was taken to | Complete
To review the full Council on 19.11.25 and
Investment Policy adopted.
12.11.25 | Min 1959, p 4464 — SN The Al and AS signs have been
To consider prices for ordered & delivered — the quality of
various signs on the A5 signs is very poor & I have
Telscombe Tye submitted a complaint to the
manufacturer, but heard nothing to
date.
The snap frames have been ordered | March 2026
& delivered & will need to be
installed by a contractor.
12.11.25 { Min 1960, p 4465 — SN LDC were informed we agreed with | March 2026
To consider draft the proposals for the gates and MOT
proposals for Tye surfacing on the Tye and we are
access improvements awaiting a further update from them.
from LDC funded via
a SDNPA grant
12.11.25 | Min 1961, p 4465 — SN The spec for Tye gate repairs was | See new
To approve draft spec put out to tender with a closing date | agenda item
for Tye gate works of 19" December.
12.11.25 | Min 1962, p 4466 — SN The grant was submitted and the | See new
To agree to proceed money has been received. Plants not | agenda item
with grant application ordered as trying to arrange meeting
with the ITF for Tye with  SNDPA Ranger. Decision
hedging needs to be made when planting will
take place.
12.11.25 | Min 1963, p 4466 — SN A working group meeting needs to | March 2026
To consider updating be arranged to begin the review.
the Tye Management
Plan
12.11.25 | Min 1964, p 4466 — SN CC’s response was agreed and | Complete
To consider whether submitted by the Town Clerk.
to comment on the ES
& Btn/Hove Local
Nature Recovery
Strategy

Policy & Resources meeting 14.1.26
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1971. TO NOTE INCOME AND EXPENDITURE FIGURES TO 30t NOVEMBER 2025

The actual year to date Committee figures at 30™ November 2025 were income of £330,275 and
expenditure of £134,562. The Town Clerk’s report gave explanations for any significant differences
between budget and actual spend figures to date and was accompanied by the full income and
expenditure printouts to 30" November 2025 showing the budget lines for the Committee and the actual
year to date expenditure, as well as those for Earmarked Reserves. The figures were noted by the
Committee.

1972. TO NOTE COMPLAINTS RELATING TO THIS COMMITTEE

The Committee noted the complaints.

1973. TO CONSIDER REPLACEMENT FOR MICROSOFT PUBLISHER

Following discussion regarding alternatives to be used to produce the newsletter and other documents
once Publisher is withdrawn in October this year, it was proposed by Cllr Clarkson, seconded by Clir
Watts and unanimously RECOMMENDED to sign up to Canva Pro at an annual subscription of £100
from 1% April 2026.

1974. TO CONSIDER INSTALLING A PLAQUE ON A TYE BENCH IN MEMORY OF MR
G WEBB

Following consideration, it was proposed by Cllr O’Connor, seconded by Clir Judd and unanimously
RECOMMENDED to approach Mrs Webb to see if she was in agreement for a plaque to be placed
either on a perch bench on the Tye or a non-memorial bench in Chatsworth Park in memory of Mr G
Webb and what wording is preferred, with the cost to be paid for by the Council.

1975. TO CONSIDER RETURNING TWO KEY DEPOSITS FOR THE TYE GATE

It was noted that the Council are still holding deposits for 2 keys issued for a padlock on a gate on
bridleway 8 leading across Telscombe Tye. Although the 2 residents had previously been written to
requesting return of the key so their deposit could be refunded, no response had been received. [t was
therefore proposed by Cllr O’Connor, seconded by Cllr Gallagher and unanimously
RECOMMENDED to issue one more reminder to the 2 residents requesting that they return the key
within 21 days for refund of the £100 deposit and inform them that if nothing is heard within the 21
days, they will forfeit the deposit due to non-return of Council property. A recommendation will then
be made for the money to be transferred to the Tye earmarked reserve, nominal code 9014-910.

1976. TO CONSIDER ESTIMATES FOR GATE REPAIRS ON TELSCOMBE TYE

It was proposed by Cllr O’Connor, seconded by Clir Page and unanimously RECOMMENDED that
the estimate from Ace Landscapes in the sum of £5,502.09 plus VAT for repairs to gates on the Tye,
(including additional latching post for gate 15 and additional hanging post for gate 22), as well as
repairs to fencing at Gorham Way be accepted.

1977. TO DISCUSS UPDATE REGARDING TYE HEDGE PLANTING SCHEME AND
AGREE HOW TO PROCEED

After careful consideration as to whether to proceed with the previously agreed hedge planting along
the existing fence line of the Tye adjacent to the South Coast Road and taking into account comments
4504
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TELSCOMBE TOWN COUNCIL

1977. To discuss update regarding Tye hedge planting scheme and agree how to proceed

made by the SNDPA Ranger, it was proposed by Clir Clarkson, seconded by Cllr Gallagher and
RECOMMENDED by a majority that as it had previously been agreed to apply for a grant from the
International Tree Foundation of £2,196.89 which had been approved and the funds received, the
planting should proceed which will be undertaken by volunteers; that the Town Clerk orders the plants
etc when required and that a working group be set up to facilitate the planting. Cllr O’Connor was
against. Members of the working group were agreed as follows - Cllrs Clarkson, Gallagher, O’Connor
and the Town Clerk.

1978. TO CONSIDER THE UPDATED EMAIL, AND INTERNET USAGE POLICY, TO BE
RE-NAMED THE IT POLICY

It was proposed by ClIr Judd seconded by Cllr Watts and unanimously RECOMMENDED to agree
the updated IT Policy using the NALC template which had been adapted to the Council’s requirements
and that the sccond sentence of 2.1.6 be removed. This will be taken to full Council on 21* January
recommending adoption.

1979. TO CONSIDER UPDATED SICKNESS & ABSENCE POLICY

It was proposed by Clir Clarkson, seconded by Cllr Page and unanimously RECOMMENDED to add
additional items 3.2 and 3.3 detailing that the Council pays sickness absence on a 12 month rolling
basis and that the updated Policy be taken to full Council on 21 January recommending adoption.

1980. URGENT MATTERS AT THE DISCRETION OF THE CHAIRMAN FOR NOTING
OR INCILUSION ON A FUTURE AGENDA

There were no urgent matters.

1981. EXCLUSION OF PRESS AND PUBLIC

It was RESOLVED to exclude the press and public during consideration of the following items
pursuant to section 1 (2) of the Public Bodies (Admissions to Meetings) Act 1960 on the grounds that
publicity would be prejudicial to the public interest by reasons of the confidential nature of the business
to be transacted and the member of the public left the meeting.

1982. TO _APPROVE CONFIDENTIAL MINUTES OF THE EMPLOYMENT SUB-
COMMITTEE MEETING HELD ON 12" NOVEMBER & 10t DECEMBER 2025

Cllr Judd proposed that the minutes of the meeting on 12™ November 2025 be accepted and the
recommendations adopted, scconded by Cllr Watts and unanimously RESOLVED,

it was proposed by Cllr O’Connor, scconded by Clir Watts and unanimously RECOMMENDED that
the minutes of Employment Sub-Committee meeting held on 10" December 2025 were a true record
of the proceedings and were signed as correct by the sub-committee Chair, Cllr Judd.

There being no further business, the meeting closed at 8.20 pm.

Signed, Chair ......c..coovovviveeeecccei e
Date for next meeting of the Conunittee — Wednesday 4.3.26

4505
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TELSCOMBE TOWN COUNCIL

Minutes of a meeting of the GRANTS COMMITTEE (sub-committee of P&R) held at Telscombe
Civic Centre on Wednesday 14" January 2026 at 6.45pm.

Committee Members Present:- Cllrs C Clarkson, D Judd Vice Chairman, 1. O’Connor, B Page
Chairman & N Watts Deputy Mayor

Also Present: Stella Newman, Town Clerk/RFO (minutes)

159. APOLOGIES FOR ABSENCE AND SUBSTITUTIONS

Apologies were received from Cllr Robinson due to family commitments and this reason for absence
was accepted. Cllr Sharkey has been granted leave of absence until May 2026.

160. TO RECEIVE MEMBERS’ DECLARATIONS OF INTEREST

There were no declarations of interest.

161, TO AGREE GRANT __ APPLICATIONS FROM THE FOLLOWING
ORGANISATIONS:-

Each application was discussed and the reason for the request, as well as the financial position of each
applicant and how they benefit the local community were taken into account. It was noted that due
to the high number of previous applications and grants awarded, funds were limited. It was proposed
by Cllr Clarkson, seconded by Cllr O’Connor and unanimously RECOMMENDED that grants be

awarded as follows:-
Kempton House Day Centre - £150 towards a guided trip to Newhaven Fort for 5 people.
Peacehaven and Telscombe Bowls Club - £300 for two new benches.

Telscombe Residents Association - £150 towards the cost of meeting room hire and general running
costs.

Telscombe Cliffs Women’s Institute - £250 towards the costs of speakers for meetings.
Payment is recommended and made subject to the money being spent on the specific reason claimed
forand agreed by the Committee. Recipients will be asked to provide evidence or a report confirming

this.

162. URGENT MATTERS AT THE DISCRETION OF THE CHAIRMAN FOR NOTING
AND/OR INCLUSION ON A FUTURE AGENDA

None.

There being no further business the Chairman closed the meeting at 7.05pm.

Signed, Chairman ........cccovernniienrcioneniieenes
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meetings and agree any further measures required

Action List for P&R meeting on 4" March 2026

Agenda Item 6 — To note actions carried out or required from previous

Date of Issue Detalil Action | Update Due
Meeting Owner Date
12.11.25 | Min 1959, p 4464 - To | SN The A1 and AS signs have been
consider prices for ordered & delivered — the quality
various signs on of the Ab signs is very poor & |
Telscombe Tye have submitted a complaint to
the manufacturer, but heard
nothing to date.
Replacement signs for the poor
quality ones have now been | Complete
received from the manufacturer
& need fo be installed.
The snap frames have been
ordered & delivered & will need
to be installed.

12.11.25 | Min 1960, p 4465 —-To | SN LDC were informed we agreed | March
consider draft with the proposals for the gates | 2026
proposals for Tye and MOT surfacing.
access improvements Works are due (o start the week
from LDC funded via a commencing Monday 16" March
SDNPA grant and should be completed by the

end of the month.

12.11.25 | Min 1963, p 4466 — To | SN A working group meeting needs | March
consider updating the to be arranged to begin the | 2026
Tye Management Plan review.

14.1.26 Min 1973, p 4504 — To | SN Other recommendations from | See new
consider replacement ClIr Clarkson have been looked | agenda
for Microsoft Publisher into. item

14.1.26 Min 1974, p 4504 — To | SN Mr Webb’s wife is going to come | May 2026
consider installing a back to me with the family's
plague on a Tye bench preference of wording and
in memory of Mr G whether to site on the Tye or at
Webb Chatsworth Park.

14.1.26 Min 1975, p 4504 — To | SN Letters issued and no response | See new
consider returning two received. agenda
key deposits for the item
Tye gate

14.1.26 Min 1976, p 4504 — To | SN Purchase order was sent to Ace | Complete
consider estimates for Landscapes and works have
gate repairs on been completed.

Telscombe Tye

14.1.26 Min 1977, p 4504/5—- | SN Working group meeting took | See new
To discuss update place & agreed for alternative | agenda
regarding Tye hedge coastal plants to be purchased & | item

planting scheme and
agree how to proceed

order has been placed. Request
put out for volunteers to help with
planting.
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Date of Issue Detail Action | Update Due
Meeting Owner Date
14.1.26 Min 1978, p 4505 - To | SN Policy was taken to full Council | Complete
consider updated on 21.1.26 and adopted.
Email & Internet Usage
Policy, to be renamed
the IT Policy
14.1.26 Min 1979, p 4505 - To | SN Policy was taken to full Council | Complete

consider updated
Sickness & Absence
Policy

on 21.1.26 and adopted.




AGENDA ITEM 7
COMMITTEE Policy & Resources
REPORT FROM  Stella Newman, Town Clerk & RFO

MEETING DATE 4% March 2026
SUBJECT To note income & expenditure figures to 31%t January 2026

1. INTRODUCTION

The Committee income & Expenditure figures to 31%t January 2026 are attached, Appendix A,
along with the Earmarked Reserves for information. The figures show the actual year to date
spend compared with the current annual budget. Total expenditure for the Committee is
£170,109 and income is £334,633, which includes the full precept received.

2. INFORMATION

4001-101 and Employee salaries, PAYE, NI and pension - the monthly payments to HMRC for
PAYE and NI are actually made the following month, hence the figures may appear to be a little
low.

4002-101 NI contributions employer — again the payments to HMRC are made in arrears. For
example, our employer NI contribution payment of £1,277 made in January was for
December’s liability.

4012-101 Councillors basic allowance — payments will be made in March 2026 to those
Councillors who choose to claim their allowance (it is not payable to co-opted Councillors).

4023-101 Subscriptions — the majority of subscriptions that are due are paid at the beginning
of the financial year, with the highest being for ESALC/NALC of £1,965 and the SLCC of £415.

4024-101 Postage — savings have been made as we have cancelled the franking machine
contract and are utilising email more.

4025-101 Insurance — this is showing an overspend of £257 and we were aware the renewal
was going to be more than budgeted for. This was because the budget for 2025/26 was set
before we were notified of the renewal cost for 2024/25 which had increased a lot more than
anticipated. The increases have been taken into account for 2026/27, with the budget
increasing to £4,450. | will suggest at the Council meeting on 18" March to make a virement
of £300 from 4024-101 postage to 4025-101 insurance to cover the deficit.

4050-101 Legal fees — In July we spent £100 for legal fees which was a contribution via ESALC
for the ESCC street lighting maintenance contract query and £295 for an OH referral for an
employee.  Another OH referral for another employee of £595 has also been made from this
budget line.

Regarding 4056-101 Professional fees - the main payment from this budget line is for the
bookings and accounts annual maintenance package and payment has been made.
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4058-101 payroll services — our payroll provider notified us in March that they were increasing
their cost as from 15t April and the increase was agreed at our full Council meeting in March.
Unfortunately, our budget had already been set and we will therefore go slightly over budget at
year end of approximately £135, but again | can recommend a virement of £140 from the
remaining budget in 4043-101 website to cover the deficit

4059-101 elections — we haven't incurred any election expenses in this financial year and the
£1,000 will therefore go into the earmarked reserve for elections, 9021-910, which will increase
it to £19,899. This will be used for any by-election that may take place and for the main
election which is due in May 2027.

4061-101 Telscombe Tye — costs to date are £350 for the Tye cut, minor fencing repairs and
the Tye inspections which have now resumed.

3. RECOMMENDATION

It is recommended that the figures are noted. They, along with all other Commitfee figures,
will be taken to full Council on 18" March 2026 for agreement.

4, ENVIRONMENTAL IMPACT
N/A

5. FINANCIAL IMPLICATIONS

Budget spending is closely monitored and reported regularly to this Committee.
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17:19
Detailed Income & Expenditure by Budget Heading 31/01/2026
Month No: 10 Committee Report

Actual Actual Year  Current Variance Committed Funds % Spent
Current Mth  ToDate  Annual Bud Annual Total Expenditure Available

Policy and Resources

101 General Administration

1010 Income miscellanecus 20 70 0 (70) 0.0%
1031 Income Wayleaves 0 16 16 (0} 100.6%
1040 Income Newsletter 0 400 350 (50) 114.3%
1050 Grants Received 0 2,197 0 (2,197) 0.0%
1176 Precept Received 0 322,076 322,076 #] 100.0%
1190 Interest Received 1,972 9,874 4,500 (5,374) 219.4%
General Administration :- Income 1,892 334,633 326,942 {7,691) 102.4%

4001 Salary inc TAX/NI/Pen Emp'ee 10,069 106,239 133,250 27,011 27,011 79.7%
4002 NI contributions Employer 1,277 11,103 16,000 4897 4,897 69.4%
4003 Pension contributions Employer 1,839 20,486 26,250 5764 5764 78.0%
4005 Staff expenses 8 105 300 195 195 35.1%
4008 Staff training/conferences etc 0 375 750 375 375  50.0%
4009 Mayors Allowance 1 0 534 1,007 473 473 53.0%
4010 Councillors/civic expenses 18 299 400 101 101 74.8%
4011 Councillor training 0 120 200 80 80 60.0%
4012 Councitlors basic allowance 0 0 4,100 4,100 4,100 0.0%
4019 Mayors allowance 2 74 105 1,500 1,395 1,395 7.0%
4020 Miscellaneous expenses 0 4] 200 200 200 0.0%
4021 Stationery, copier elc 244 1,366 2,100 734 734 65.0%
4022 Telephone 69 740 1,200 460 460 61.7%
4023 Subscriptions 0 2,717 3,465 748 748 78.4%
4024 Postage 0 41 500 459 459 8.2%
4025 Insurance T 4,257 4257 4,000 (257) (257) 106.4%
4027 IT services o 317 3,309 4,400 1,091 1,091 75.2%
4030 Newsletter & publicity 210 2,175 3,650 1,475 1,475 59.6%
4040 Computer equipment 0 0 750 750 750 0.0%
4041 Computer maintenance 270 2,694 3,400 706 706  79.2%
4042 Bank charges 41 409 750 341 341 546%
4043 Website 25 250 400 150 150 62.5%
4050 Legal fees 0 980 1,000 10 10 99.0%
4056 Professional fees 0 1,521 1,650 129 129 92.2%
4057 Audit fees ¢] 838 1,650 813 813 50.8%
4058 Payroll services 86 863 900 38 38 958%
4059 Elections 0 0 1,000 1,000 1,000 0.0%
4061 Telscombe Tye 80 1672 2,500 828 828 66.9%
General Administration :- Indirect Expenditure 18,885 163,209 217,272 54,063 0 54,063 75.1%

Net Income over Expenditure
(16,893) 171,423 109,670  (61,753)

Continued over page
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Telscombe Town Council

Detailed Income & Expenditure by Budget Heading 31/01/2026

Month No: 10

102 _Grants

4075 Grants
4081 Citizens Advice contribution

Grants :- Indirect Expenditure

Net Expenditure

Policy and Resources :- Income

Expenditure

Movement to/{from) Gen Reserve

Committee Report

Actual

Current Mth

850

850

(850)

1,992
19,735

(17,743)

Actual Year

To Date

2,490
4,410

6,900

(6,900)

334,633
170,109

164,523

Current

2,500
4,410

6,910

(6,910)

326,942
224,182

102,760

Variance Committed Funds

Annual Bud Annua!l Total Expenditure Available

10 10
0 0
10 0 10
{(10)
(7,691)
54,073 0 54,073
(61,763)

% Spent

99.6%
100.0%

99.9%

102.4%
75.9%

Page 2



16/02/2026
17:19

Telscombe Town Council

Detailed Income & Expenditure by Budget Heading 31/01/2026

Month No: 10

Earmarked Reserves

910 Earmarked Reserves

9011 Park/playground refurbishment
9012 Civic Centre maintenance
9013 Information technology/server
9014 Telscombe Tye

9018 Tye signage expenditure
9020 Youth projects expenditure
9021 Election expenses

9023 Street lighting expenditure
9026 Councillor training

9027 Burial fees

9028 Bus shelters

9029 Street furnifure

9030 CCTV

9032 Website

9033 Telephones

9035 Grounds maintenance

8036 Coastal management

9037 CIL monies

9038 Neighbourhood plan

9039 Clifftop fencing

9040 Community cafe

9041 Tye management

9042 Memorials - bench maintenance
9043 Bridleway 8 gate key deposits
9044 Wave Leisure

9045 Legal/professional fees

9046 Kitchen appliances

9047 Solar panels

9048 Recruitment advertising

Earmarked Reserves :- Indirect Expenditure
Net Expenditure
Earmarked Reserves - Income

Expenditure
Movement to/{(from) Gen Reserve

Actual

Committee Report

Actual Year

Current Mth  To Date

[= BN =N o B =]

55

Y

OO0 CC O 0000000 CCoCO0o0 00000 o000

551

(551)

0
551

(551)

1,839
3,560
0

690
551
1,060
0
3,210
0

OO0 0000000000000

595

o o

11,505

{11,505)

0
11,505

(11,505)

Current

Variance Committed

Funds

Annual Bud Annual Total Expenditure Available

120,714
11,630
3,556
55,082
1,200
2,548
19,899
28,000
3,140
8
6,500
2,605
2,344
1,810
2,500
16,500
6,500
16,247
3,851
5,000
19,560
3,200
550
200
1,500
6,250
3,000
3,000
500

347,334

(347,334)

0
347,334

(347,334)

118,875
8,070
3,656

54,392
649
1,488
19,899
24,790
3,140
8
6,500
2,605
2,344
1,810
2,500
16,500
6,500
16,247
3,851
5,000
19,500
3,200
550
200
1,500
5,655
3,000
3,000
500

335,829 0

(335,829)

0
335,829 0

(335,829)

118,875
8,070
3,656

54,392
649
1,488
19,899
24,790
3,140
8
6,500
2,605
2,344
1,810
2,500
16,500
6,500
16,247
3,851
5,000
19,500
3,200
550
200
1,500
5,655
3,000
3,000
500

335,829

335,829

% Spent

1.5%
30.6%
0.0%
1.3%
46.0%
41.6%
0.0%
11.5%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
9.5%
0.0%
0.0%
0.0%

3.3%

0.0%
3.3%

Page 3



AGENDA ITEM 8

REPORT TO Policy & Resources Committee
REPORT FROM  Stella Newman, Town Clerk/RFO
MEETING DATE 4™ March 2026

SUBJECT Business Plan Review/Update

1. INTRODUCTION

Our business plan covers May 2023 to May 2027.

