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SANDOWN TOWN COUNCIL – MEETING MINUTES – 20 MARCH 2023 

Minutes of the Meeting of Sandown Town Council held on MONDAY, 20 MARCH 2023 at 
The Broadway Centre, 1 Broadway, Sandown, Isle of Wight PO36 9GG. 

Present: Paddy Lightfoot (Mayor), Alex Lightfoot (Deputy Mayor), Debbie Andre, 
Frank Baldry, Emily Brothers, Ian Fletcher, Jenny Hicks, Heather Humby, Robert May, Ian 
Ward, Toby Wilcock. 

Also Present: Richard Priest (Clerk), Jennifer Armstrong (RFO), and 6 members of the 
public.  

PUBLIC QUESTIONS: 

A member of the public asked a question in relation to how Sandown Town Council could 
progress rejuvenating the high street without waiting for government funding. The Mayor 
responded that the council was working in conjunction with the Isle of Wight council on 
a  High Street Task Force initiative which did not come with funding but would develop a 
vision for the high street with stakeholders and would inform the Bay Regeneration Plan. 
The biggest issue was engagement with business as Sandown did not have a Business 
Association. It was noted that the Island Collective was involved with the regeneration 
work on the Island. A follow-up question was asked in relation to a Business Improvement 
District (BID) for Sandown and it was noted that there was a BID for the Island.     

Reverend Williams advised the meeting that work on the Lych Gate at Christ Church, 
which was a heritage feature, would be started next week. The pavement would be 
blocked for a short period of time.   

Reverend Williams also thanked the council for its help securing grant funding to support 
the Warm Spaces initiative, noting that Lake Methodist Church had also been able to 
provide a Warm Space as a result of the funding.  He continued to ask if there was any 
update on the next round of funding? The Clerk advised that there had been a lot of 
challenge from the awarding body, which did not seem to be consistent with other 
applications and could be the related to coverage in the media regarding the legality of 
the budget.  

Mr Alan Jones sought reassurance that the end of the lease at Brown’s would not lead to 
the site falling into disrepair and that the grounds and structures would be maintained. 
Cllr Andre responded a report was due to be considered by the Isle of Wight council to 
address the sites future and Mr Jones would be welcome to attend that meeting. She 
provided assurance the site would not just be left.  

The Clerk then provided a response to a question raised by a member of public at a 
previous meeting regarding Cllr Wilcocks attendance and to Cllrs Andre and Brothers call 
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to have Cllr Wilcock disqualified. Advise from the monitoring officer had been sought and 
he had responded: 

 “Thank you for contacting me. Whether there has been compliance is a matter for 
Sandown Town Council and its interpretation of the specific facts as they apply in the 
context of the six month rule. It is fact dependent. The rationale of the six month rule is to 
ensure that there is engagement by a councillor with the duties of that office. Provided a 
councillor can come within section 85(2) [or (3)] beforehand, then there is deemed 
attendance which starts the clock again”. 

The Clerk stated his position was that Cllr Wilcock should not be disqualified and that the 
way forward was to accept the Clerk’s guidance in line with the monitoring officers 
response