2. INFORMATION

Section |l of the latest version 2.6 of the plan dated 25 February 2026 relating to the P&R
Committee is attached, Appendix B. The Planning & Highways section of the plan was
recently amended.

No amendments to this Committee’s section have been undertaken for some time.

3. RECOMMENDATION

It is recommended to review the updated plan and decide whether any amendments are
required at this stage.

4. FINANCIAL IMPLICATIONS

There will be financial implications to some of the plan’s actions.
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Business Plan 2023/2027 - v 2.6

of review and projected delivery dates adopted at Full Council. PART 1 working group Notes

Section Il = POLICY & RESOURCES COMMITTEE

PART 2 of the business plan sets out a programme of work to be carried out between the dates shown including intervals

Project Objective Activity Responsible Key Committee Project
Person Review Delivery
_ Dates Date
Value for Money |A  review  of | To be agreed. TC & Clirs Ongoing P&R
Fovid AT R
and costs.
Tye Management | Develop and Draft plan drawn up by CR & Working Annually P&R Ongoing
Plan (TMP) adopt a CCLK, taken to P&R for Group
‘refreshed’ TMP agreement & then full
Council in Sept 21 &
adopted.
KEEP UNDER REVIEW
BUDGET IMPLICATIONS
Plan to maintain | To agree a P&R to agree the
the Tye assets regime of ongoing | maintenance budget yearly
maintenance of & prescribe programme of
the grass work to maintain this asset.
downland, stock | Review Management Plan TC/P&R Annually | P&R/budget | Ongoing
fencing, gates once Tye objectives & new working
and barriers. scheme agreed. group
Agreed to maintain gates &
fencing along Sth Cst Rd and
Gorham Way, and in East TC/P&R P&R Ongoing
Saltdean gates 3 to 7 and

2023-24

| 2024 - 2025 | 2025-26

| 2026-27

V2.6 25/2/26

1
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Business Plan 2023/2027 - v 2.6

e e

fencing immediately either
side only.

BUDGET IMPLICATIONS

Funding for To consider Grant
Telscombe Tye funding for
Telscombe Tye.

Previous HLS/ELS scheme Working
has ended. Tye Group/P&R/
Objectives Working Group TC

set up to consider options &
to report back to P&R
Committee.

Various meetings have
taken place and no scheme
identified to date. Will
continue to explore options.

BUDGET IMPLICATIONS

P&R
FC

Complete

Ongoing

Abbreviations
e TC-—Town Clerk
AO — Amenities Officer
CC — CliIr Clarkson
DJ = Clir Judd
CR - ClIr Robinson

e © o o o

Committee

ACC — Amenities & Civic Centre

P&H - Planning & Highways Committee
Policy & Resources Committee

FC - Full Council

NDP - Neighbourhood Plan

TTC - Telscombe Town Council

PHTC - Peacehaven Town Council
LDC - Lewes District Council

[2023-24 [ 2024-2025 | 2025-26

V2.6 25/2/26
2




AGENDA ITEM 9

COMMITTEE Policy & Resources

REPORT FROM  Stella Newman, Town Clerk & RFO
MEETING DATE 4™ March 2026

SUBJECT To review the Smoke Free Policy

1. INTRODUCTION

We have a Smoke Free Policy in place that was taken from the official Smoke Free website.
This followed legislation introduced on the 1t July 2007 making it illegal to smoke in all public
enclosed or substantially enclosed area and workplaces.

2. INFORMATION

Our Policy is due its 3 year review and | propose making some minor additions which are
listed below.

e No 1 Purpose — add the following sentence:-

Forthe purposes of this policy the term “smoking” includes the use of cigarettes,
cigars, pipes and “E” electronic cigarettes/vaping.

e No 2 Policy — add the following wording in red and italics to the end of the
following sentence:-

Smoking is prohibited in all enclosed and substantially enclosed premises in
the workplace (e.qg., offices, hallways, restrooms).

e Add a new item as follows:-

No 4. Breaks

Employees are not entitled to additional paid smoking breaks. Smoking is only
permitted during scheduled, unpaid breaks and must be taken away from the
curtilage of the building.

The draft Policy with the above amendments is attached, Appendix C.

3. RECOMMENDATION

It is recommended that the amended Smoking Policy it is taken to the next full Council meeting
for adoption, with a 3-year review date.

4. ENVIRONMENTAL IMPACT

Positive environmental impacts are as follows:- a reduction in litter and waste; improved air
quality; lower cleaning and maintenance requirements; reduced fire risk.
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Appendix C
TELSCOMBE TOWN COUNCIL Wi

Smoke Free Policy

1. Purpose

This policy has been developed to protect all employees, service users, customers
and visitors from exposure to secondhand smoke and to assist compliance with the
Health Act 2006.

Exposure to secondhand smoke increases the risk of lung cancer, heart disease and
other serious ilinesses. Ventilation or separating smokers and non-smokers within the
same airspace does not completely stop potentially dangerous exposure.

For the purposes of this policy the term “smoking” includes the use of cigarettes,
cigars, pipes and “E” electronic cigarettes/vaping.

2. Policy

It is the policy of Telscombe Town Council that all our workplaces are smokefree, and
all employees have a right to work in a smokefree environment. The policy shall come
into effect on Sunday, 1 July 2007. © Smoking is prohibited in all enclosed and
substantially enclosed premises in the workplace (e.g., offices, hallways, restrooms).
This includes company vehicles. In addition, Telscombe Town Council does not allow
smoking at the front door or in the curtilage of the building, including the garden/patio
and car park. This policy applies to all employees, consultants, contractors, customers
or members, visitors and hirers.

3. Implementation

Overall responsibility for policy implementation and review rests with the Town Clerk.
However, all staff are obliged to adhere to, and support the implementation of the
policy. The person named above shall inform all existing employees, consultants and
contractors of the policy and their role in the implementation and monitoring of the
policy. ~ They will also give all new personnel a copy of the policy on
recruitment/induction.

Appropriate ‘no smoking’ signs will be clearly displayed at the entrances to and within
the premises and in all smoke free vehicles.

4, Breaks

Employees are not entitled to additional paid smoking breaks. Smoking is only
permitted during scheduled, unpaid breaks and must be taken away from the curtilage
of the building.

5. Non-compliance

Local disciplinary procedures will be followed if a member of staff does not comply
with this policy. Those who do not comply with the smokefree law may also be liable
to a fixed penalty fine and possible criminal prosecution.

Adopted by Telscombe Town Council on xx To be reviewed in March 2029
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TELSCOMBE TOWN COUNCIL L

6. Help to Stop Smoking

The NHS offers a range of free services to help smokers give up. Visit
gosmokefree.co.uk or call the NHS Smoking Helpline on 0800 169 0 169 for details.
Alternatively, you can text ‘GIVE UP’ and your full postcode to 88088 to find your local
NHS Stop Smoking Service.

Signed Date
Mayor of Telscombe
On behalf of Telscombe Town Council

Policy Smoke Free Policy

Review Cycle Every 3 years, or earlier in the event of legislative
changes

Date Last Adopted March 2026

Previous Adoption Dates 1.2.18; 18.3.20: 15.3.23

Responsibility Policy & Resources Committee and then adoption by
Full Council

Adopted by Telscombe Town Council on xx To be reviewed in March 2029



AGENDA ITEM 10

REPORT TO Policy & Resources Committee
REPORT FROM  Stella Newman, Town Clerk/RFO
MEETING DATE 4™ March 2026

SUBJECT To review and agree the updated Employment Handbook

1. INTRODUCTION

At a recent Employment Sub-Committee meeting it was agreed to update the wording in
the Sickness and Absence Policy to reflect that sick pay is on a 12-month rolling basis.
As the Sickness and Absence Policy is contained with the Employment Handbook, it was
agreed to update the handbook too.

2. INFORMATION

The updated Sickness and Absence Policy was adopted at Full Council on 215t January
2026. The updated version has therefore been inserted in the attached draft Employment
Handbook, Appendix D, along with the following updated Policies:- Member Officer
Protocol Policy adopted on 19.11.25; Smoke Free Policy (to be agreed at this meeting);
IT Policy adopted on 21.1.26 and Equal Opportunities Policy adopted 17.9.25.

Some of the handbook wording has been streamlined for clarity, while all headings and
the substance of the content are unchanged.

Two other policies in the handbook are due to be reviewed in November 2026 being the
Grievance and Disciplinary Policies while the Dignity at Work Policy is due to be reviewed
in March 2027. There is a sentence in the Handbook which states that ‘When any
Policies are updated, the ones in this handbook will be superseded with the new ones
which will be available to view on the TTC website or folder in the Town Clerk’s office.’

3. RECOMMENDATION

It is recommended that the updated Employment Handbook is agreed and taken to full
Council for adoption.

4. FINANCIAL IMPLICATIONS

N/A
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Welcome to Telscombe Town Council — this document should be read in conjunction with your staff
contract of employment and The National Agreement on Pay and Conditions of Service Joint Council
for Local Government Services (“the Green Book").

Contents

Section 1
Section 2
Section 3
Section 4
Section 5
Section 6
Section 7
Section 8

Section 9

Section 10
Section 11
Section 12

Section 13

From the Start

Pay, Hours of Work and Benefits
Equal Opportunities, Recruitment, Traifi
Communication
Controlling Risks
Absence from Work

Health and Safety

Resolving Problem% /{///;/%///
IT Security Regulg/}/t}bns and Dat
W we do Bu/éﬁjé//

79

81

82
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Welcome to Telscombe Town Council

What We Do

Telscombe Town Council (TTC) is the first tier of local authority and as such has powers to
raise monies through Council tax precepts to undertake and maintain local service provision on

behalf of its residents.

Qur current services include:

« Ensuring and maintaining a democratically eI%/E//{ébod

cté for al area

o Maintaining and delivering good quality %p/en spaces n%g/ég/%_rks incl/gging the
management of approximately 200 acres of c/// mmoriland, Telscombé.Tye & 7
¢ Maintaining some streetlights, litter bins, bus sh//{t//%and other streét/f//u//n///{/?ﬁré

¢

|
a

T /{ . . .
Q%Q!lcatlons and other schemes

» Making democratically formed comments on plannin ///
that may affect the local area. "*////%/
* Ensuring good quality service pro%{gﬁ%/{ﬁ{fé/’twalue. /////////f

* Raising income for the town through the renting

2
» Working with partners to deliver community proje
P 7 .
dy and employees

livic accommodation.
s,

. h/é/ﬁ:'eneﬂt all residents of the area.

i

//
_ V|
/////f//-a re: //r{/i/él

=

The Council is a corporate bo
L G S
by individual cillors of(

ployed by the Council as a whole, not

of the Policy al Committee

The Handbook:

This Handbook contains our current *policies and rules and has been designed to help you
understand how the Employer is organised, what standards and procedures you are expected
to follow and what you can expect from us in return. We hope this will help our new employees
to feel part of the team more quickly and be a gentle reminder to us all of the right way to work
here,

The Council is committed to providing a working environment that is both positive and

supportive. Employees are encouraged to speak to their manager if they require assistance
or if any personal or work-related matters are affecting their ability to carry out their duties.

Employment Handbook Adopted by Council on 77.3.26 Review due March 2029



Everyone is Welcome

Telscombe Town Council (TTC) actively supports Human Rights and Equality legisfation. Our
ethos is to respect and value people’s differences, to help everyone achieve more at work as
well as in their personal lives so that they feel proud of the part they play in our business
success. Our Grievance Procedures ensure sympathetic handling and hopefully satisfactory
resolution, for all aspects of employees concerns or dissatisfaction.

We believe that all decisions about people at work should be based on the individual’s abilities,
skills, performance and behaviour and our business requirgzments.//,/Questions about an
N IVI N . N ;/’ . a . A . _
md_ dual’s race, sex, pregnancy and matermty: marriage a%%ygé%ﬂnershlp, gendgr re
assignment, age, religion and belief or sexual orientation are ngyerﬂelevant to our business.
Issues of disability should only be considered agan}//s/g};;he part;//% requirements of the job.
Our Equal Opportunities Statement must be strictly //gh’ered to b@’

lar
i Ty
adt ‘all oUrteam. Discrimination,
. - . L . Tk
abuse or harassment will result in disciplinary action’b

7 : ////‘V//////Z/;/’
being faken including d
{ % /% 7 %
cases. // !

ismissal for.serious
//&///?///%//;" /’//// }///

7

nes in this handbook will be superseded with the new ones

) the TTC website or folder in the Town Clerk’s office.

*When any Policie
which will b

vmiable to vi
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Section 1

From the Start

Probationary Period

Starting a new job can be challenging and your employment is subject to the satisfactory
completion of a probationary period, which is normally six months. This is the time for you to
learn about your job and also for us to review your progress. [}//gring this period either you or

TTC may terminate the employment by giving one weeks V\jj%/(/—}//ﬂ//ﬂ?/j/l(’:e The probationary
period may be extended for up to a further 6 months if we consider i '%ppropriate to do so.

The full disciplinary and grievance procedure does [}/Q/J/Zapply"dur gt

Upon the successful completion of the probationary F{{e{/@//./y/
conditions received at the commencement of emplowf nt

Medical Assessment

L

28 ////;///// n /’7 /2’:”//,_ . .
If we have concern for an employee's or app éﬁ;/s health, wef-fm/é;y,, require that a medical
examination by a Doctor or Occupationa th"Pro

Head ’rotessional appointed by the Employer be

undertaken. Any such examination will bé undertak 1TC's expense.
////j;///// S o, 2,

We will advise the applicant or er/p;}/l/oyee on thy/e//'/ edical advi
. . . . Ve 7 9
if any, appropriate action is to’ & a

ter
unlawfully discriminated agains

Y

received and will consider what,

Dress Code

to present a professional ima
weather, whilst we understai
standards of

Conduct

TTC takes pﬁde in .'fostéring good relationships with our residents and businesses. All
employees must conduct themselves in a professional manner and demonstrate courtesy and
respect in their dealings with residents, councillors and colleagues

Workstations

Employees are expected to maintain a tidy and organised workstation that reflects a
professional working environment. Food should not be consumed at workstations.
At the end of each working day, all confidential documents must be securely stored.

Employment Handbook Adopted by Council on 77.3.26 Review due March 2029



Smoking
TTC'’s adopted policy is as follows:-

Smoke Free Policy ~ DRAFT ,.,E,%
1. Purpose - This policy has been developed to protect all employees, service users,

customers and visitors from exposure to second-hand smoke and to assist compliance with the
Health Act 2006.

Exposure to second-hand smoke increases the risk of lung cancer, heart disease and other
serious illnesses. Ventilation or separating smokers and non-smokers within the same airspace
does not completely stop potentially dangerous exposure.

For the purposes of this policy, the term ‘smoking’ includes the use of c;garettes cigars, pipes
and ‘E’ Electronic cigarettes/vaping.

i Policy - It is the policy of Telscombe Town Council that all our workplaces are smokefree,
and all employees have a right to work in a smokefree environment. The policy shall come into
effect on Sunday, 1 July 2007. Smoking is prohibited in all enclosed and substantially enclosed
premises in the workplace (egq., offices, hallways, restrooms), This includes company vehicles.
In addition, Telscombe Town Council does not allow smoking at the front door or in the curtilage
of the building, including the garden/patio and car park. This policy applies to all employees,
consultants, contractors, customers or members, visitors and hirers.

3. Implementation - Overall responsibility for policy implementation and review rests with
the Town Clerk. However, all staff are obliged to adhere to, and support the implementation of
the policy. The person named above shall inform all existing employees, consultants and
contractors of the policy and thejr role in the implementation and monitoring of the policy. They
will also give all new personnel a copy of the policy on recruitment/induction.

Appropriate ‘no smoking’ signs will be clearly displayed at the entrances to and within the
premises and in all smoke free vehicles.

4. Breaks — Employees are not entitled to additional paid smoking breaks. Smoking is only
permitted during scheduled, unpaid breaks and must be taken away from the curtilage of the
building.

5. Non-compliance - Local disciplinary procedures will be followed if a member of staff does
not comply with this policy. Those who do not comply with the smokefree law may also be
liable to a fixed penalty fine and possible criminal prosecution.

6. Help to Stop Smoking

The NHS offers a range of free services to help smokers give up. Visit gosmokefree.co.uk or
call the NHS Smoking Helpline on 0800 169 0 169 for details. Alternatively, you can text ‘GIVE
UP’ and your full postcode to 88088 (o find your local NHS Stop Smoking Service.

Signed Date

On behalf of Telscombe Town Council

Policy Adopted by Council on xx.3.26 Review due March 2029
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Computer Use

Please see the Council’s IT Policy under Section 9.

Respect

Employees are expected to treat colleagues, councillors, residents, and Council property with
respect at all times.

Telephone rules

When answering the telephones, staff are expected to maintain the highest standards of
courtesy and professionalism at all times. Staff should also [;/[p)lgn personal calls they make
or receive, as much as possible. p

74

Mobile Phones g/// / .
Personal use of mobile telephones during workiﬁfé{;@/é{{% should be;
Personal calls and text messages should be mad%cj);/r;é/%:ﬁived during a
away from workstations. < ///////

L
rksrg)ated calls‘%ﬂd be avoided and will not
Vi Y,

The use of personal mobile phones for 9//{/{/

normally be reimbursed unless expressly-auth n_s_';é”ﬁzi_n advancé?//// .

S

o=
.

i,

Flexibility at Work

As a small team we need to work ej//r)/r and be ible about our work. We will from
time-to-time issue reasonable instructions which you will be expected to follow. This may be
asking you to do different tasks to your norma /Wffft’o enable us to meet our residents’ and

i 3 vill not ask you to'do anything that you are not capable of doing

or to undeﬂake'“@nything that.could be considered a health and safety risk.

employees. All staff have the right, in accordance with the law, to freedom of religion and to
practice an@ express their fg;i}thu peacefully. As part of our workplace culture, all employees,
including those who do not follow a religion, are expected to treat the beliefs, values, and
practices of others with respect.

In practice this implies:

* Respect for another person’s expressed wish to be left alone;

« The avoidance of the imposition of religious views on individuals who are in vulnerable
situations in ways which exploit these;

e The avoidance of violent action or language, threats, manipulation, improper
inducements or the misuse of any kind of power;

7
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s Respect for the right of others to disagree.

Failure to respect the religious beliefs, practices, or faiths of others may be treated as a breach
of the Council's standards of conduct and, where applicable, could constitute harassment under
law.

Dress Code:- TTC welcomes the variety of appearance brought by individual styles, customs
and personal choices. The wearing of items arising from particular religious norms (e.g. hijab,
kippah, mangal sutra and clerical collar) is seen as part of a welcome diversity. Only Health
and Safety requirements may mean that for certain tasks specific items of clothing such as
overalls, protective clothing etc need to be worn. If such clothing produces a conflict with an
individual's religious belief, the issue will be sympathetically cor;s;dere/}/i//t)y/the Town Clerk with
the aim of finding a satisfactory resolution that does not compro m /tj'l/é health and safety of
any Employer employees, customers or business partn// /
Wearing slogans or symbaols which are dlscrlmlnatory (e. g racist or/// is a dlsmpllnary
offence and will be dealt with accordingly. ///% / //9}//////1/ 7

////

Religious Observance:- For many religious people the g/ﬁpracnce of corporate, personal or
2 4’///////////
/S in which religious practice

private prayer is a primary responsibility and one of the ways

constitutes and sustains a sense of personal |dent|ty Adherents /9;/3 religion should advise the

Town Clerk if they have any special require his regard T,/ﬁ”/””i'own Clerk is responsible
for ensuring that if other staff are affec t/ /f/////}// //}ﬁ duals s;:f//ln/fﬁ/‘él needs, a reasonable
degree of respect and understanding |s/e§/erc ) //9 them and a sensible solution found.

/////// // ////
Where facmtles are sought by /employees /r%/éké// reasonable effort to provide

s /h as washing facilities, nearby).

Where the hou%rs"f‘g:_‘
respond sympathetically.whi ing the needs of the business.

in their religi us festivals where these are not covered by UK Public Holidays. Good
communication, well in advance of the festival in question, is essential in fostering flexible and
appropriate responses. Staff should advise the Town Clerk of leave requests for the coming
year at the start of the Ieave year, or on joining TTC. The Town Clerk should follow the normal
holiday request format for granting annual leave and in exceptional circumstances, unpaid
leave, to facilitate these requests.

Whilst such requests will not be refused unreasonably without adequate explanation, it must be

appreciated that the Town Clerk must always ensure the service to our residents does not
suffer.
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Section 2

Pay, Hours of Work, Expenses & Benefits

Pay

You will be paid monthly by BACS on or around the 25" of the month for pay earned during
that same calendar month. Your salary is set out in accordance with the National Agreement
on Salaries and Conditions of Service of Local Council Clerks in England and Wales. As such

you will have been appointed to a single salary point as set outff// our contract.

You will be askeq to supply your bank/building somet)%% count dwé%en you start work with
us. If these details change you should let us know as soon as p/ ssible so your pay//r/nents go
through smoothly. v F

’//,//,/////;// 7 ///4:2?@7/ i

General

We aim to maintain remuneration at all levels which:

o

a) enables us to recruit and retain quality empl yees who will perform their roles effectively.
b) motivate employees to achieve the q/t//)]%e ives Qy%:}/helr managers so that their goals are
met. ///%/////
///’fé}}/’,}?{.,

ssumijr

=k
po ¥
7 z

eater/;//,sponsmlllty and duties that are more
2

scussed first with the Responsible Finance Officer.

4

The tax offic;_ fé{r the Employ'éi IS HM Revenue & Customs, the Employer PAYE reference is
334/C6008. ° st

i v
P

Your starting salary will be notified in your Contract of Employment. Subsequent changes wil
be notified in writing.

Deductions from Pay

All deductions required by law or authorised by an employee will be made from your salary and
shown on the employee's payslip. Other deductions from salary may be made including, but
not limited to:

¢ an amount to cover losses sustained in relation to property or money of the Employer or
of any client, customer, visitor or other employees during the course of your employment

9
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caused through your act, carelessness, negligence or recklessness, or through breach
of the employer’s rules or instructions, or any dishonesty on your part.

 an amount equal to a day’s salary or part day’s salary for each day or part day of
unauthorised absence. Unauthorised absence is failing to appear for work at the
appropriate time unless absence is due to genuine sickness or injury which has been
notified to the employer in accordance with this contract, or leave for which prior
permission has been granted, or genuine reasons outside your control which are
acceptable to the employer.

« Qverpayment of expenses.

« Motoring fines incurred by you on employer business. /7/

. . i
« Personal expenditure incurred on employer's c;{ﬁ//ﬁt card '
Z// N 4 7, .
e Where you leave the employer the balance of any training istance given under a

A R
% "

study loan agreement. //////// ////%% ///%/
« the amount of any overpayment to you. . /{ i /

+ the amount of any loan made to you by the employe%ff,g/r;any purpose.
¢ and/ or any other amount due to the employer from yo %/%/

7 o

Holiday Pay on Termination of Employm
///,é
TC

O
O

_x e

On termination of employment for any réason, T, rese%% e | right at its sole discretion either

. 7 ///9 AR . .
to require you to take all or part of.any balance ‘of annual holiday entitlement outstanding as
part of the notice period, or to %yéjou in liey of all or 9///931 part of such balance. If you have

. S i .
taken more than your holzdgy% %};ﬁtlement when you J/;a;/;//}/e, a sum representing the amount of

.y . . 7 / i ////
additional holiday will be deducted from your final salan

Kk &

Hours of work:and time keeping

Our normal hours’
Monday to Friday,
duties. Your worki

37 hours per week excluding meal breaks from 9.00am to 5.20pm
er hours;/;a/é’ are necessary for the proper performance of your
-as detailed in your Contract of Employment. TTC reserves the

any such chang

It is your respon§|t_ji_'l_§ty_'t__c'i"'iai'tténd work punctually. This means that you should be ready to
commence work at the start of your start time, not arrive then. You may not leave work before
your normal finishing time without the permission of your line manager.

Your normal lunch break will be 1 hour if working a full day, but must be a minimum of 30
minutes and maximum of 2 hours (in exceptional circumstances and with prior agreement of
your line manager) between 12pm and 2.30pm. All arrangements should be agreed
beforehand between staff to ensure appropriate service cover.

You may be required, from time to time, to work additicnal hours and it is a condition of your
employment that you work any additional overtime required by TTC. This may also include
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your working evenings and/or weekends and/or bank holidays. You shall not be entitled to
receive any additional remuneration for work outside your normal hours unless agreed
beforehand and in writing with the Town Clerk.

Start and Finish Time

The office must be staffed between 9.00am and 5.00pm Monday to Friday and the Town Clerk
is required to take into consideration full cover of TTC’s services in consideration of the
management of working hours. The Town Clerk will not be unnecessarily restrictive in
approving leave and will be as consistent as possible in deahng W|th requests

Within an employee's agreed contracted hours, the empl9ye ’/j/;’@ {/// fter 8.30 am and finish
on or before 6.30pm. Any time worked outside this ra/rfﬁ/g” ///ﬁ//:: ds must be approved in
advance by the Town Clerk. Your normal working | ho//ﬁ/fs will be///’;/f/;/ut in your Contract of
Employment and those for the Evening/Weekend Atténdant WI|| be outsmlgij /e afore-riientioned
hours. : // r

TTC core hours are 9.00am to 4.30pm. Where an emp fol / h/a s not made a prior arrangement
ﬁ//;//Town Clerk may require an
unpaid, flexi or annual ]eave half—day to be take for that morni hglafternoon

Time Recording

Employees must record the hours t Ve )
computerised timesheet (G Dnve) or wrltte/n////
Individual employee’s work recofds should be ”.de ate ddally on workdays and submitted to thelr
Line Manager on the employee  first workln'_”_ Me’ subsequent week. A working week

o

completion of time sh
disciplinary offen mesheets 12y be reviewed with Line Managers at supervision sessions.

Time off in Lleu'(TOIL) 1] I“exitime Sch’éhe

TTC operates a flexitime s ""'e_/for calculating time worked in addition to an employee’'s
contracted hours. These enable staff to work more flexibly and meet personal needs, but must
be with prior agreement of the Town Clerk. Hours worked without prior agreement will not be
credited. : 2

The accounting period for the flexitime-scheme is based on the debit/credit accrued at the end
of a calendar month period. Flexitime is calculated on the basis of a 37-hour week for full-time
employees; for part-time employees, it is calculated pro-rata on the basis of the hours specified
in the employee’s contract of employment.

A maximum of 15 hours flexitime credit or 2.5 hours flexi time debit may be carried forward at
the end of each calendar month. Credit in excess of 15 hours will be lost. Persistent debits in
excess of 2.5 hours will lead to disciplinary action.

1
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Subject to the monthly accruement of time, two days or up to 2 half days may be taken as flexi
leave during each calendar month with prior agreement of your line manager. Any accruement
not taken at the end of a financial year will be lost and any debit will be deducted from your
salary.

At times, the Town Clerk may need to restrain the operation of flexi-time in order to meet
the reasonable requirements of TTC as defined by management.

Travel to Meetings

On occasions an employee may attend meetings outside the/g/fflcg};}ravelllng direct to that
meeting from home, or to home from the meeting. On thes //;” ast any time over and
above that normally spent travelling between TTC and h({/j sho /@/E/é/ounted as time worked,
and recorded as travel time. 4 /74/

Working Overnight

Staff who spend a night(s) away from home on b9

conference) will be entitled to claim 2 hours per overni
day and travel time.

Expenses & Benefits

€1 X 'e
ant rec/}alpts attached. Expenses should be
ablg;ﬂnance Officer and submltted W|th|n

dyby petfol rece:pts and/or mlleage log.

be accompa i

The Council WI|| cover any addltlonal insurance premiums that arise from the use of a personal
vehicle for Council duties. ~ Employees must provide evidence of appropriate insurance
coverage that allows their vehicle to be used for carrying out Council services or specific work-
related tasks.

Pensions

All employees are eligible to join the Local Government Pension Scheme which is a qualifying
scheme under the Workplace Pension Regulations and you will be automatically enrolled if you
are eligible for automatic enrolment.  TTC will pay monthly contributions in force at the time.
For further information speak to the Responsible Finance Officer.
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Section 3

Equal Opportunities, Recruitment, Training
and Development

TTC's adopted Equal Opportunities policy is as follows:-

[l
e

d

&0
=
£32

Telscombe Town Council

i
=il

Ea03
i }lll)l

E

pul
bl

EQUAL OPPORTUNITIES POLICY

1. Introduction

///. /{’ﬂ’/,.
rs, job/gfpﬁlfcants,
’%»ﬁ/’/;?/ .
2 Town Council
motes equality of opportunity.

‘employees, Cou
rg.-j?%reéted equally.
s

e

gainst an individual on the

age
disability

gender reassignment
marriage and civil partnership
pregnancy and maternity
race

religion or belief

sex
sexual orientation

in addition the Col

All employees whether full-time, part-time, fixed confract, agency workers or temporary, will be
treated fairly and equally. Selection for employment, promotion, training, remuneration or any
other benefit wilf be on the basis of aplifude and ability. All employees will be helped and
encouraged to develop their full potential and talents and resources of the workforce will be
fully utilised to maximise the efficiency of the organisation.

3. Responsibilities

The Council, its Councillors and employees all have a dutly both morally and legally not to
unfairly discriminate against individuals.  They all hold a responsibility for the practical
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application of the equality of opportunity across the Council. However, ultimate responsibility
for achieving the Policy’s objectives and for ensuring compliance with relevant statutes and
codes of practice lies with the Council.

The Council recognises that training and development are crucial to ensure that Councillors
and employees have the knowledge and appropriate behaviour to implement its Equal
Opportunities Policy.

4. Breaches
The Councils Policy & Resources Committee is respansibh
implementation, monitoring and review of the Equal Opggrfunif/”/’/

i

or overseeing the

If employees have any doubt about appropriat%%i—eafmen "%imd,gr/%fge Council's Equal
Opportunities Policy, they should consult their line Zjéage/r" the Towr?éjie}} or the Mayor.
t /7“? Ly ////4;// : P

Where a Councillor has concerns about appropriaée

. ..4
e freatment under th

¢-advice of the Town Ciérk.

iI's Equal
Opportunities Policy, they should in the first instance’.

could lead to disciplinary action.

Policy
Review Cycle
Date Last Adopted
Previous Adoption Dates
Responsibility

19, 287 September 2022
Sommittee and then adoption by Full Council

Adopted by Telscombe 1 Council'on 17:9.2025 Review due September 2028

Scope of th;é_..’F"OIicv

This policy ‘applies to the  advertising of jobs, recruitment and selection, training and
development, opportunities for promotion, conditions of service, benefits, facilities, pay, health
and safety, conduct at work, grievance and disciplinary procedures and termination of
employment, including redundancy.

Forms of Discrimination

Discrimination may be direct or indirect and it may occur intentionally or unintentionally. Direct
discrimination occurs where somecne is put at a disadvantage for a reason related to one or
more of the grounds set out in paragraph above. For example, rejecting an applicant because
it is considered they would not fit in’ on the grounds of their race would be direct discrimination.
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Indirect discrimination occurs where an individual is subject to an unjustified provision, criterion
or practice which puts them at a particular disadvantage because of, for example, their sex or
race. For example, a height requirement would be likely to eliminate proportionately more
women than men. [f these criteria cannot be objectively justified for a reason unconnected
with sex, it would be indirectly discriminatory on the grounds of sex.

Discrimination also includes victimisation (less favourable treatment because of action taken to
assert legal rights against discrimination or to assist a colleague in that regard) and harassment.

Staff training

Staff training needs will be identified through regular staff apprail,éals;éénd one-to-one meetings
with managers. All employees will be given approp%/}g/acces%%nmg to enable them to
progress within TTC and achieve their individual goal Al proiﬁﬁﬁon‘-/ﬂecisions will be made

a|S4 2 et R
on the basis of merit. . -

. Kk
. . . " //////////é/ . /%/ A
The Council will regularly review the composition and progression of staff atall Ievels to ensure
. . P Z78 i .
equality of opportunity. Vhere necessary, measures //!//;9/9 taken to remove barriers and
\ . ipege . C 7 G,
provide appropriate support, facilities, and working condltlg;/fg;;;go meet the needs of under-
represented or disadvantaged groups. //é//

$ rr;yloyment, benefits and facilities
efll__, eligible @”r"’r) oyees and that no unlawful barriers prevent

us criteria; policies, ; ﬁ/él all other benefits provided by the

Z 3

Conditions of Service

The Council will regularly review its terms.and ¢o| dition:
to ensure they are accessible to /
access. This applies to pay, bc
Council.

Termination

The Council will monitor redundancy criteria and procedures to ensure they are fair, objective,
and free from unjawful discrimination; ,Q_i,rs_fciplinary procedures will be applied consistently and
fairly to all employees, whether they:result in warnings, dismissal, or other disciplinary
measures .

Disability Discrimination

Employees who are disabled, or who become disabled during their employment with TTC, are
encouraged to inform their manager. This will allow the Council to provide appropriate support.
Employees may also wish to advise the Town Clerk of any reasonable adjustments to their
working conditions or duties that would assist them in performing their role effectively.

The Town Clerk may consult with the employee and, where appropriate, their medical
adviser(s) regarding possible reasonable adjustments. Any proposals will be carefully
considered and accommodated where feasible and proportionate to the requirements of the
role. In some cases, it may not be reasonable for the Council to implement a suggested
adjustment. Where this occurs, the Council will provide the employee with an explanation of
the reasons for its decision.
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The Council will regularly review the physical features of its premises to ensure they do not
place disabled employees, job applicants, or service users at a substantial disadvantage.
Where reasonably practicable, the Council will take steps to improve access for disabled
employees and service users.

Fixed-term Employees & Agency/Temporary Workers

The Council will monitor the use of fixed-term employees and agency workers to ensure they
have appropriate access to benefits, training, promotion and permanent employment
opportunities. Where relevant, the Council will track their progress to ensure they are able to

apply for permanent vacancies. ;F ///
pply for p P ///% //%///
Part-time Workers /////%/ /

, 0
/ L 4
The Council will monitor the terms and condlt[ons%/p//} paa%-}}me empig//};//%«a
. . 7 Aia i e
progression to ensure they have fair access to benefﬁ%tr Ining, and promotion o
7

Breach of Policy Procedure ;//%/é//////;

) .
If employees believe that they may have been disadvantaged ¢

| / di .on any pf the unlawful grounds
listed, employees are encouraged to raise the matter through TTC 's‘grievance procedures.

th TCswil

Y
If employees believe that they may have b

nd t% career
p/;?r’t'unities.

ed on any of the unlawful grounds listed
F with their line man:

they are encouraged to raise the matte

iz Yy

sfd9el,
Fhn, .7 o . .
s policyzwill be treated in confidence and

y

As this policy aj plies equally to TTC's relationships with residents, Councillors, customers and
suppliers, if; after investigation, employees are proven to have discriminated against or
harassed a resident, Councillor, customer or supplier they will also be subject to disciplinary
action and/or S

Recruitment'f'&fj'gé_.‘_e.:é_ti'oﬁ

The Council is committed to ensuring that no job applicant is treated less favourably on any
unlawful grounds. Recruitment procedures will be regularly reviewed by the Employment Sub-
Committee to ensure selection is based on relevant skills and abilities and that recruitment
reaches a diverse range of candidates.

The Employment Sub-Committee will take steps to ensure that information about vacancies
reaches a wide audience, including under-represented groups within the community.
To help ensure this policy is effective, the Sub-Committee may monitor applicants’

16
Employment Handbook Adopted by Council on ??.3.26 Review due March 2029



characteristics such as race, gender, disability, sexual orientation, religion, and age during the
recruitment process.

Procedures for Short Listing

Before a vacancy is advertised, an up-to-date job description will be approved by the
Employment Sub-Committee. Once approved, the vacancy will be advertised through
appropriate media, external websites, and the Councils own website.
All applications will be recorded and securely stored. Completed applications will be treated as
confidential and applicants’ personal information will be protected in accordance with data

protection requirements. //////
£

Within ten working days of the closing date, all appllcatj/e/ns will b////fewed by the Town Clerk
and appointed members of the Employment Sul;//Commlttee/// ////rt isting and interview
procedures will ensure candidates are assessed obje

e pvely agalnst the’ ;//e/ ui[ementS/of the job
description and person specification. The Tow //f///’ /ft/be respo //////f //rﬁ/ ving all
personal information from applications prior to the re

r/
//////////// re

ns ///////
///////' ////

Interviews will normally be conducted by the Town Cferk anc 'he Chair and Vice-Chair of the

Employment Sub-Committee. Interview questlons and tas!;/// will be based on the key
. . . . <. /////

requirements of the job description. Allin ///;///// will use stan g//d/sconng sheets to record

assessments. Candidates will be asked the /// e prif ///;//

stloné %d given the same tasks,
with supplementary questions used og/lywh reie nt, to ensure a fair and transparent
selection process. -

3
\\\\

%

e ////////

Disability

i

The needs of cancjidates an émployees with ,a61|/|t§ (as defined by law) will be considered

to ensure that; wyerever reas ///ply practicable, approprlate adjustments are made to support
their recruitment,retention, an going employment.

Personnel Reg

including reoords of appl Is, individual meetings, training and development
Employees have the right to access the information held about them and may request a copy
of their file. Employee data is confidential and must not be disclosed, verbally or in writing, to
anyone without a legltlmate right fo access it.

Training and _Development

The Council recognises that its employees are its most valuable asset. The success of the
organisation depends on having motivated staff with the right skills in the right roles.
To support career development, job descriptions and personal objectives will be reviewed
regularly to provide employees with a clear path for progression.
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Induction

All new employees will receive an induction to the Council, its aims and objectives, their team,
and their specific role, including how their work contributes to the organisation’s activities.
New employees will also be introduced to colleagues to help them settle in quickly.
If you have any questions or are unsure about any aspect of your work, you are encouraged to
seek guidance from your manager.

Ongoing Training

Once your induction training has finished and you have settled i
7

given opportunities to learn and develop existing and new skills”;/%.

External Training

Some training needs may not be addressed
In such cases, training delivered by ext
Your manager will seek advice to identifying training
training solutions.

7

7 iy )
| ///%9//9/ required.

d recommend the most suitable

X
ernal. p
feeds 4

Recoupment of Training Costs

;
y
o

Where the Council agrees to fund external training

| r ]fgging any paid time off for attendance,
study leave, or examinations), repayrrlé/n/t may bg’requl,/re -if your employment ends within a
o 4

set period. If your emp!oymentter;ninatéé with’i%//z mof;i;h" offf/ﬁe Council incurring the training

costs, you will be required to rep/%/the full amo nt. If y,g};r employment ends between 12 and
24 months after the expen/se-’ ' ill/bé/”if/fequired to repay 50% of the cost.

Any repayment
with the Town (

ed to you, unless otherwise agreed in writing

Professional Fee:

Employees a/rg'jei‘itltiedit_, eimburse‘mgniffor the annual cost of maintaining any professional
qualification .or membership of a professional body that is specified as a requirement in their
job description.. Reimbursement will be made upon production of a certified paid invoice or
proof of a paid direct debit, or alternatively the Council may pay the fee directly. Further details
are available from your mgnég’"e’r. If your employment terminates (for any reason) partway
through the membership year, you must reimburse the Counci! for the pro-rata portion of the
fee relating to the remaining period. Any repayment may be deducted from monies owed to
you.

Appraisals

The Council is committed to developing the skills of its employees. As part of this commitment,
each employee will have an annual review with their manager. This structured meeting
provides an opportunity to review performance over the past year and to agree on personal
development objectives for the year ahead. Any necessary documentation will be provided in
advance to ensure the meeting is productive and beneficial for both employee and manage
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Section 4

Communication
Communications

The Council is committed to effective communication with all employees. Gathering feedback
and ideas from staff is central to our strategy, and we welcome constructive suggestions on
how we can improve the Council and create a better workplace.

All communication should be:

e Clear - easy to understand

e Consistent - dependable, constant

e Relevant - appropriate to audience :
o Timely - at the right time

¢ Honest - believable, trustworthy

¢ Open - good and bad news

Effective communication helps employees stay j//r/;fprmed and v
an active role in achieving the Council’s objéctives

bjéctivés. It is also cé
development, leadership, and people ma /é/é/{né/ﬁt%/%/

i

tion.n

Regular communication takes place through emails, Council, committee and team meetings,
appraisals and one-to-ones. :

Fane

Public Relations

If you are approached by the media, or suspect that you are speaking to a journalist, you must
refer the enquiry to the Town Clerk. This ensures that all questions are handled accurately
and appropriately, safeguarding the Council’s reputation.
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Section 5

Controlling Risks

General

All employees are responsible for protecting Council property, resources, and goods from loss,
theft, or damage. Security procedures are in place to minimise risk and safeguard both the
organisation and employees. Full co-operation in following and improving these procedures is
required. Failure to comply with security rules may be treated as a breach of conduct.

i

The Council may use security measures, including momtoriné}%m}nicatiOnS, -

searches, to protect its operations and staff. Employee$: hould repe

to their manager immediately and are encouragga/é 0 suggest
procedures.

. i
il any suspicious activity

rovements to security

Goods In/Ordering

Employees should only accept deliveries or sign for g ods
been specifically authorised to do so. Orders for goods or
those authorised and in accordance with Counéil pro

.

i

ey are expecting them or have

e
ﬁ///p///;%
£

]

se

Right of Search

e protection o

&

In the interests of security and the,
to conduct searches. m

Visitors
Employees a/re(f_espons@é for ensuring .t_ﬁ'at residents and visitors are appropriately supported
while on Council premiseé/‘ /[':vi,lsitors must be informed of the fire evacuation procedures and
the location of emergency exits.  Staff members expecting visitors are required to meet them
on arrival and should ensure they are escorted while on site. Employees are also responsible
for ensuring i/isitors are safely escorted from the premises at the conclusion of their visit.

Personal Property

Employees are advised not to bring valuables or significant sums of money onto Council
premises. The Council cannot accept liability for loss of, or damage to, personal money,
clothing, or other personal property brought onto the premises.

Building Security

Please ensure that all windows and doors are secured, and that all computers, lights, and
electrical equipment are switched off before leaving the butlding.
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Passwords/Codes

Each employee will be issued with an individual password to access the Council’'s computer
systems. Passwords are confidential and must not be shared with any person other than the
Town Clerk or authorised IT support where necessary. Passwords will be changed periodically
in accordance with IT security requirements.

Employees will also be provided with access codes for the Civic Centre doors and these codes
should not be disclosed to anyone apart from other employees. Employees will also be
provided with a unigue code for the intruder alarm system which is strictly confidential and must
not be disclosed to anyone other than the Town Clerk. y

i

%

% L

Any breach of these security requirements may be tr@;it'f/ﬂ asadi

2

4
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Section 6

Absence from Work

TTC's adopted Sickness & Absence policy is as follows:-

a
£
B

!:25[]
3cE0Eg

f< ]

1)) ]

i

SICKNESS & ABSENCE POLICY BLEL

1. Introduction

//%
1.1 The Council is committed to the care and well4 )b/efng of its
this policy is to ensure all staff members have access s to tnformanoﬁ/ e
absence and are aware of the steps they must folic v

service to members of the public.

1.3 This policy covers:

sickness leave

sick pay

unauthorised absence and Iaten
annual Iea ve

2 Sickness Leave

21 As ah Empioyer we need to measure and record sickness absence and fo know when
and why we need to do sqmethmg about it.  We will therefore record and keep all records
relating to absence. . The Council will investigate and assess whether further action is
necessary if periods of absence due to short-term self-certification sickness reach unacceptable
fevels, or if patterns emerge. As an employee, you need to know that you work for someone
who cares about your health and welfare.

2.2 The Council recognises that there will be occasions when staff members are unable to
work due to sickness. If you are ill and unfit for work, you must personally contact the Town
Clerk as early as possible on the first day and certainly within 1 hour of starting your shift work
pattern so that service levels can be maintained. Only in exceptional circumstances will the
Council accept notification of absence from a third party. Regular contact must be maintained
with the Town Clerk during a period of absence.
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2.3

2.4

2.5

2.6

27

2.8

2.9

For absence of 7 days or less, employees are required to complete a self-certification
document. (A copy of the self-cettificate form can be found at the end of the handbook in
section 13.)

If absence continues for more than 7 days (Saturday and Sunday included) a Doctor’s ‘Fit
for Work’ certificate must be supplied to the Town Clerk and thereafter additional ‘Fit for
Work’ certificates must be sent to cover the whole period of sickness. Certificates should
be posted or emailed to the Town Clerk as soon as possible.

Whilst an employee is absent due to sickness, they must do%otlh/mg to aggravate or de!a y
p/a in 1

sporting activities.

Employees who are frequently absent or on fong-t erm Sicknes Id be suffermg from

poor health which may require medical mvestrééjt}/ //// The Council r:S /////fa ort and
guidance in consultation with the employee ano‘/v/ Il consider referra )ccupational

health specialist services if deemed appropnate// e

The Council takes a sympathetic view towards ill healt
supportive approach fo employees wh ] been subj

, n
the advice on the Doctor’s certificate
with you and consrder any commen ‘eturn-to-work tick boxes. The

following options may be consrdered -
g op 14 y

If you refurn to Work on reduced hours, your pay will reflect this. If TTC is nof able to
make any adaptatrons or adjustments to help you return to work, the Town Clerk will
explain the reasons for this fo you..

If you return to work but are on any form of medication that could affect your ability to carry
out your normal duties, you must inform the Town Clerk.

Where an:._employee has returned from any period of sickness, a return-to-work inferview
will be conducted by the Town Clerk and a form completed. (A copy of the return-to-work
form can be found at the end of the handbook in section 13.)

2.10 Whilst TTC will endeavour fo support employees throughout periods of prolonged

Employment Handbook Adopted by Council on 77.3.26

sickness, a heavy burden is thrown onto colleagues and TTC is unable to plan work
effectively. In cases where an employee’s absence reaches excessive levels or there is
a lack of information about the circumstances of the sickness absence, TTC may request
medical information about their condition from their GP. In cases of persistent repetition
of or prolonged absence due to sickness or injury, TTC reserves the right to terminate
your employment. In some situations, this may be before expiry of your sick pay. TTC
would not decide to do this without meeting with you first.
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2.11 Any medical information received by the Council will be treated as strictly confidential. Any
expense in obtaining medical information from the GP will be met by the Council.

2.12 During all periods of absence, the Town Clerk as Line Manager will maintain contact with
the employee.

2.13 During periods of long-term absence, holiday will accrue in line with the statutory

allowance.
3 Sick Pay /?é

//t:me of absence. After
and su JiZ 10 e correct noftification,
dISCI’efIOH as"ﬁe ’fled in your-Contract

nth basis. ThlS eans that an
ng back over the previous 12
’5% ).a fixed calendar year. The
usly which: Qeans that sickness absence
‘or when ana rfgfomg absence continues.

the calculation once they are more

3.1 SSP will be paid in accordance with Iegfslat:o/n
successful completion of the probationary peri
additional sick pay may be paid af TTC’s abso
of Employment.

;,.force al e/}
é/

3.2 Sickness absence is calculated on a rolling
employee’s sickness record will be reviewed”
months from the most recent date of absence, rather |
rolling 12-month period moves forwaic/i/ ////'/t'
is reassessed whenever a new ab////// 0cé
Older periods of sickness will the fore d
than 12 months old.

3.3 For the purposes of cal ]
included. This means
sickness absence | /i

1ess absence, all calendar days are
hohdays faﬂmg within a period of

3.4
absence the ahnive sary of” the employee’'s employment is passed), no further
dlscretronary additio ck pay ehgrbmty will accrue until the employee has been back
at work for 60 workmg yS. Periods of sickness absence separated by less than 20
working days may be deemed by the Council to be a continuation of the earlier period of
leave (Whether the employee’s medical condition during both periods of absence are in
fact related or not).

3.5 Ifyou are absent due fo incapacity caused by a third party or for an accident covered by
insurance, any payments made by us under the additional sick pay scheme will be a
loan and you or your personal representatives must include in any claim you make
against a third party or Insurance company, a claim in respect of that loan.

4 Unauthorised absence and lateness

4.1 Unauthorised absence occtirs when an employee faifs to attend work and has not made
arrangements with the Town Clerk.
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4.2 Where an employee returns to work following an unauthorised absence, they will be
required to attend a meeting with the Town Clerk to explain their absence. The employee
will be expected to take any unauthorised absence from their annual leave entitlement,
or if no entitlement remains, pay will be deducted for the period of unauthorised absence.
Unauthorised absence may result in disciplinary action being taken.

4.3  There may be occasions when it is unavoidable to be late for work. The employee should
contact the Town Clerk to explain the reasons for any delay. The employee will be
expected to make up any time lost at work due to lateness. Persistent lateness may
result in disciplinary action being taken.

5 Annual Leave

7 e

5.1 The annual leave period runs from 15t April to //;31 /
from 1st April 2023, full-time employees are e//ptg‘l ed to 23 days

plus Statutory Bank and Public Holidays. Y/,//f/l////

per year when you have completed five years'
part-time employees. Details of annual leave eﬁti

Contract of Employment. v

=l Q/// oliday p er annum
N /
ve/vwll :ncreasq/fé”> 6 rjg/g days

nuous service. "Thl

5.2  Itis normal practice for TTC’s offices }/%/Je 9’9/ ed on UK/,BUEI:
the right fo deem any working day/ alling” betv/tfeeﬂ n Christm

a compulsory holiday, to be tal
reasonable for efﬁCJency fo ciosa

53

5.4

. length of service

. parental/carer commitments

5.5 TTC expects employees fo take all their holiday entitfement within the year it is accrued,
however, in exceptional circumstances and with prior written agreement from the Town
Clerk, a maximum of 5 days may be carried over into the next leave year. Any holiday
not taken or carried over wilf be lost.

6 Compassionate and/or emergency leave

6.1 Compassionate leave is at the overall discretion of the Town Clerk. The Council
recognises that each individual's respective relationships are different, however in
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order to achieve consistency, in general paid compassionate leave will be granted in
the following circumstances:

. the death of a close family member i.e. spouse, civil partner, child, sibling, parent (or
equivalent in-laws) or grand-parent

J the diagnosis of, or final stages of care for, a serious (life threatening) iliness affecting
a close family relative (as defined above)

J the employee falling victim to a serfous crime

. fire/flood/burglary af the employee’s home

. road traffic collisions or other distressing accigents/inci lents Iv.rng the employee or
a close family member , o

6.2 The length of paid compassionate leave grai
fimited to a maximum of 5 days. Where a situat,
beyond 5 days, other options should be d:scuss
and/or a period of unpaid leave.

[=111
oy

- “annual leave
6.3

6.4

oy .
//n/” y, in general paid emergency leave
tances

the care of 4

6.5 Empfoyees are exp ed fo use‘the day’s paid emergency leave to make any ongoing
care arrangements for dependents. Any additional requests for leave should be
consrdered as requests for annual leave, and assessed using the Council's annual leave
gurdehnes :

7 Time off in lieu ( fOIL) / Flexitime Scheme

7.1 The standard Council working week is 37 hours. Employee’s individual weekly working
hours are detailed in their Contract of Employment.

7.2 TTCoperates a flexitime scheme for calculating time worked in addition fo an employee’s
contracted hours. This enables staff to work more flexibly and meet personal needs, but
must be with prior agreement of the Town Clerk. Hours worked without prior agreement
will not be credited.

7.3 Full details are contained within Section 2 the Employment Handbook.
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8 Medical/Dental Appointments

8.1 Employees are expectled to arrange medical/dental appointments out of normal working
hours wherever possible.

8.2  The Council recognises this is not always possible. Where it is necessary o make an
appointment during normal working hours, employees are encouraged to make the
appointments at either the start or end of the day where possible fo minimise disruption
to the work of the Council. The flexible working system allows you to make adjustments
to your working hours to facilitate this. You must inform the Town Clerk of any such
appointments in advance and arrangements for making g,lp the i

8.3

9.1 The Council acknowledges that employees may 0 o Cd!
and from work due to either severe weather c’/’dfﬂ. // »or major disruptions to public
transport (for example, train strikes or accidents on the ro; s ). Whilst we understand and

are committed fo protecting the health afely o falf/_ employees, we must also
%///d; ,/%t unduiya( // Up! ted by external factors.

0,
ensure that the business and our resrefé a //; 1
vere weather conditions occur or

9.2 You should make every effort fo erl seve
where there are major drsruptrons fo pubhc transé/// Y6u should take steps to obtain
adwce on the posmon from ejappropnq external: c//{genc:es and aflow extra time for your

here appropriate.

you are "Unab!e to do. so ‘or you are late because of the severe weather conditions of the
major dfsruptfons fo pubhc transport, the Town Clerk will discuss the various options
pofent:aﬁy ‘avaifable. At the Council’s discretion, you may be required or permitted to.

. Make up the time af a. Iater date.

o Take any absence from work as part of your annual leave entitfement.

. Take any ahsence from work as special unpaid leave (in this case, your pay will reduce
accordingly to take account of the hours/days you have not worked).

. Be paid as if you had attended work on the day(s) of absence.

. Work from home or otherwise work remotely.

The Council will base its decision on your individual circumstances, for example your distance
from home to work, your mode of transport and how viable it is for you to work from home, and
on the needs of the Council.
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9.5 If severe weather conditions or major disruptions to public transport occur during the
working day which will cause problems for you travelling home, the Town Clerk will decide
whether to allow you to leave work early (and to make up the time at a fater date if
necessary). The decision will be based on your individual circumstances, for example your
distance from home to work, your mode of transport and how viable it is for you to take
work with you and work from home for the rest of the day, and on the needs of the Council.

9.6 TTC is committed to protecting the health and safety of all its employees and this includes
during severe weather conditions. Where there are major disruptions to public transport
a reasonable approach will be taken fo the situation. You also have a duty of care fo take
reasonable care of your own health and safety and that/ of oth r//bersons who may be
affected by your acts or omissions. This includes teifqng éxfra' ré{/vhen travelling to and

7 i ; : .
from work in severe weather conditions and aﬂow ,g'more tm r your journey, including

9.7 Unjustified or unacceptable absence or fateness: rﬁ
the Council’s disciplinary procedure.

10 Maternity/paternity/adoption/parental leave b

10.1 The Councu’ recognises an employee S, y//

11 Jury Service

If you are called to Jury Servic

If you attend Cou are told your serwces are not required that day, you must telephone us
immediately and then.re nto Work

12 Fals.-fymg Claims

12.1 In the event of an empfoyee taking time off fraudulently under any of the above sickness
and absence pohcres the Council will investigate and disciplinary action may be taken.

Policy — Sickness & absence

Review Cycle Every 3 years, or earlier in the event of legislative changes
Date Last Adopted 21.1.26
Previous Adoption Dates | March 2021, March 2024
Responsibility Policy & Resources Committee and then adoption by Full
Council
Policy Adopted by full Councit on 21.1.26 Review due January 2029
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Section 7

Health and Safety

Health and Safety

Both the Council and its employees have legal duties to ensure, so far as is reasonably
practicable, the health, safety and welfare of all persons at work. The Council owes a duty of
care to its employees, however, maintaining a safe working environment is a shared

responsibility. All employees are expected to take reasonableg’c a;__re/[%/ their own health and
safety and that of others who may be affected by their a}:t(/ipns. {%fg},{/f)ﬁiﬂg Health and Safety
information sets out the Council's commitment and rgs’p%””ﬁsibiliti/g 3

4

X

is regard:

7 Za

i

Council Responsibilities:

The Council will take all reasonably practicable steps/ 0

~

5

« Comply with the requirements of the Health and Safety 3

fety legislation’.

e %k'ng environment.

g 2

ces are-handled, stored, and used safely.
7

instruction, training,”and supervision to enable employees to

- Provide adeggate information,
d contribute positively to the health and safety of all persons at

work safely, avoid hazards,’
work. '

Employee Rqsﬁbﬁsiﬁil'itiés;
Employees éi";—if réquired to support the Council in maintaining high health and safety standards
by: P

« Taking reas:bnable care of 'tﬁ:e_ir“own health and safety and that of others who may be affected
by their acts or omissions.

7.

+ Using correctly, and in accordance with training and instruction, any equipment, personal
protective equipment (PPE), clothing, or footwear provided.

» Co-operating with the Council on all health and safety matters and complying with health and
safety policies, procedures, and instructions.

« Not intentionally or recklessly interfering with, or misusing, anything provided in the interests
of health, safety, or welfare.
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Any breach of the Council's Health and Safety policies may result in disciplinary action.
Employees must promptly report to the Town Clerk any situation that may present a risk to
themselves or others, such as loose cables, unattended boxes, or obstructed exits. Where it is
safe and appropriate to do so, employees should take reasonable steps to remove or reduce
the hazard and maintain a safe working environment. Employees are also required to
familiarise themselves with the location of all fire exits and to understand the procedures to be
followed in the event of a fire or emergency evacuation.

First Aid

First Aid Boxes are kept in the kitchens.

Accidents
¢ k{/ d'logged
’//// /////

are “reviewed

¥

All accidents, no matter how minor, must be reported mm////gl/ajely to the o/ 0
in the accident/incident book, which can be found ln’-t/////e/@ffce These reco//;g
regularly to prevent similar accidents occurring in the/;/uj . .

Eye Care

”or as deemed necessary

/////

/,qii ed to perform your role, e.g. for VDU

2 ‘/////

In the event of a fire alarm, ieave the building immediately. If you discover a fire, raise the alarm,
close doors and windows fe to do’so, and keep others clear. Do not attempt to collect
personal belonglngs Proceed dlrectly to the designated Assembly Point for registration. Do not
run, panic, or re enterthe buudlng until it has been declared safe.

Manual Handtin_g

Many injuries that 'happe'n at work are caused by failure to move or handle objects safely. You
can protect yourself and minimise the risks by following these guidelines:

¢ Assess haw heavy or awkward the item is and if appropriate ask for help.

* Plan how to hold the object and get a good arip (wear gloves if necessary).

¢ Stand close to the object with your feet apart and spread your weight evenly, bend your
knees and lift with your legs keeping your back in a natural line.

+ Lift smoothly and keep the load close to your body. Avoid twisting your body.
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s When carrying an object keep your arms tucked in and make sure you can see where you
are going.
* |[fequipment is provided make sure you use it correctly.

Lone Working

Employees who are working alone must ensure that another member of staff is aware they are
working alone, where they are and what time they expect to finish. Lone workers must make
sure that they have some means of communication in the event of an emergency and that they
know where the emergency exits are.

TTC will try to ensure that intruders cannot access the premlses,,,, , /ﬁ//g procedures in place

for checking that windows and external doors are lockéd

Managers should try to avoid the need for lone work g as far as is reas ably practlcable and
. /////,//, / ///////

where it is necessary, they must ensure that arranger eﬁ are in plac //h gmeone is

aware of the lone worker’s whereabouts at all times. P /////gers must ensure | orkers can

obtain assistance if required and that they are prowded/WIt h 3 /d quate information and training

to understand the risks and the safe working procedure _aéjs,gomated with working alone.

Managers must also ensure that any employee working alone’is capable of undertaking the

work on their own and that the job can be/clopf// ////f//l/by one per/
// //////

Ve

S is rea;e,o/ na y practicable the health, safety
ho are'i/‘ nder the influence of drugs and or

safety and that of their colleagues.

Drug and Alcohol Policy

It is the responsibility of TTC to
and well- belng of all ernployees

Aim: Our aim IS t:' estabhsh clear.and comprehensive rules, which will apply to all employees.
We aim to prowde supportlv emnronment to those with a drug or alcohol related problem,
which are committed 1¢ changlng elr behawour

Definition: Alco ' oI covers all a!cohollc beverages. Drugs include all Class A, B and C
substances, di ugs that aré only legally available on prescription and solvents which are
misused. o

Rules: The faking of alqohét end drugs is strictly prohibited before working hours where
appropriate functioning at work would be adversely affected and at all times during working
hours. For the avoidance of doubt, working hours include meal and other breaks.

Special Circumstances: Where employees are entertaining clients or attend social functions
outside of the normal working day, TTC accept that moderate amounts of alcohol may be
consumed.

TTC insists that employees stay within the legal limit whilst driving a car and would strongly
advise that no alcohol at al! should be taken if driving.
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Where employees are taking medication for a pre-diagnosed condition, the type of drug and its
possible contra indications must be reported by the employee to the Town Clerk.

Confidentiality: An employee who has a drug or alcohol related problem may approach
management in confidence, within the provisions of the law, and receive help and support. Any
absence during a rehabilitation period will be treated as normal sickness.

Disciplinary Action: Any employee who is found to be under the influence of drugs and or
alcohol during working hours will be suspended on full pay pending a disciplinary hearing which
may result in the employee’s dismissal for gross misconduct.

§gl§j,s”t9nces will be suspended
Ahe employee's dismissal for
.

o

Any employee found to be in possession of, or dealing);;zillegéi,
on full pay pending a disciplinary hearing, which may résult in
gross misconduct.

i

i ////Z/(///%

Stress

The Council values its employees and is committed 1o
wellbeing. We aim to provide a working environmeht
excessive workloads or other harmful conditioq/s
If you feel that stress is affecting your health or 'w
circumstances, please raise this with tI)////é own //g%l'g/r i :nvolves the Town Clerk, speak to
the Chair of the Employment Sub-Committee. »A conf//ide'htgg;/ll meeting will be arranged to
discuss the issue and identify way$ to provide stipport, which may include reviewing workload,
work environment, or other me /

-

Employees ar,g/ialsp encouraged to seek professional‘advice, such as from a GP or counsellor.
To provide apﬁrop"riate suppb"' f",is_important that the Council is informed of any stress-related
issues affecting your ability to york. Reasonable adjustments will be considered in line with
health and safety obligations and the Equality Act 2010.
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Section 8

Resolving Problems

The Council is committed to ensuring that workplace concerns are addressed through clear,
transparent and fair procedures. The following arrangements support the effective operation
of the Council and promote consistency and fairness for all employees. The Disciplinary and
Grievance Procedures apply to employees but are provided for gwdance only and do not form
part of the Contract of Employment.

General

Employees are encouraged to raise grievances or,
however, concerns may also be pursued through [
appropriate. Likewise, Managers will generally addre s/;p/)/nor performan 9
through day-to-day supervision. Early, constructive d| /; on of concerns™
swift resolution and help avoid further difficulties. 4

duct issues
ften lead to

‘of

Investigations

[t is not always necessary to hold an investig:

to co-operate fully with the |nvest|gat|or;///ﬁ/,/l/ét|ng 1 %'dISCIp

Suspension

TTC may suspend you on full I
no |mpl|cat(on/of guilt. WhllS
required during normal workl,

/'///
n suspension you ‘must be available for work or meetings as
'hours. During a period of suspension your passwords will be

barred and if you n rmarlly have 'ccess to the computer system, it will be denied.

Grievance Proc":"e lire.

TTC recognlses that from i -to-time employees may seek redress for grievances relating to
their employment In this respect TTC’s adopted policy is as follows:-

/;_ .

GRIEVANCE POLICY R

1. Introduction

1.1 This policy is based on the 2015 ACAS Code of Practice and guide on discipline and
grievances at work. It aims fo encourage and maintain good relationships between the
Council and its employees by treating grievances seriously and resolving them as quickly
as possible. A grievance may be any concern, problem or complaint employees wish to
raise with the Council. This Policy sets out the arrangements for employees to raise their
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concerns. The policy will be applied fairly, consistently and in accordance with the
Equality Act 2010.

2 Informal Procedure

2.1 Many problems can be raised and settled during the course of everyday working
relationships. Where possible, any grievance should be raised informally with the employee’s
line manager, or if this is inappropriate, it should be raised with the Chair of the Employment
Sub-Committee.

rafsed with the Chair of the Emp!oyment Sub Commm‘ // e;complaint is about the
or should handle the Clerk’s
concerns.

2.3 Where a grievance about a fellow employee
employee who has made the complaint to underst//
generally be to talk privately to the person compfame/”d ab
and can help move things forward towards a resolution.  If

circumstances an independent mediator cou!d help

ng
.fstep should
.. This is to clarify the situation
sé.involved are willing, in some

3 Formal Procedure

Employment S b Commrtt

32 I relatmg to the Town Cl k he formal grievance letter should be addressed to the Chair
of the Emplo ymem‘ Sub- Commrftee or likewise if the Town Clerk is making the grievance this
should also be addressed fo the Chair of the Employment Sub-Committee, unless the
complaint is about the Chalr of the Empioyment Sub-Committee, in which case the letter should
he addressed to the MayOr

3.3 The Emp!oyment Sub- Comm:ttee will appoint a Grievance Panel of three members fo
investigate the grievance.

Similarly, the Employment Sub Committee will appoint an Appeal Panel of three members to
investigate an appeal.

Each panel will appoint a Chairman from one of its members. No Councillor with direct
involvement in the matter shall be appointed to the panel.

4 Policy Conditions

This Policy confirms:

o Employees have the right to be accompanied or represented at a grievance meeting or
appeal by a workplace colleague, a trade union representative or a trade union official.
Employees may also alter their choice of companion if they wish.
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The companion will be permitted to address the grievance/appeal meetings, to present the
employees’ case for his/her grievance/appeal and to confer with the employee. The companion
cannot answer questions put to the employee, address the meeting against the employee’s
wishes or prevent the employee from explaining his/her case.

. The Council will give employees reasonable nofice of the date of the grievance/appeal
meetings. Employees and their companions must make all reasonable efforts to attend. If the
employee’s companion is not available for the proposed date of the meeting, the employee can
request a postponement and can propose an alternative date that is within five working days
of the original meeting date.

he/she raised fhe ghevance ingood. fa/th

. The Councrl may consrder mediatron at any stage of the grievance procedure where
appropriate (for. example where there have been communication breakdowns or allegations of
bullying or harassment) Med;at:on is a dispute resolution process which requires the Councils
and the employee s consent.’ i

. Discretion and confidentiality will be upheld at all times throughout the process. If
required the Chair of the Grievance panel may wish to seek external professional support
during this process.

5 Upon Receipt of a Grievance Letler

Generally, within a reasonable period of time, e.g., 10 working days of receipt of a written
grievance, the employee will be asked in writing to aftend a grievance meeting.
The letter will include the folfowing:

. The names of the Grievance Panel Chairman and other members
* A summary of the employee’s grievance based on his/her written submission
35

Employment Handbook Adopted by Council on ??.3.26 Review due March 2029



. The date, time and place for the meeting. The employee will be given reasonable notice
of the meeting which wift be within 10 working days of when the Council received the grievance.

. The employee’s right to be accompanied by a workplace cofleague, a trade union
representative or a trade union official or alternative person of their choice.

. A copy of the Council’s grievance policy

. Confirmation that, if necessary, witnesses may attend on the employee’s behalf and that

the employee should provide the names of his/her witnesses at least five working days before
the meeting

. Confirmation that the employee will provide the Council v
feast five working days before the meeling

6 The grievahce meeling

6.1 At the grievance meeting.

aé///c/e

he companion) may question any

working days of th""" _meetmg The letter will notify the employee of the action, :f any, that
'nd of the employee s right to appeal.

7  The appeal
7.1 If an:empa’oyee is dieeefisfied with the outcome of his/her grievance investigation,
he/she may submit a written appeal to the Grievance Panel Chairman. An appeal must be

received within five working days of the employee receiving the panel’s decision and must
specify the grounds of the appeal.

7.2 Appeals may be raised on a number of grounds, e.g:

. The employee thinks the Council’s procedure was not applied properly.
. The employee thinks the action proposed by the panel was inadequate/inappropriate
. New evidence has come to light since the grievance meeting
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7.3 The appeal will be heard by an Appeal Panel consisting of three members of the
Employment Sub-committee who have not been involved in the case. The appeal panel will
appoint a Chairman from one of its members.

Generally, within a reasonable period of time, e.g., 5 working days of receipt of a written appeal,
the employee will be asked in writing to attend an appeal meeting.
The letter will include the following:

. The names of the Appeal Panel Chairman and other members
. A summary of the employee’s appeal based on his/her written submission

i en reasonable notice
cif received the appeal.

injed by a workplace

. The date, time and place for the meeting. The employee;
of the meeting which will be within 10 working days of/wh’gn th
. The employee will be advised that he/sh i

7.4 At the appeal meeting, the Chairman will: .
. Introduce the panef members to the employee,.,ﬂ/ /

. Explain the purpose of the meeting, which is to'l
appealing against the decision of the grievanc
. Explain the action that the appeal pa

N The employee (or his/her compa )
appeal. g

i The Chairman will inform the employge that he/she"will receive the decision and the
panel's reasons, in writing, within five working ys of & e

 appeal meeting.

Grievance

Review Cycle

; E veryﬂ? years, or earlier in the event of legislative changes
Date Last Adopted | November 2023

Previous Adoption Dates . .| January 2021
Responsibility -~ Policy & Resources Committee and then adoption by Full
: Council
Adopted by Council on 15.11.23 Review due November 2026
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Disciplinary Procedure

The disciplinary process has been designed to help and encourage you to achieve and maintain
good standards of conduct, attendance and job performance. On occasions people may fall
short of the expected standards of behaviour or performance in these circumstances
disciplinary action may be taken. In this respect, TTC’s adopted policy is as follows:-

Qe
frelau
Ns)

DISCIPLINARY POLICY m“n."m?-..%

nﬁn=”
1} )]

1. Introduction

.

1.1 This policy is based on and complies with the 2(;)_ ACAS Code

account of the ACAS guide on discipline and gnev/ances at work.
i, Z

help Council employees improve unsatisfactory.
Wherever possrb!e the Councr! wifl try to resolve fts/

acn‘ce. it also takes

2. Informal Procedure

2.1 Many problems can be ra:sed

eir line manager and/or employment

mployee and any other staff involved and
{ ', gi\}en to improvements to be made and
ent plan ifit's a performance issue. Ifitis a capability issue,

sub-committee chairman. /
Iistenmg fo the:r pomt of w

3. Formal Procedure

. The Councnf er ful!y mvestrgate the facts of each case.

° Employees will be mformed in writing about the nature of the complaint against them and
given the opportunity to stete their case.

o  Employees may be atccompanied or represented by a workplace cofleague, a trade union
representative or a trade union official at any disciplinary, investigatory or appeal meeting.
An employee may also alter their choice of companion if they wish. The companion is
permitted to address such meetings, to put the employee’s case and confer with the
employee. The companion cannof answer questions put to the employee, address the
meeting against the employee’s wishes or prevent the employee from explaining his/her
case.

s The Council will give employees reasonable notice of any meetings in this procedure.
The employee must make all reasonable efforts to attend any meeting. Failure fo attend
any meeting may result in it going ahead in the employee’s absence and a decision being
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taken. An employee who does not attend a meeting will be given the opportunity to be
represented and to make a written submission.

o If the employee's companion is not available for the proposed date of the meeting, the
employee can request a postponement and can propose an alternative date that is within five
working days of the original meeting date.

) Any changes to specified time limits in the Council's procedure must be agreed by the
employee and the Council.

. Information about an employee’s disciplinary matter will be restricted to those involved
in the disciplinary process. A record of the reason for disciplinary action and the action taken
by the Councr! is confidential to the employee. The employee S drscwphnary records will be held

unless agreed as a reasonable adjustment tha / /”
condition. ”

. Employees have the right to appeal against a
is final. :

. If an employee who is already subjectt the Councif’ iplinary procedure, raises a
grievance, the grievance will normally b after the “completion of the disciplinary
procedure.

4 y
. Disciplinary action taken by the ouncﬁ (

de.an oral warning, written warning,
final written warning or dismiss "

. Except for gross mfsco duct when an mploy >‘'may be dismissed without nofice, the

casion that it decides there has been

misconduct. .

. If an employee is suspended following allegations of misconduct, it will be on full pay
and only for such hme as-fs necessary. Suspension is not a disciplinary sanction. The Councif
wilf write to the empioyee to conﬁrm any ‘period of suspension and the reasons for it.

. The Councrl may cons;der mediation at any stage of the disciplinary procedure where
appropriate’ (for example where there have been communication breakdowns or allegations of
bullying or hiarassment). Mediation is a dispute resolution process that requires the Council’s
and the employee’s consent.

4. Examples of misconduct

4.1 Misconduct is employee behaviour that can lead to the employer taking disciplinary
action. The following list contains some examples of misconduct:

. Unauthorised absence

. Poor timekeeping

. Misuse of the Council’s resources and facilities including telephone, email and infernet
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6.2

6.3

6.4

Inappropriate behaviour
Refusal to follow reasonable instructions
Breach of health and safety rules

Examples of gross misconduct

Gross misconduct is misconduct that is so serious that it is likely to lead to dismissal
without notice. The following list contains some examples of gross misconduct:

Bullying, discrimination and harassment
Incapacity at work becatse of alcohol or drugs
Violent behaviour
Fraud or theft

Gross negligence
Gross insubordination
Serious breaches of health and safety rules
Serious and deliberate damage fo property .
Use of the internet or email to access pornoéj;gphg scene or offensive material
Disclosure of confidential information

Disciplinary investigation

0
who will be responsible for unden‘akfng th nvestig'
all relevant information. /The investig
Councilfors.

- a fact-finding exercise to collect
rs will be independent and will normally be

If the Policy:& Resour es Commiftee considers that there are no Councillors who are
independent (for example, . ‘because they all have direct involvement in the allegations
about the employee) it will appomt someone from outside the Council.

The mvestrgators .WI !: be appomted as soon as possible after the allegations have been
made.: The Policy & Resources Committee will inform the investigators of the terms of
reference of the mvestfgatlon The terms of reference should deaf with the following:

What the rnvestfgatfon is requrred to examine
Whether a recommendation is required

How the findings should be presented. For example, an investigator will often be required
to present the findings in the form of a report

Who the findings should be reported to and who to contact for further direction if
unexpected issues arise or advice is needed.

The investigators will be asked to submit a report within 20 working days of appointment.
In cases of alleged unsatisfactory performance or allegations of minor misconduct, the
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appointment of an investigator may not be necessary and the Council may decide to
commence disciplinary proceedings at the next stage (see 6 below).

6.5 The Policy & Resources Committee will first notify the employee in writing of the alfeged
misconduct and ask him/her to attend a meeting with the investigators. The employee will
be given at least five working days’ notice of the meeting with the investigators so that
he/she has reasonable time to prepare for it. The letter will explain the investigatory
process and that the meeting is part of the process. The employee should be provided
with a copy of the Council’s disciplinary procedure. The Council will also inform the
employee that when he/she meets with the investigators, he/she will have the opporttnity
fo comment on the alfegations of misconduct.

6.6 Employees may be accompanied or represented by a wofﬁp!ac//c//efqoﬂeague a trade union

represenfanve or a trade union offrc;al at any mvest:gai‘;/} ee ﬁng An employee may

\\

The employee has no case to answe
Council’s deC/plmary/procedure

o The employee”has a case fo answer and there should be action under the Councils’
dISCI,OJ’mai’y procedure

6.10 The mvest:gators will subm!t the report to the Policy & Resources Committee which will
decide whether further ’,‘actron will be taken.

6.11 If the C:‘oq_ncif decfdéé that it will not take disciplinary action, it may consider whether
mediation would be appropriate in the circumstances,

7. The disciplinary meeting

7.1 If the Policy & Resources Committee decides that there is a case to answer, it will
appoint a sub-committee of three Councillors. The sub-committee will appoint a Chairman from
one of its members. The investigators shall not sit on the sub-committee. No Counciffor with
direct involvement in the matter shall be appointed to the sub-committee. The employee wilf
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be invited, in writing, to attend a disciplinary meeting. The sub-committee’s letter will confirm
the following:

. The names of its chairman and other two members

. Details of the alleged misconduct its possible consequences and the employee’s
statutory right to be accompanied at the meeting

J A copy of the investigation report, all the supporting evidence and a copy of the Council's
disciplinary procedure

. The time, date and place for the meeting. The employee will be given reasonable notice
of the hearing (at least 15 working days) so that he/she has sufficient time to prepare
for it

. That witnesses may attend on the employee's and they,Co c?is behalf and that both
parties should inform each other of their w:tng///// f g,;// t least five working days

.
before the meeting i " % //4/

. That the employee and the Council will 9/: vide //each othe with all the ;/gypporfrng
evidence at least five working days before 1‘]7/// /;/2 geting. If witn areﬁé_ attending
the meeting, witness statements will be submitted fo the other si tfive working
days before the meeling

. n-a workplace colleague, a

7.2

. committee to the employee

. : investigation report

. The Chafrman will se ut the councn’ s d present supporting evidence (including
any Wrtnesses)

. The employee (or the” C "pa}_m'on) will set out his/her case and present evidence
(including’ any wi 1e8ses) i,

. Any member of the Stib- committee and the employee (or the companion) may question
the mvestrgators and: any witness

. The employee (or the compamon) wifl have the opportunity to sum up his/her case

. The Chalrman will prowde the employee with the sub-committee’s decision with
reasons, in. Wr:tmg, within five working days of the meeting. The Chairman will also notify
the employee of the right to appeal the decision

) The disciplinary meeting may be adjourned to allow matters that were raised during the

meeting to be investigated by the sub-commitice

8. Disciplinary Action

8.1 If the sub-committee decides that there should be disciplinary action, it may be any of the
following:
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Oral warning

An oral warning is issued for most first instances of minor misconduct. The Council will notify
the employee:

. The reason for the warning, the improvement required (if appropriate} and the time period
for improvement

. That further misconduct/failure to improve will result in more serious disciplinary action
. The employee’s right of appeal

. That a note confirming the oral warning will be placed on the employee’s personnel file,
that a copy will be provided to the employee and that the warning will remain in force for
six months /

Written warning

ming, orfor dn‘ferent

If there is a repetition of earlier misconduct which, 110,
. rn, ,/

// ;/ ra ’////////
j}//be given a writle

I

. The employee’s right of appeal :

for 12 months

Final written warning

If there is further: ﬁ?isconduct ' iring the period of a written warning or if the misconduct is
sufficiently serrous the emp!oyee Wm' be given a final written warning. A final written warning
will set out:

. The re_a'son for the final written warning, the improvement required (if appropriate) and
the time period for improvement

. That fciﬁhé_r miscqndifct/failure to improve will result in more serious disciplinary action
up to and including dismissal

. The employee’s right of appeal

) That a note confirming the final written warning will be placed on the employee’s

personnel file, that a copy will be provided to the employee and that the warning will
remain in force for 18 months
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Dismissal
The Council may dismiss:

. For gross misconduct

o if there is no improvement within the specified time period in the conduct which has been
the subject of a final written warning

. If another instance of misconduct has occurred and a final written warning has already
been issued and remains in force

6.7 The Council will consider very carefully a decision to dismiss. If an employee is
dismissed, he/she will receive a written statement of the reasons for his/her dismissal,

the date on which the employment will end and detan'S’ of hi /h,er right of appeal

6.2 Ifthe sub committee decides to take no dfsctp// \ary act:

appeal.

9. The Appeal
tified of the right of appeal.

7

by the Couﬁc:rl within five working days
isciplinary” action and must specify the

His/her written notice of appeal mustbezrec
of the employee receiving written N otrce

f /wsron was nof supported by the evidence
ction was too severe in the circumstances of the case

e« New evidence j_h_ ‘come to’ I:gh_t since the disciplinary meeting

/;,

/

9.3 The appeal will be heard by a panel of three members who have not previously been
involved in the case. This includes the investigators. The appeal panel will appoint a
Chairman from one of ({g :members

9.4 The employee will be notified, in writing, within 10 working days of receipt of the notice of
the appeal of the time, date and place of the appeal meeting. The employee will be
advised that he/she may be accompanied by a companion — a workplace colfeague, a
trade union representative or a trade union official. An employee may also alter their
choice of companion if they wish.

9.5 Atthe appeal meeting, the Chairman will:

. introduce the panel members to the employee

44
Employment Handbook Adopted by Council on ??.3.26 Review due March 2029



. Explain the purpose of the meeting, which is to hear the employee’s reasons for appealing
against the decision of the Policy & Resources Committee

. Explain the action that the appeal panel may take
9.6 The employee (or the companion) will be asked fo explain their grounds for appeal.

9.7 The Chairman will inform the employee that he/she will receive the decision and the
panel’s reasons, in writing within five working days of the appeal hearing.

9.8 The appeal panel may decide to uphold the decision of the Policy & Resources
Committee, substitute a less serious sanction or decide that no disciplinary action is
necessary. If it decides to take no disciplinary action, no record of the matter will be

gy y
retained on the employee’s personnel file. i

9.9 If an appeal agamst drsmrssal is uphe!d fhe,e

decision is final

i

Policy Disci p}g;//@
Review Cycle 18%

Date Last Adopted

Previous Adoption Dates /

Policy &"Res' ',urces Committee and then adoption by

Responsibility
Nt Fult Council
Policy adopted by Council on 20.3.24 Review due November 2026

Notes for cbllgaques

We are pleased for colleagues to support each other through these proceedings but you are
not obliged to do so. Having a colleague present helps to ensure that matters are dealt with
fairly and the Council values this support. You are asked to respect the confidentiality of these
proceedings. Reasonable paid time off will be granted to enable an employee to accompany a
colleague and no employee will be disadvantaged for undertaking this role.

Criminal Offences

Should you commit a criminal act; the matter will be referred to the police.

45
Employment Handbook Adopted by Council on 77.3.26 Review due March 2029



Bullying and Harassment

The organisation encourages an environment in which everyone is entitled to work without
harassment, victimisation and bullying.

Harassment occurs where there is unwanted conduct related to a protected characteristic which
has the purpose or effect of either violating a person’s dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment. If behaviour has the effect of causing an
individual to feel humiliated, threatened or undermined because of a protected characteristic, it
will constitute harassment and is unacceptable. Such conduct should cease immediately.

Bullying may be characterised as offensive, |nt|m|datmg,
abuse or misuse of power through means that undermine 3
recipient.

DIGNITY AT WORK POLICY

Purpose & Scope

yrng or harassment by, or of, any of
he Council or members of the public

harassment. ft should be read in cohjunctron with the Council’s policies on Grievance and
Disciplinary handhng, as weH as the Code of Conduct for Councilfors.

In support of and asa comm.'tment to this, Telscombe Town Council has signed up to the Civility
& Respect Pledge

Definitions

Bullying may be characterised as a pattern of offensive, intimidating, malicious, insulting or
humiliating behaviour, an abuse or use of power or authority which fends fo undermine an
individual or a group of individuals, gradually eroding their confidence and capability, which may
cause them to suffer stress. Forms of bullying can include but are not limited to:

& repeated aggression (whether verbal, psychological or physical), conducted by an
individual or group against another individual or group;
* persistently criticising, condemning and/or humifiating an individual,
46
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* conduct or behaviour which is offensive, abusive, intimidating, malicious, insulting, abtisive
of power or that results in unfair sanctions;

* giving someone tasks fo do in the full knowledge that they cannot be achieved;

* unpleasant or over-repeated jokes about a person,

* removing responsibility without good reason or knowingly withholding work-refated
information;

e behaviour which causes an individual to feel ignored, marginalised or excluded, including

exclusion from social media which has the effect of isolating or criticising/complaining
about a staff member

oy

Harassment is unwanted conduct that violates a person’ d:gm;f/y I creates an intimidating,
hostile, degrading, humiliating or offensive environmet Wuﬁffy covers, but is not limited
to, harassment on the grounds of sex, marital status. §éxual or

ty n, race, colour, nationality,
ethnic origin, religion, belief, disability or age. F '
limited to:

/)// ////
s of harassme

unwelcome) or other persistent unwelcome az‘tenti r pressure of a personal or sexual
nature;

* intimate questions;

*  foul or obscene language; , ,
% inappropriate jokes, ‘bant ﬁ"l'teasing, if ' cknames, ridicule or insults;
# inappropriate comments:about clothes, 4phy5iceif§,6pearance, body, or abilities;

Both bullying and harassment are behaviours which are unwanted by the recipient. Bullying and
harassment in the workplace can lead to poor morale, low productivity and poor performance,
sickness absence lack of respect for others, turnover, damage to the Council's reputation and
ultimately, E mployment Tnbuna! or other court cases. ltis the impact of the behaviour or conduct
on the rec:p:ent that is most relevant

Bullying and harassment mgefy, occur face-to-face, by telephone, in meetings or through written
communication, including e-mail and social media. It may occur on or off work premises, during
work hours or non-work time.

Reporting Procedures

in the first instance, all incidents must be reported to the staff member’s line manager. In the case
of the most senior employee, all incidents must be reported to the Chairman of the Employment
Sub-Committee. A comprehensive note of the incident must he made to include:-
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date
time
type of incident
* details of incident
# if known, the name of the person accused of harassment and/or bullying (and if that person
is not a staff member, their home address if known)

* the names of any witnhesses to the incident (and if witnesses are not staff members, their
home address if known)

If the incident relates to correspondence received, either written or electronic (ie. SMS text
messages, direct social media messages or email), the correspondence should be retained as
evidence and no response should be made.

message has been leff on
s evidence and no response
should be made. "

If the incident relates fo cyber-stalking or social
evidence and no response should be made.

Resolution
Informal Approach

If a staff member encounters bullying o harassment b
make the person responsible aware ‘that th,
should be done in a simple, sfr,a/ ih

It is recogmsed that compla of harassment or buﬂymg are often of a sensitive or worrying
nature and that jt may be d!ffiCUft/fO speak drrecﬂy fo the other person involved. If this is the case,

the staff member should put th {f request in writing and hand it or email it to the harasser or bully.

Staff members w;shmg to address this kind of behaviour may seek advice from their line manager
in the first instance, or Chair of the Emp!oymenf Sub-Committee on how to address the matter. If
approptiate, .an ihformal meefing with both parties may be held by the Town Clerk in order {o
address the ‘matter in a concrlratory and constructive manner. Both parties need to agree fo this
approach. :

If the informal approach fails or if the staff member believes that the harassment or bullying is of
a very serious nature, they must bring the matter to the attention of their line manager in the first
instance, or the Chair of the Employment Sub-Committee via a written formal complaint, including
information referred under the reporting procedures.

If you are being bullied by your line manager, or you do not want to try and resolve the situation
in this way, you should raise the issue with the Chair of the Employment Sub-Committee. The
Chair will discuss with you the option of trying to resolve the situation informally.
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Formal Approach

Employees — Where the employee feels unable to resolve the matter informally any complaint
about harassment or bullying can be raised confidentially and informally, initially with your line
manager or if the matter involves them, with the Chair of the Employment Sub-Committee.

Others - Any other party to the Council, other than an employee, who feels he or she is being
bullied or harassed should refer to the Counci’'s Complaints Procedure if an informal approach
cannot be taken to resolve matters.

Members of the public - If it is alleged that a member of the public has bullied a staff member,
following investigation the Council reserves the right to :mpose sanct.rons against that member of
the public, including:

Blocking the member of the public’s email addréss a
Blocking the member of the public’s phone i n""'
Banning the member of the public from the
The Counc:l will not to!erate verbal abuse to

ffm //j”émbers and e{p/g/
toc cease, or if it fs/sfo

ove: that they can put
/,’eone at the wac

Centre, that they can close the reception wmdow, a
subsequently be dealt with as detailed in this policy.”

arassment f staff members by Counciflors
nevance regardmg bullying or harassment
foring officer.

If the Town Clerk does not.consider an incide senous enough to report to the police, they may
decide to attempt to resoive th -prob!em directly'with the aim to receive an apology and guarantee
of no future repeat of the behaWour which gave rise to the incident. However, if the Town Clerk
considers an mofdent_ serious enough to report to the police, the Council will take advice from the
police with reg o.any appropriate sanction, excluding any sanction related fo internal
disciplinary a tion. o ’

Bullying and harassment are cons.fdered examples of serious misconduct which will be dealt with
through the’ Councn’ S dISCIpflnal’y or grievance procedure.

In cases where aﬂegatrons are made regarding an employee of the Council, this may result in the
Council's Disciplinary/Grievance Procedure being invoked.

The Monitoring Officer at Lewes District Council will deal entirely with any complaints involving
the conduct of Councillors and will advise of and implement any sanctions where required. The
Council will consider any adjustments to support you and manage the relationship with the
Councillor the allegations relate to during the investigation.

in extreme cases, the Council may be required to refer details of any harassment to the Police.
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False or malicicus allegations

If a staff member brings a complaint of harassment or bullying they will not be victimised for having
brought the complaint. However, if after a full investigation, the Council has grounds to believe
that the complaint was brought by a staff member with malicious infent, or is deemed vexatious
in nature, they may be subject to disciplinary action under the Council’s disciplinary policy and

procedure.
Policy Dignity at Work //gé
(previously Bullying &F Q//S’rﬁent Pohcy)
/ Z
Review Cycle Every 3 yearsl.-
changes .
Date Last Adopted 20" March
Previous Adoption Dates March 2021
Responsibility Policy & Resources/ mmlttee and then adoption by
Full Council

Policy adopted by Council on 20.3.24 p

SEE
prik

Review due March 2027
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Section 9

IT Security Regulations and Data Protection Policy

TTC’s adopted IT Policy is as follows:-

E::E‘:'m“% =
SR
IT POL’CY Tes:mmm
Page No
INTRODUCTION 51
COMPUTER USE 51
EQUIPMENT : "
HEALTH AND SAFETY 54

PASSWORD AND AUTHENTICATION POLICY 55
MONITORING 55
REMOTE WORKING 56
EMAIL 57
USE OF THE INTERNET 58
USE OF SOCIAL MEDIA 58
MISUSE 61

INTRODUC TION

Telscombe Town Councﬂ recognises the importance of effective and secure information
technology (IT) and email usage in supporting its business, operations and communications.
This policy applies to all councillors, staff, and other authorised users, regardless of their
working loca‘tion or pattern, rr}cludmg those who are home-based, office-based, or work on a
flexible or pan‘ -time basis. It 'sets out the expectations for the appropriate use of IT equipment
and systems provided by:the council.

Computer use
Hardware

1.1.1 Council computer equipment is provided for Council purposes, however, reasonable
limited personal use is permitted (reasonable interpreted as in the opinion of the Clerk). Any
personal use of our computers and systems should not interrupt daily council work in any way.
Councillors, staff, and other authorised users are asked to restrict any personal use to official
lunch breaks or before or after working hours.
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1.1.2 Alf councillors, staff, and other authorised users must lock their computers when leaving
their desks to prevent unauthorised access. This applies fo all council and personal devices
used for work. Failure fo comply may lead to disciplinary action.

1.1.3 All computer and other electronic equipment supplied should be treated with good care
at all times. Computer equipment is expensive, and any damage sustained to any equipment
will have a financial impact on the council.

1.1.4 Computer and electronic hardware should be kept clean, and every precaution taken to
prevent food and drink being dropped or spilled onto it.

/ /
1.1.8 Personal disks, USB stick, CDs, DVDs, data::;;’,/a
council computers without the prior approval of the Clerk.

Equipment

2.1 Portable equipment i

nethooks, tablets, mobile and smart

phones with emai[l capabilit access to th fe.

2.1.2 It is pari‘ic}u/arly emphas:sed that council back-up procedures specific to portable

°followed at aH t:mes

2.1.3 All portable computers must be stored safely and securely when not in use in the office,
i.e. when travelling or when working from home. Portable equipment (unless locked in a secure
cabinet or office) should be kept with or near the user at all times, should not be left unattended
when away from councn’ premrses and should never be left in parked vehicles,

2.14 ltis :mpon‘ant to en__sure all portable devices are protected with encryption in case they
are lost or stolen. All smariphones or tablets that hold council data, including emails and files,
must be protected with a pin code.

2.1.5 Multi-Factor Authentication (MFA)} is a security process that requires users to verify their
identity using two or more independent methods—for example, enfering a password (something
you know) and confirming a code sent to your mobile device (something you have). This
significantly reduces the risk of unauthorised access to systems and sensitive data.

2.1.6 If an item of portable equipment is lost or damaged this should be reported fo the Clerk.
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2.1.7 To protect confidential information, unless it is a requirement of the job and this has been
authorised, it is forbidden for photographs or videos to be taken on council premises, without
the prior written permission of the Clerk. This includes mobile tefephones with camera function,
camcorder, tape or other recording device for sound or pictures - moving or still.

2.1.8 Under no circumstances should any non-public meeting or conversation be recorded
without the permission of those present. This does not affect statutory rights (under The
Openness of Local Government Regulations 2014).

In addition, the council does not permit webcams (which may bepre mstaﬂed on many Iaptops)
to be used in the workplace, other than for conference calls for ¢ ]
doubt as to whether a device falls under this clause, ad, ce shou

2.2 Use of own devices

onaur devices as to the council’s
external parties such as external
phone numbers to ensure that only
t’ rather than personal numbers. Any
hould be sent-. rom_a council email account and should not
[ email address.

2.2.2 However, the same securrty precautlo
deskiop equipment. For contmur/tyﬁpurposes

these numbers are used and/o" - stored by the ‘ecipiel
emails sent from own devic
identify the mdeua! S persor

2.2.3 Counoﬂlors staff and other authorised persons that use council systems are expected
to use all dewces n an ethlcai and respectful manner and in accordance with this policy.
Accessing mappropnate websrtes or sérvices on any device via the IT infrastructure that is paid
for or prowded by the counc;! carries a htgh degree of risk, and, for employees, may result in
disciplinary action, including summary dismissal (without notice). For Workers or Contractors,
we may terminate the worker agreement. This is irrespective of the ownership of the device
used. An exampie would be downloadfng copyright music iflegally or accessing pornographic
material. s

2.2.4 In cases of legal proceedings against the council or external stakeholders, the council
may need to temporarily take possession of a device, whether councif-owned or personal to
retrieve the relevant data.

2.2.5 Wherever possible the user should maintain a clear separation between the personal
data processed on the council’s behalf and that processed for their own personal use, for
example, by using different apps for council and personal use. If the device supports both work
and personal profiles, the work profile must always be used for work-related purposes.
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2.2.6 Councillors, sfaff, and other authorised users who intend to use their own devices via
the councif’s infrastructure must ensure that they:

. use a strong password or finger print to protect their device(s) from being accessed. For
smartphones and tablets this should lock the device after failed login attempts;

. configure their device(s) to automatically prompt for a password after a period of
inactivity;

. password protect any documents containing confidential information that are sent as
attachments to an email, and nolify the password separately (preferably/by a means other than
email);

. ensure secure WiFi networks are used;

// /
,{//%

. ensure that work-related data cannot be w'ei ed or, retneved by 1a

may use the device;

. mform the Clerk if their dewce(s) is/are lost, stoie_ -, appropnafe!y acéessed where
tphones being used they vwh'

2.2.7 Prior to the disposal of any dewce hat
user leaving the council, councillors, staff”and o_t

programming errors' réndering a dewq moperab.fe The councu’ will use reasonable endeavours
fo assist, but ¢ 'unc:ﬂors staff and ofher authorised users are personally liable for their own
device(s) and for any costs mcurred as a result of the above.

Health and safety

3.1.1 Councillor"s; staff, and other authorised users who work in council offices will be provided
with an appropriate workstation,

3.1.2 The council has a duty to ensure that regular appropriate eye tests, carried out by a
competent person, are offered to employees using display screen equipment.

3.1.3 Any VDU user who feels that their workstation requires changes fo make it compliant
must speak to the Clerk. If any hazards are detected at a workstation, including ‘noises’ from
the IT equipment, this should be reported immediately to the Clerk.
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Password and Authentication Policy

4.1.1 All user accounts must be protected by strong, secure passwords. In addition to strong
passwords, Multi-Factor Authentication (MFA) should be enabled wherever possible. MFA
requires users to provide two or more independent forms of verification—for example, a
password (something you know) and a code sent to your computer or phone (something you
have). This significantly reduces the risk of unauthorised access to systemns and personal data.

4.1.2 Access to Passwords & Storage

. Passwords are personal and must not be shared under any circ
. Only the assigned user of an account may access or use the.d

. In certain cases (e.q., incident response or em' lg)yee offb
credentials may be granted fo the Clerk.
. Administrative credentials must be stored se¢

4.1.3 Password Change Requirements
. Immediately change password if compromise.j;

4.1.5 Password Access Controf and Logging
. Attempts to access unauthorized passwo, Srds:
)

4.1.6 Responsibility .
. Users are responsible for creating and mamtammg

5.1.5 The councr! will momtor the use of electronic communications and use of the internet in
fine with the Investigatory Powers (Interception by Councils eifc for Monitoring and Record-
keeping Purposes) Regulanons 2018

5.1.6 Monitoring of an employee’s email and/or internet use is in the council’s legitimate
interests and is to ensure that this policy is being complied with.

5.1.7 The information obtained through monitoring may be shared internally, including with
relevant counciliors and IT staff if access fo the data is necessary for performance of their roles.
The information may also be shared with external HR or legal advisers for the purposes of
seeking professional advice. Any external advisers will have appropriate data protection
policies and profocols in place.

5.1.8 The information gathered through monitoring will be retained only long enough for any
breach of this policy to come fto light and for any investigation to be conducted.
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5.1.9 Counciflors, staff, and other authorised users have a number of rights in relation to their
data, including the right to make a subject access request and the right to have data rectified
or erased in some circumstances.

5.1.10 Such monitoring and the retrieval of the content of any messages may be for the
purposes of checking whether the use of the system is legitimate, to find lost messages or fo
retrieve messages lost due to computer failure, to assist in the investigation of wrongful acts,
or to comply with any legal obligation.

5.1.11 The council reserves the n‘ght to inspect aH files stored omts computer systems in order
ght to monitor the types
fr,t,ernet at any time, both

of” f;/
inside and outside of workmg hours to enstre that the ystem is ng/t
7

and viruses.

Remote working

the user must .bg out at the & d'of the session deletmg all logs and history records Wlfhln the
browser used. if 4conffguration of the devise does nof clearly support these actions (for
example at an mtemef cafe), council serwces should not be accessed from that device,

. the Iocatfon and dtrectfon of the screen should be checked to ensure confidential
information is oiit of view. Steps should be taken to avoid messages being read by other people,
including other traveﬂers on pubhc transport etc;

. any data prmte_d s_h_qufd be collected and stored securely;

. all electronic files should be password protected and the data saved fo the council’s
system/services when accessible;

. papers, files or computer equipment must not be left unattended at non council premises
unless arrangements have been made with a responsible person for them to be kept in a locked
room or cabinet if they are to be left unattended at any time;

. any data should be kept safely and should only be disposed of securely;

. papers, files, data sticks/storage, flash drive or backup hard drives should not be left
unattended in cars, except where it is entirely unavoidable for short periods, in which case they
56
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must be locked in the boot of the car. If staying away overnight, council data should be taken
into the accommodation, care being taken that it will not be interfered with by others or
inadvertently destroyed;

. where possible the ability fo remotely wipe any mobile devices that process sensitive
information should be retained in the case of loss or theft;

. Councillors, staff, and other authorised users who work away from the office with
sensitive data should be equipped with a screen privacy filter for mobile devices and should
use this at all times when accessing such data away from the office.

6.1.2 Those issued with a 'dongle' fo enable internet acces. ;/5/09/3
networks whilst away from their normal workplace should note tha t; h
can be very high. Dongles should therefore be u ed for ess n/

especially if abroad.

SN

A

6.1.3 Similarly, use of paid for Wi-Fi access, for’e e at airports Gl ‘é{/carefuﬂy

monitored and restricted fo essential council use.
Email

ffective ang sﬁveedy commumcatron on

7.1.2 On occasion, it will be qulcker to actfon'
via profracted email chains.. Ema:ls should 1
telephone conversat;ons :

which is the optlrpum channel.

/ssue by telephone or face to face, rather than
e--"'_sed as a substitute for face to face or
ilors, staff and other authorised users are expected fo decide
mmunrcatfon fo complete their tasks quickly and effectively.

7.1.3 These rules des:gned to ‘minimise the legal risks run when using emaif at work and
to guide councrﬂors staff ‘and other authorised users as to what may and may not be done. If
there is somethmg which-is not covered in the policy, councillors, staff, and other authorised
users shou!d ask ourIT prowder rather than assuming they know the right answer.

7.1.4 Aif counClﬁors staff, and other authorised users who need fo use email as part of their
role will normally be given their own council email address and account. The council may, at
any time, withdraw email access, should it feel that this is no fonger necessary for the role or
that the system is being abused.

7.1.5 Email messages sent on the council’s account should be for council use only. Limited
personal communications are permitted provided they do not encroach upon working time or
interrupt councif business in any way. Employees and other authorised users are asked (o
restrict their personal use to official lunch breaks or before or after working hours, and to use
their personal email accounts, rather than council addresses.
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Use of the Internet
8.1 Copyright

8.1.1 Much of what appears on the Internet is protected by copyright. Any copying without
permission, including electronic copying, is illegal and therefore prohibited. The Copyright,
Designs and Patents Act 1988 set out the rules. The copyright laws not only apply to documents
but also to software. The infringement of the copyright of another person or organisation could
lead to legal action being taken against the councif and damages being awarded, as well as
disciplinary action, including dismissal, being taken against the perpetrato

/

8.1.2 It is easy to copy electronically, but this does not mak /: aﬁ Iess an offence. The

e g %////////

council’s policy is to comply with copyright laws, and npftfto bend, }‘ e rules in any way.
8.1.3 Councillors, staff, and other authorised us//é/;’ s /c/wuld not as/
document or file is on the Internet, it can be free 7//;/0,0 jed> There sz
information in the ‘public domain’ (which is no longe //
still copyright protected) and information which is not
author has been dead for more than 70 years).

\\\‘\

\
\

8.1.4 Usually, a website will contain copyright.
before downloading or copying.

8.2.2 S,oec:af rules apply to the processmg of personal and sensitive personal data. For further
guidance on th:s see the councfl s data protection policy, a copy of which is on the website.

8.3 Accuracy of mformatlon

8.3.1 One of the ma_m benefrts of the internet is the access it gives to farge amounts of
information, which is often more up to date than fraditional sources such as libraries. Be aware
that, as the internet is uncontrolled, much of the information may be less accurate than it
appears.

9. Use of social media

9.1.1 Social media includes blogs; Wikipedia and other similar sites where text can be posted,
multimedia or user generated media sites (YouTube), social networking sites (such as
Facebook, Linkedin, X (formerly known as Twitter), Instagram, TikTok, etc.), virtual worlds
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(Second Life); text messaging and mobile device communications and more traditional forms
of media such as TV and newspapers. Care should be taken when using social media at any
time, either using council systems or af home.

9.1.2 Personal use of social networking/media and chat sites should be restricted to breaks
during working hours, or after hours with permission.

9.1.3 The council recognises the importance of counciflors, staff, and other authorised users
joining in and helping to shape sector conversation and enhancing its image through blogging
and interaction in social media. Therefore, where it is relevant 1‘0 use socral networking sites as
part of the individual’s position, this is acceptable. 2

{ the repufation of the

togr/ //Z’ € could reasonably be
arks about exferﬁéj stake ho]ders could

K

at thi: pli ary offence.
Councillors, staff, and other authorrsed users shouldfbe///;/;;//g that pansh:oners or other local
6 d /users persona! weblogs, to

orgamsatfons may read councillors, staff, and other authons e

9.14 To protect both the councif _:and its mterests every ne/ is reqwred to comply with the

with on Lmked!n or other social networkmg sites Wlth electronic address book facilities, unlfess
this has been atith nsed ,

. Any blog that mentfons the councu’ its current work, councillors, employees, other users
associated with the count partner organisations, local groups, suppliers, parishioners, should
identify the author as one of its councillors or employees and state that the views expressed on
the blog or websrte are theirs alone and do not represent the views of the council. Even if the
council is not mentioned, care should be taken with any views expressed on social media sites
and any views should clearly be stated to be the writer's own (e.g. via a disclaimer statement
such as: “The comments and other content on this site are my own and do not represent the
positions or opinions of my employer/ the council.”) Writers must not claim or give the
impression that they are speaking on behalf of the council.

. Any employee who is developing a site or writing a blog that will mention the council, our
current or potential plans, councillors, staff, and other authorised users or partners must inform
the council that they are writing this and gain agreement before going ‘live’.

. The council expects councillors, staff, and other authorised users to be respectful about
the council and its current or potential employees, councillors, clerks, and authorised users and
not to engage in any name calling or any behaviour that will reflect negatively on its reputation.
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Any unauthorised use of copyright materials, any unfounded or derogatory statements, or any
misrepresentation is not viewed favourably and could constitute gross misconduct.

. Photos or videos that include employees or other workers wearing uniforms or clothing
displaying the council’s name or fogo should not be posted on social media if they could reflect
negatively on the individual, their role, their colleagues, or the council. Additionally, photos,
videos, or audio recordings must not be taken on council premises without explicit permission.

. Comments posted by councillors, staff, and other authorised users on any sites should
be knowledgeable, accurate and professional and should not compromise the council in any
way. .

/e conszdere'
7

ty. ,ﬁefore,
gained prior to uploading any such material. Detarls iy kind relating to any events,
conversatfons materials or documem‘s that are meant to b p//” "ate conf.rdenf/a! or internal to

i,

rs hal mformatro

iy,

Nolan Principles. Emp yees may, be: ‘subject to disciplinary action for comments, content, or
images that are. defamatory, embarrassmg, porographic, proprietary, harassing, libellous, or
that can create a hostile work environment. They may also be sued by other organisations, and
any mdlv:dual or council~that views their comments, contenf, or images as defamatory,
pomograph:c proptrietary, harassmg libellous or creating a hostile work environment. In
addition, other councillors, staff and other authorised users can raise grievances for alleged
bullying and/or harassment

. Postings to Websn‘es or anywhere on the internet and social media of any kind, or in any
press or media of any kind, should not breach copyright or other law or disclose confidential
information, defame or make derogatory comments about the council or its councillors, staff,
and other authorised users, or disclose personal data or information about any individual that
could breach data protection legislation.

. Contacts by the media refating to the council, should be referred to the Clerk.

. Councillors, staff and other authorised users who use sites such as Linkedin and
Facebook must ensure that the information on their profile is accurate and up to date and must
update their profife on leaving the council.
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. Councillors, staff, and other authorised users who use X.com, Linkedin, or other social
media/networking sites for councif development purposes must ensure they provide the council
with login details, including password(s), so that these sites can be accessed and updated in
their absence.

. Councillors, staff, and other authorised users who have left the council must not post
any inappropriate comments about the council or its councillors, staff, and other authorised
users on LinkedIn, Facebook, X.com or any other social media/networking sites.

. During your employment/ involvement with the council, you may create or obtain access
to a variety of professional contacts and confidential mformatron.j/Thfs ingliides, butis not limited
fo, contacts made through professional networking platforms ‘such.as Linkedin, where those
contacts have been established or maintained in your cépac ity a/ ) cillor, member of staff,

property and may be

or other authorised user. All such contacts will be co,ns:dered coun

7
subject to disclosure upon request. /////

9.1.5 Note that the council may, from time to time, /////or external postmg o ial media
srtes Any employee who has a profn’e (for examg/l/ /”/ on Linkedin or Facebook) must not

concerns or complaints: these should b
grievance procedure.

Misuse

Misuse of IT systems and equm nt is not in line with the council’s standards of conduct and
will be taken senousiy Any inappropriate or unauthorised use may lead to formal action,
including drscxphnary proce di gs or, in serfous cases, dismissal.

Policy IT Policy

Review Cycle ' ' Every 3 years, or eatlier in the event of legisiative
S ' changes

Date Last Adopted , 21% January 2026

Previous Adoption Dates November 2020, November 2017, November 2023
(previously called Email & Internet Usage Policy)

Responsibility Policy & Resources Committee and then adoption by
Full Council

Adopted by Full Council on 21.1.26 Review due January 2029

We do monitor this policy and breaches can lead to disciplinary action. Personat use must be
outside your normal working hours and subject to our rules.
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Data Protection

TTC’s adopted Data Protection policy is as follows:-

a3
l
2

= ﬂu

pzact

e B4
1))

DATA PROTECTION POLICY enc
1. Introduction
1.1 The Council holds and processes information about em;:i_l_oyees Councr!lors residents

Regulations (GDPR).

2. Data protection principles

. be obtained for a specified and la vful purpose
incompatible with the purpose 3

. be adequate, relevant an

s be proceéséd in ccordénce"\rw‘th the Data Subject’s rights

s be kept safe from'unauthorrsed processmg and accidental loss, damage or
destructron

e 1ot be transferred to a Country outsrde the European Economic Area, unless that
country has the equivalent levels of protection for personal data, except in
specified crrcumstances

3. Respons:bmtres_

3.1 Telscombe Town Council is the Data Controller and must ensure that any
processing of personal data for which they are responsible complies with the Act

3.2 The Clerk is the person who acts on behalf of the Council and is responsible for
data protection compliance as follows:

» fully observing conditions regarding the fair collection and use of information

s meeting the Council’s legal obligations to specify the purposes for which
information is used
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e collecting and processing relevant information, only to the extent that is required
to fulfil operational needs/to comply with legal requirements

e ensuring the quality of information used
e applying strict checks to determine the length of time that information is held

s ensuring that the rights of the people whom information is held are able to be fully
exercised under the Act

e taking appropriate technical and organisational security measures to safeguard
personal information

o ensuring that personal information is not transferred abroad without suitable
safeguards

practice in terms of protection
o Isadequately trained to do so
o are appropriately supervised

o The Councillors signature block will contain a’ ] 1

o} o the Council’s website
which will guide people to the GDPR Policy. .

4. Storage and retention

4.1 Personal datais keptin paper~5ased eyefé?ns an

or on a password-protected computer
system:.

4.2  The Council will keep different typ - rmation for differing lengths of time,
dependmg on legal: and operational “requirements in accordance with Council’s
Document Retennon Scheme

43 Good records , anagement plays a vital role in ensuring that the Council is able to meet
its obhgehcns to provide information and to retain it in a timely and effective manner in
order/to meet the requ:rements of the data protection legislation. Data must only be
used for the purpose. it was gathered for and should be deleted when it is no longer
needed for that purpose

5. Access to mformatlon

51 Any employees, Councillors, residents, customers and other data subjects have a right

to.
. ask what personal information the Council holds
. ask what this information is used for
. be provided with a copy of the information
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o be given details of the purposes for which the Council uses the information and any
other persons organisations to whom it is disclosed

° ask that any incorrect data held is corrected

5.2 If it is felt by the data subject that any personal information held is incorrect the
individual may request that it be amended. The Council must advise the individual
within 21 days whether or not the amendment has been made.

6. Breach of Policy

6.1 Compliance with the Act is the responsibiiity of all Councilfors, residents, cusfomers
and members of staff. Any deliberate or reckless breach of the policy may lead fo
disciplinary action and where appropriate, legal procg//”//f;'m ;

A

6.2 Any individual who believes that the Councﬂxh’/é/s breaq// gg/g y of the requirements of
the Data Protection Act 2018 should rarse//the matter “With th 9’/ - Clerk. Altematrvely a
complaint can be made to the Information Com /s;oner Wyclrff’ ouse//lfyafer Lane,

//// /,
Wilmslow, Cheshire, SK9 5AF. //% /

G

Appendix - Guidelines for Staff Members and Coungmors// :
During the course of your duties with Telscombe Town Councz u wilf be dealing with information

such as names/addresses/phone numbers/ema:! ,aq%asses of mel s of the public. You may be told
£ hef[o

Sharing member's,{‘ Jents personal information

"Personal mformat:on includes deta:!s such as addresses/phone numbers and health defails supplied
by members of the public. S :

Such mformatron may be shared between staff and Councillors at Telscombe Town Council to carry
out work responsrbrhtfes only and should not be given to anyone outside the Council without explicit
consent from the member/c!fent_

It is the responsibility of .élf staff and councillors to ensure that they comply with the requirements of this
policy and any associated policies or procedures.

If such a situation arises, please ask your line manager or the Town Clerk for advice.

Unlawful disclosure of personal information

Under the Data Protection Act vou are conunitting a criminal offence if you disclose personal information
‘knowingly or recklessly’ fo anyone you are not supposed to, so please be careful.
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Give consideration to any conversations you are having containing personal or sensitive information
that could possibly be overheard by people who should not have access to such information.

Use of files, books and other paper records

In order to prevent unauthorised access and accidental loss or damage to personal information held on
paper, please take good care of the files, books and other paper records you use while on duty, and
ensure that they are stored securely before you leave the building.

Use of email

Be sure before sending emaifs that they contain no personal or sensitive information that the recipients
should not have access to. This is a particular risk when forwarding emails or adding in new recipients
to anemail chain. Any emails received to your Council domain address cannot be forwarded to anyone
outside the Council’'s domain without prior consent of the ema:! Similarly, any emails
received to a personal or alternative email domain addres ”cannot /fom/arded to a Councif domain

address without prior consent of the email originator.

Disposal of scrap paper

Be aware that names/addresses/phone numbers and oth rmation written ori:scrap paper are also

considered to be confidential. Such notes must be shred

Policy
Review Cycle , /,Every 3 years “or earlier in'the event of legisiative changes
Date Last Adopted / |'November 2023

Previous Adoption Dates | | November2020; November 2017
Respons:bmty Policy & Resources Committee and then adoption by Full
Council

Policy Adapted at Codncil on 15.11.23 , Review Due November 2026

65
Employment Handbook Adopted by Council on ?7.3.26 Review due March 2029



Section 10

How We Do Business

TTC has strived hard to build a good reputation. The following sets out requirements for
employees which are designed to maintain the reputation for integrity and protect employees
from accusations of partiality in commercial matters.

TTC's adopted Councillor Officer Protocol policy is as follows:- ;..

COUNCILLOR OFFICER PROTOCOL POLICY

Contents

INTRODUCTION ... . . '/
BACKGROUND

ROLES OF COUNCILLORS AND OFFICER

Expectation

Some géneré! principles ........  eeee ettt e e n e sesees st bbb 73
COUNCILLORS’ ACCESS TO INFORMATION AND TO COUNCIL DOCUMENTS 73
CORRESPONDENCE ....................................................................... 74
PRESS AND MEDIA ..o\ oot oo 74
IF THINGS GO WRONG ...ttt 10

Procedure for OffiCers. i 75

Procedure for Counciflors. ....c.ovviviiiiiii 75
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INTRODUCTION

The purpose of this Protocol is to guide Councilfors and Officers of the Council in their relations
with one another. The Protocol’s intention is fo 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 fo
the effective and efficient working of the Council.

This Protocol also seeks to reflect the principles underlying the Code of Conduct which applies
fo Counciflors 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 Associaliofh u:d nce on the 2020 Model
councillor Code of Conduct states that:

“Both Councillors and Officers are servants of; j ,
another. Together they bring the critical skills,”.ex ,er}'e_/”ce and kn quired fo
manage an effective local authority.

At the heart of this relationship, is the lmportance of /
relationships should be conducted in a
important that any dealings befween Co
standards of courtesy, should show
respective roles and that neither pan‘y sh
position or seek fo exert undue mﬁuence

electorate whom they rep
that serwc:es and pohcres

delivered and:scru'tmfse local author/ty services.

Chairs and VICG’ Cha;rs .of .committees have additional responsibilities. These
responsibilities wrll 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 prowde the profess;onal 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
refationship right is an important skill. That is why the code requires Councillors to respect
an Officer's impartiality and professional expertise. In turn Officers should respect a
Councillor's democratic mandate as the peopfe accountable to the public for the work of
the local authority. It is also important for a local authonty to have a Councillor-Officer
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protocof 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 responsibifities of the Councilfors and the Officer;
Relationships between Councillors and Officers;

Where/who a Councilfor or an Officer should go to if they have concemns;
Who is responsible for making decisions.

BACKGROUND

This Protocol is intended to assist Councillors and Officers, in approachmg some of the

......

sensitive circumstances which arise in a challenging workmg nwrpn
T

The reputation and integrity of the Council is s:gn
Councillors and the Officer working together to sup
and professional working relationships charactens
Qverly close personal familiarity between Councith
has the potential fo damage this relationship.

ROLES OF COUNCILLORS AND OFFICERS

The respective roles of Councillors and Oﬁ‘}cers'%

¢ Councillors and Officers are servants/oft

) -and they are indispensable to one
another, but their responsrbmhes are d" tinct. g

« Councillors are respons:ble fo the electorate and serve only for their term of office.

» Officers are respons.fbfe to the Councﬂ.' Theff job is to give advice to Councillors and to
uncil;. and to carry out the Council's work under the direction and control of the
levant committees.

Councillors -~ .-~
Councillors have four main areas of responsibility:

« To determine Councif ’bb.ﬁby and provide community leadership;

e To monitor and review Council performance in implementing policies and delivering
services;

s To represent the Council externally, and

e To act as advocates for their constituents.

All Councillors have the same rights and obligations in their relationship with the Officer,
regardiess of their status and should be treated equally. Councilfors should nof involve
themselves in the day to day running of the Councif. This is the Officer's responsibility, and the
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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 Counciffors:

s {o 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.

'-Onventrons established by the

e fo act within the policies, practices, processes and
A /

Councit.

/////,'

e {to work constructively in partnership with Officers acknovge
distinct roles and responsibilities. E

dging their separate and

Z
/7

e to understand and support the respective roies/aﬁ

associated workloads, pressures and reportmg}

s -

e fo treat all Officers, paijfhers (those extefna! people with whom the Council works) and
membeérs-of the publ qually, and not disctiminate based on any characteristic such as
age, d)éabfirty, gender-reassignment, marriage or civil partnership, pregnancy and

ehglon or behef sex, sexual orientation.

maternity, rac

o notilo request Off/'cers to exerc;se discretion which involves acting outside the Council’s
pohc;es and procedures ey

s nofto authonse, 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.

o not to use their position or relationship with Officers to advance their personal interest or
those of others or to influence decisions improperly.

o 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.
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s 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.

o do not ask Officers to exceed their authority where that authority is given.

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 whrch would prefudice their
impartiality.

Officers

//,

The primary role of Officers is to advise, inform ané@upport all mem
agreed policies of the Council. ///

Officers are responsible for day-to-day managerial

including directing and overseeing the work of anj/ fnore/
avoid inappropriate involvement in such matters

judgement or views.

Officers must:

. rmp!ement deczsrons of the Council and :ts committees which are lawful, which have
been properiy approved in.accordance with the requirements of the law and are duly
recorded.. This -includes respectmg the decisions made, regardless of any different
adwce g:ven fo the Councd or whether the decision differs from the Officer’s view.

. work m partnershlp wrth Councillors in an impartial and professional manner.
. lreat Councﬁiors fa;rly and with respect, dignity and courtesy.

o tlreat aH Councillors, partners and members of the public equally, and not discriminate
hased 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.

o respond to enquiries and complaints in accordance with the Council’s standards
protocol.
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» be alert to issues which are, or are likely to be, contentious or politically sensitive, and
be aware of the implications for Counciflors, the media or other sections of the public.

o act with honesty, respect, dignity and courfesy at all times.

e provide support and learning and development opportunities for Councitlors to help them
in performing their various roles in line with the Council’s training and development

policy.

o not seek to use their relationship with Councillors to advance their personal interests or
fo influence decisions improperly.

e o act within the policies, practices, processes and conventfons established by the
Council. )

Officers have the right not to support Councillors in any. role 4 n that of Councillor, and
not to engage in actions incompatible with this Protocol”

In giving advice to Councillors, and in preparing al 18
of the Officer to express his/her own professional vi m;//é r)d recommencfag_én \n"Officer may
report the views of individual Councillors on an rssu’ '
Officer's own. If a Councillor wishes fo express a contra
Officer to make a recommendation contrary to the Officer’s pro; ssional view, nor victimise an
Officer for discharging his/her responsibilities )

example where there is a vacancy. T, ] It
role and should only ever be shon‘-term while: _;,seeks to fill a vacancy. There will

The Relat:onsh:p Genera

Councillors and Off:cers are mdrspensab!e to one another. However, their responsibilities are
distinct. Councrﬂors 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 constriuctive 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 Counciflors 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.

Counciffors should not raise matters relating to the conduct or capability of an Officer, or of
Officers coflectively, in a manner that is incompatible with this Profocol at meetings held in
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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:

e avoid personal attacks on, or abuse of, the Officer at all times
e ensure that any criticism is well founded and constructive

o ensure that any criticism is made in private

s fake up the concemn with the Chair

Neither should an Officer raise with a Counciflor matters refating 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. S

Expectations

All Councilflors can expect:

hole and not to any individual

o A working partnership;
o Officers to understand and suppo" !

o A timely response from Off'cers to enqumes and plaints;

s Officer's professional and mpamai adihce not

luenced by political views or personal
preferences

. Tfmely, up to date, i ation on matters't atcan reasonably be considered appropriate
and releva t,fo therr needs, having regard to any indiviclual responsibilities or positions
that they hoid :

. Offrcers to be aware of and sensmve to the public and political environment focally,

. Respect courtesy, mtegrfty and appropriate confidentiality from Officers and other
Councrllors

. Trammg and deveiopment opportunities to help them carry out their role effectively,

o Notto have personal issues raised with them by Officers outside the Council’'s agreed
procedures,

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

Officers can expect from Councillors:
o A working partnership,
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* Anunderstanding of, and support for, respective roles, workloads and pressures;
¢ leadership and direction;

* Respect, courtesy, integrity and appropriate confidentiality;

» Notto be bullied or to be put under undue pressure;

» That Councillors will not use their position or refationship with Officers to advance their
personal interests or those of others or o 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 Councilfors and Officers ¢
and get in the way of the proper conduct of Council buéh
in others that a particular Councillor or Officer .
relationships with particular individuals are not recq
employee favours that Councifior above others.

st by creating a perception

//;gl treatment. Special

d has a line-
ff should be made directly with the
Proper Officer, unless it is agreed by the Proper Officer f ch communications may take
place directly with other Officers over a4, particular matter. . Councillors should not give
instructions directly to the Proper Offic taff without the ex ess approval of the Proper
Officer.

The Proper Officer (usually called the Clerk} is the

management responsibility to all other staff. Commiinicatit

K7

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 réasonably 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 activiﬁef;j fo a request for specific information on behalf of a constituent.
Such approaches should normally be directed to the Officer.

The legal rights of Cotinciflors 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
night 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 refating to the
functions of that Committee) a Councillor's “need to know” will normally be presumed. In other
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circumstances (e.g. a Councillor wishing fo 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 ie. in connection with the proper
performance of the Councilfor'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 exceptiondlly it Js/neoessary to copy the
correspondence fo another Councillor, this should be made , the original Councillor. In
otherwords, a system of “silent copies” should notbelempioy owledging that the "BCC”
system of e- mamng is used, it shou!d be made ( ny e-mails if another

7

r at thé;/;foo

of the Officer, rather than under the name of a Co,
circumstances (e.g. representatrons fo a Governme;‘f

confidence only and why tha ,s}*so
PRESS AND MEDIA

Councils are accountable fo fhefr eieotorate Accountability requires local understanding. This
will be promoted by the Council, explammg its objectives and policies fo the electors and
customers. ;Councils use publicity fo keep the public informed and to encourage public
pan‘fcr,oat/on The Council néeds fo tell the public about the services it provides. Good effective
publicity should aim to fmprove public awareness of the Council’s activities.

Publicity is a sensrt:ve 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
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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
fo 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 Counci,

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 for
Local Government Publicity. The Code is statutory guidance ¢ and th Councﬂ must have regard
to it and follow its provisions when making any decision on p",

The LGA has produced  useful
hitps.//www. local gov. uk/publications/short-quide

the use of social media, reference should be made tol th
there is one in place.

ncil's Social Media Protocol where

IF THINGS GO WRONG

Procedure for officers:

From time to time the refatfonshrp betwee ! d the Officer (or other employees)
may break down or become strained.  Whilst it IS always preferable to resolve matters
informally, it is important that fhe Council adopts a forma! grievance protocol or procedure.

The principal Council’s monrtormg 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 shou!d delsgate aufhorrty to a small group of Councillors to deal with all personnel
malters. ‘ :

The law rec’}air'es all emp‘}"oyefs fo 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 Counciflors’
Code of Conduct, the matter must be referred to the principal Councif’s monitoring officer in the
first instance in line with the Localism Act 2011. The Council may, however, try fo 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
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in the first instance. If the matter cannot be resolved informally, it may be necessary to invoke
the Council’s disciplinary procedure.

Policy Member Officer Relations Policy - AMENDED TO Councillor
Officer Protocol Policy on 19.11.25

Review Cycle Every 3 years, or earfier in the event of legisiative changes

Date Last Adopted 19" November 2025

Previous Adoption Dates 18" November 2020: 16" November 2022

Responsibility Policy & Resources Committee and then adoption by Full
Council

Policy adopted by Councif on 19.11.25

Whistle Blowing

sS.%

The Council seeks to promote a culture of opennes
relationships with employees, Councillors},,,ang.,- j
communication is fundamental to ensuriﬁg,g e/i// any malpractice is identified and properly
addressed. This procedure outlines the framework. available “to employees, casual and
temporary staff, agency workers, fre/é]aﬁcery {

need to raise concerns in confidence. © /-

4

The Public Interest Disclosure Act 1998 (PIDA), which came into force on 1 July 1999 and is
now incorporated into the Employment Rights Act 1996 (as amended), provides a statutory
framework for the protection of workers who make qualifying disclosures in the public interest.
The Act sets ou mework to promote the responsible and protected disclosure of concerns
on the following matters: e
» Thata criminal offence has been committed, is being committed, or is likely to be committed.
That a person has failed, is failing, or is likely to fail to comply with a legal obligation which
they are subject to. i

That a miscarriage of justice has occurred, is occurring, or is likely to occur.

That the health and safety of an individual has been, is being, oris likely to be endangered.
That the environment has been, is being, or is likely to be damaged.

That information tending to show any matter falling within the matters above has been, is
being, or is likely to be concealed.

This procedure is distinct from the Council's Disciplinary and Grievance Procedures and is not
intended to be used to raise concerns relating solely to an individual's own terms and conditions
of employment, which should normally be addressed through the Grievance Procedure.
Individuals must have a reasonable belief that the information disclosed tends to show
wrongdoing and that the disclosure is in the public interest.
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Any individual who deliberately makes an allegation that they know to be untrue, or who acts
maliciously, may be subject to disciplinary action. The Council will not tolerate victimisation or
retaliation against any person who raises a concern under this procedure.

Your protection

No employee will be disadvantaged for raising a concern where they reasonably believe the
information disclosed indicates wrongdoing and that the disclosure is in the public interest.
Protection applies even if the concern is not substantiated, provided it was raised in good faith
and on reasonable grounds. However, the Council will not-pro e%i_&any individual who
deliberately raises a matter they know to be untrue or who acts’ '

G AT :
;gﬁléﬂrmous intent.

7

Your confidence

r//t/llatlon against
raises a concern in accordance with this procedure. ny employee found
another person to detriment for raising a concern ma subject to disciplina
wish to raise a concern in confidence, every reasonable e /_wrll be made to protect your
. . . - . . - S . . .

identity. Your identity will not be disclosed without your consent,;//gj%g;)///ggs there is a legal obligation
to do so. In some circumstances, it may no ‘bé possible to iﬁ,_,//;’,é/;t/igate or resolve a matter
without revealing your identity (for exaﬁ"iﬁ C

e _your evidence is required in legal
proceedings or a disciplinary hearing). In'such case
disclosure is made. -

The Council will not tolerate any form of victimisatio

k'

ill be discussed with you before any

& il be dings

Concerns raised anonymously w
action may be limited where ing

%

How to raise'yolir.concern ™

Stage 1: Internal Line Management -
If you have a concern about malpractice, we hope you will feel able to raise it first with the Town
Clerk. This may be done orally or in writing. It will help if you state the facts of the matter
clearly. You can outline how you would like it to be investigated. If you have a direct or personal
interest in the matter, you should also tell us at this stage. If you are writing, remember to give
details of how you can be contacted.

Stage 2: Alternative Contacts

If you feel unable to raise the matter with someone in management, for whatever reason, please
speak to a member of the Employment Sub-Committee.

If you want to raise the matter in confidence, we will ensure that practical measures are put in
place to protect your identity. We will contact you by the most secure means. We will not
disclose your identity without your consent, unless we are required to do so by law.
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Once you have reported your concern, TTC will look into it to assess initially what action should
be taken. You may be asked how you think the matter might best be resolved. If your concern
falls more appropriately within other policies, we will tell you.

We will institute the appropriate enquiries and/or investigations. We will:

* tell you who is handing the matter and how you can contact him or her:
» say whether your further assistance may be requested;

* and, if you request, you will be written to, with a summary of your concern and an outline of
how TTC proposes to handle it.

7
While the purpose of the policy is to enable us to mv//e;tlgate ole malpractice and take
appropriate steps to deal with it, we will give you as | fn// ch fe (-:;/// -as we properly can. If
requested, we will confirm our response to you in writing. Pleasé /note/however that we may
not be able to tell you the precise action we take: i

confidentiality owed by us to someone else.

If you are dissatisfied

If you are unhappy with TTC’s response, remember you can ’g’o_ o the other level detailed in

i

to achieve thls.
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Section 11

Operating Procedures

Wastage

The Council is committed to minimising waste to ensure that all services are delivered efficiently
and economically. Employees are encouraged to support this policy by using resources
responsibly in the course of their normal duties. This includes avoiding unnecessary or

o

excessive use of materials, services, time, and energy. For Xam nsure that lighting,
heating, and equipment are switched off when not required.

Damage or Losses

Any damage to Council property, stock, or equ

equipment, caused by carelessness, negligence, or.d
employee being required to pay all or part of the repair or

fe’;)
liberate vandalism

Likewise, losses arising from failure to comply.with Council rul rocedures, or instructions,
or from negligent or substandard work, ma eimbursement. if payment is not made

voluntarily, the Council reserves the contractual cover the amount through deductions
from your salary. .

Inventions / Discoveries

wi!_[/ord'inarily belong to the employee.

However, an ifvention or discovery will be deemed the property of the Council if it is created:

. As part of yqﬁjr;_g_ormalzdL;t"i'g' 5,.where it would be reasonable to expect that such duties
might give rise to an invention. )
our | duties, but in connection with work specifically assigned to you,
xpect that the work might result in an invention.

. Outside your nor
where it is reasohable to'

. Durinfg,"y'&:)ur duties, W:h@__r;é_ you have a particular obligation to promote the Council's
interests ariSing'__f_rom the nature of your role or specific responsibilities.

Housekeeping

Both from the point of \)iew of safety and appearance, all work areas must be kept clean and
tidy at all times. Where appropriate, such as lunch breaks, food should be consumed in a
refreshment area and not at your work station.

Refreshment Making Facilities

We provide refreshment making facilities for your use, which must be kept clean and tidy at all
times (the downstairs kitchen).
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Mail

All mail received by the Council may be opened, including that addressed to employees.
Employees should not use the Council address for private mail.  Employees should not post
personal mail at the Council’s expense, except where a formal reimbursement arrangement
has been agreed in advance.

Buying or Selling Goods

You are not allowed to buy or sell goods on your own behalf on our premises or during your
working hours. ; :
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Section 12
Leaving TTC

Notice period

We understand that you may decide to leave your position. If you do, we would appreciate
receiving as much notice as possible in writing, addressed to the Town Clerk.

During the probationary period, both you and the Town Council (JTC)
one week’s notice. Following the successful completion ot}probé‘;{ﬁgﬁ
for both you and the Employer is four weeks. After
employment to confirm the specific length of your nof'
conditions, as these may vary for certain roles. “

e required to provide
2 Minimum notice period
fer to your contract of
y/associated terms and

Return of Property

Before your employment ends, you are required to r _
Council that is in your possession. This includes, but is not li tt;ad 0, keys, identification cards,
documents, records, lists, work in progress,/d' Ks: tapes, soﬂWa[%’_ ///;/;d any other materials or
equipment. You must not retain any copi ems without the Councifs prior written
consent. If requested by the Council, y/,g// will be required to sign a declaration confirming that
you have complied fully with this requirement. -

Retirement

The Council does not operate ‘a normal retirement age-and employees will not be required to
retire upon reaching a specific age. Instead, TTC operates a flexible retirement policy, allowing
employees to choose to retiré voluntarily at a time that suits them.

Employees are ehcoul a:ged to iriférhi':j:tp‘eir manager of their intention to retire as early as
possible. They are required to provide notice of termination in accordance with the notice period
specified in their contract of employment.

Duty of Confidentiality

Your contract of.émploym_eht contains a confidentially clause which continues to apply after
your employment with the Council has ended.

If you are unsure about your obligations under this clause, please speak to the Town Clerk for
clarification.

Final Salary P45

Your final salary will be calculated to reflect any necessary adjustments, including any
overpayments made to you, sums owed by you or to you, and any outstanding holiday
entitlement. Your P45 will be issued at the same time and sent to your home address.
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Section 13

Return to Work Form

Self-Certificate Form

The above forms are on the next pages.
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TELSCOMBE TOWN COUNCIL

Absence Management

Return to Work Form

Use this form when an employee first returns to work following absence

Employee Name

Line Manager's Name

Today's date

Period of Absence - From
To

Reason for Absence

Was GP Assistance sought?

Will further GP assistance be
Needed? (Will time off for an .
appointment be required?)

Does the employee need
support to ease the process of
return to work?. i

Has Line Manager agreed to take__'{
any action? If so feCOrd action

Have handover notes béen given
to the empioyee (if required) from
cover arrangements made dunng
the absence? :

Has the employee submltted
notification of sick leave, plus
self-certification or a Doctor's FIT
note?

| agree the information in this
form is correct Signed, Employee ...

Signed, Line Manager ...
To be kept on Employee's file
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TELSCOMBE TOWN COUNCIL
Self-Certification of Sick Leave

I wish the period of absence detailed below to be treated as self-certified sick leave

From (firstday) ..o

To(lastday) ..oovvooie ;

Lastday of illness if 7 calendar days or less. If abse
certificate will be required.

endar days a Doctor’s

I did / did not visit a Doctor*
| did / did not visit a hospital during my absence*

Please give date of visit ........................... v

*delete as appropriate

P

pi

o
F

| understand that | must produce a Doc;fo : the'8“‘ calendar day of a

continuing period of sickness absence

To be completed onlyi

| wish the abs;echetfrdrﬁ e 80 inclusive to be treated
as an injury at work (or industrial diseasé contracted at work).

The injury oég&hfred on ......... e At

| certify that th'é"info_rmatioh'supplied above is true.
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AGENDA ITEM 11

COMMITTEE Policy & Resources

REPORT FROM  Stella Newman, Town Clerk/RFO
MEETING DATE 4" March 2026

SUBJECT To note update regarding Tye hedge planting scheme and agree
return of unused grant

1. INTRODUCTION

It was agreed at the committee meeting on 12" November to apply for a grant from the
International Tree Foundation (ITF) for hedge planting along the fence line of the Tye
adjacent to the South Coast Road which was done. The grant has now been approved
and the funds received.

2. INFORMATION

At the Committee meeting held on 141" January, it was noted that consent from the
Planning Inspectorate was not required for the planting. The South Downs National Park
Authority (SDNPA) was consulted and confirmed that no planning consent was necessary;,
however, the SDNPA Ranger did not support the proposed hedgerow due to the open
downland character of the Tye, challenging ground conditions (shallow chalk soils, sea
winds and salt spray) and concerns regarding establishment and aftercare.

Notwithstanding this advice, as the grant application had previously been approved and
funds received, it was agreed to proceed with the planting. A working group consisting of
Cllrs Clarkson, Gallagher, O’Connor and the Town Clerk met to facilitate the planting. It
was agreed to amend proposed plants and to use more coastal-tolerant species which was
approved by The International Tree Foundation (ITF). This resulted in a cost saving. The
total grant awarded was £2,196.89 (inc VAT), but the actual cost of plants and associated
materials (net of VAT) was £1,372.62, leaving a balance of £824 .29 to be returned.

Volunteers have been invited to participate and planting is scheduled to take place from
Friday 13t to Sunday 15" March.

3. RECOMMENDATION

It is recommended to note the update and agree to return the unused grant amount of
£824.29 to the ITF by bank transfer.

4. FINANCIAL IMPLICATIONS

The ITF have confirmed their bank details as follows:- Acct No 00019119, sort code 40-
52-40.
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5. ENVIRONMENTAL IMPACT

Hedges provide shelter, nesting sites and food for a variety of wildlife including birds,
insects, small mammals and pollinators. A diverse mix of native plants can attract species
that may not otherwise have suitable habitats in the area. They also act as wildlife
corridors, linking fragmented habitats and allowing species to move safely between them
and can absorb carbon dioxide from the atmosphere and store it in plant tissues. This
helps mitigate climate change by reducing greenhouse gas concentrations in the air.



AGENDA ITEM 12

COMMITTEE Policy & Resources

REPORT FROM  Siella Newman, Town Clerk/RFO

MEETING DATE 4" March 2026

SUBJECT To report fencing work undertaken on the Tye at Gorham Way as

authorised by the Town Clerk & Committee Chair under their
delegated authority

1. INTRODUCTION

At the last committee meeting on 14t January, it was agreed to accept the estimate from
Ace Landscapes to undertake repairs to some gates on Telscombe Tye and fit spurs to
posts to fencing along Gorham Way.

2. INFORMATION

A complaint was subsequently received regarding broken rails to fencing along Gorham
Way. Ace Landscapes inspected the site and advised that nine rails and one post required
replacement. They provided a quote of £507.72 plus VAT and confirmed that the works
can be undertaken concurrently with the previously approved installation of post spurs.

In accordance with the Council’'s Scheme of Delegation, | consulted with the Chair of the
Committee, Clir Clarkson, and it was agreed under delegated authority to instruct Ace
Landscapes to proceed with the works.

3. RECOMMENDATION

it is recommended to note the action taken and that repairs have been completed.

4. FINANCIAL IMPLICATIONS

We have funds in an earmarked reserve for the Tye to cover the work, nominal code
9014-910.

5. ENVIRONMENTAL IMPACT

n/a
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AGENDA ITEM 13

COMMITTEE Policy & Resources

REPORT FROM  Stella Newman, Town Clerk/RFO
MEETING DATE 4% March 2026

SUBJECT To consider estimate for Tye fencing along the South Coast Road

1. INTRODUCTION

At the committee meeting on 12" November, a specification for some gate replacements on
the Tye and spurs to be fitted to loose fencing posts along Gorham Way was agreed and
put out to tender.  Estimates were considered at the last Committee meeting on 14"
January and Ace Landscapes’ estimate in the sum of £5,502.09 plus VAT was accepted.

2. INFORMATION

Following a complaint of broken rails along Gorham Way, an estimate from Ace Landscapes
was approved by the Committee Chair and Town Clerk in the sum of £507.xx as reported
under the last agenda item.

Unfortunately, further damage was reported regarding broken posts to fencing along the
South Coast Road, and a section was leaning over. Contractors were asked to quote for
the work, but we only received one estimate from Ace Landscapes in the sum of £1,521.79
plus VAT, see attached Appendix E.

3. RECOMMENDATION

It is recommended to approve the estimate from Ace Landscapes in the sum of £1,521.79
plus VAT.

4. FINANCIAL IMPLICATIONS

We have an earmarked reserve for the Tye, nominal code 9014-910, to cover the work.

5. ENVIRONMENTAL IMPACT

n/a
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Appendix &
” ACE LANDSCAPES

Unit3
270 0Old Shoreham Road

Hove

I d < K East Sussex
acelandscapes.co.u BN3 7EG

Email: accounts@acelandscapes.co.uk
Tel: 0333 772 3981

Quote QT00151

Telscombe Town Council Site  telscombe tye Date 02 February 2026

Expiry Date 04 March 202¢
VAT Number 492 512976

To cut down over ground vegetation to allow access to fence line.

To remove and dispose of 11 exisiting fence post that have snapped and also remove stock wire fencing within the section.
Chestnut rails will be saved and reused.

to supply 11 new posts and reinstall fence including new stock wire fencing

to replace 5 broken/missing rails and dispose of the broken ones

Description Quantity Unit Price
Fence repairs 1 1,521.79 1,521.79
Subtotal 1,521.79
Total 20% VAT 304.36

Total GBP:

THANKYOU FOR THE INTEREST IN QUR COMPANY.
Quotation is valid for 14 Days
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AGENDA ITEM 14

COMMITTEE Policy & Resources

REPORT FROM  Stella Newman, Town Clerk/RFO
MEETING DATE 4" March 2026

SUBJECT To note position regarding a property in Tye Close adjoining the Tye
and agree action to be taken

1. INTRODUCTION

Works have commenced on a parcel of land at the end of Tye Close, East Saltdean,
adjoining Telscombe Tye, which has previously received planning permission. During the
works, actions have been taken that affect Council-owned land and assets without our
permission.

2. INFORMATION

The Council has recently been made aware of the following:

. Council-owned fencing located on the Tye has been removed without the
Council’'s knowledge or consent.

. A trench has been dug along the fence line.

. Heras fencing has been erected on the Tye.

Both the removal of the Council’'s fencing and the installation of Heras fencing on Council
land have been undertaken without permission and are therefore unauthorised. Lewes
District Council Planning Enforcement has been notified of the situation. However, no
response has been received to date.

In addition, correspondence has been sent via email to the landowner. As the Council does
not currently hold a postal address for the individual, contact has been made electronically.
No response has been received at the time of writing.

Photographic evidence of the works undertaken is attached for information, appendix F.
The matter now requires consideration as to whether the Council should obtain legal advice
with a view to potential enforcement action or recovery of costs.

3. RECOMMENDATION
It is recommended to:

1. Note the unauthorised removal of Council-owned fencing and erection of Heras fencing
on Council land.
2. Note that Lewes District Council Planning Enforcement has been notified and that
attempts have been made to contact the landowner.
3. Consider resolving to seek formal legal advice regarding:

o Trespass onto Council-owned land
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o Recovery of costs for removal/reinstatement of fencing;
o  Any potential injunctive or enforcement action necessary to protect Council
assets and land.

4. FINANCIAL IMPLICATIONS

The Council’s legal fees budget (nominal code 4050-101) has been fully utilised for the
current financial year. However, the Council holds an earmarked reserve for legal and
professional fees {(nominal code 9045-910), which currently stands at just over £5,500.

Should Members decide to seek legal advice or pursue formal action, funding would need
to be allocated from this earmarked reserve.

There may also be future financial implications relating to reinstatement of Council fencing,
removal of unauthorised fencing, professional or enforcement costs, potential recovery of
costs from the landowner (subject to legal advice).

5. ENVIRONMENTAL IMPACT

Telscombe Tye is an area of open space valued by residents, and any unauthorised works
risk damage to grassland, bicdiversity, and the visual character of the area. Failure to
address such actions may set a precedent for further encroachment onto Council-owned
open space.



Appenaix

1A Tye Close

Before: 31.01.2025

Now: 10.02.2026
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Before : 04.05.2024

Before : LDC Presentation to Planning Committee 12.06.24

Looking across site — north to south




Now: 10.02.2026




Now: 10.02.2026




AGENDA ITEM 15

COMMITTEE Policy & Resources

REPORT FROM  Stella Newman, Town Clerk/RFO
MEETING DATE 4" March 2026

SUBJECT Update on key deposits for Tye gate padlock and agree way forward

1. INTRODUCTION

At the last committee meeting on 14" January, it was noted that the Council installed a
padlock on the gate along Bridleway 8 leading onto the Tye to prevent unauthorised
vehicular access onto the Tye, while still allowing approved users to gain access where
appropriate. However, due to acts of vandalism/sabotage to the padlock, the Council
decided not to renew or replace it and the Council wrote to keyholders requesting the return
of their keys so that their deposits could be refunded.

2. INFORMATION

The Council is still holding two deposits of £100 each (£200 in total) in an earmarked reserve.
This is because no response was received from those particular keyholders when previously
asked to return the Councit owned keys for return of their deposit. It was therefore agreed
at the last meeting to write one last time to the residents in question requesting return of the
keys so their deposit could be refunded. They were given a deadline of 21 days to return
the key, otherwise the deposit would be forfeited due to the non-return of Council property.

| confirm that the 21 days has elapsed and neither resident has returned their key.

3. RECOMMENDATION

It is recommended to agree that the two deposits have been forfeited due to non-return of
the Council owned keys and that a virement is made of the £200 to the earmarked reserve
for Telscombe Tye, nominal code 9014-910.

4. FINANCIAL IMPLICATIONS

If a virement is agreed, the earmarked reserve for bridleway 8 gate key deposits, nominal
code 9043-910, will be removed.

5. ENVIRONMENTAL IMPACT

nfa
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AGENDA ITEM 16

REPORT TO Amenities & Civic Centre Committee
REPORT FROM  Stella Newman, Town Clerk & RFO
MEETING DATE 4% March 2026

SUBJECT Update regarding use of Canva for newsletter production and
agree action to be taken

1. INTRODUCTION

It was reported to the last meeting that Microsoft have advised us that Microsoft Publisher
will no longer be supported after October 2026. After that time, it will no longer be included
in Microsoft 365 and existing on-premises suites will no longer be supported. Microsoft 365
subscribers will no longer be able to open or edit Publisher files in Publisher. Until then,
support for Publisher will continue.

2. INFORMATION

Alternatives were discussed at the last meeting including Canva. The Admin Assistant set
up a trial subscription to Canva and found it to be a possible alternative to Publisher. As it
is a web-based application, only one subscription would be needed, at a cost of £100 per
year. Although other alternatives were discussed, but it was agreed at the last meeting to
sign up to Canva.

However, the Admin Assistant has now tried setting up our newsletter using Canva and has
found that she is unable to insert photographs into articles. She has tried one of the
alternatives mentioned at the last meeting, Libre, and has found this to be more appropriate,
although neither Canva or Libre offer the same versatility as Publisher.

it would seem therefore that Libre is the better option if we want to include photos in our
newslefter.

3. RECOMMENDATION

It is recommended to use Libre for producing the newsletter which is free of charge to set
up an account and to decide whether we still sign up to Canva.

4. ENVIRONMENTAL IMPACT
n/a

5. FINANCIAL IMPLICATIONS

We have allowed a figure of £200 in the budget line for newsletter/publicity, nominal code
4030-101, to take account of having to pay a subscription for a suitable publishing
programme.
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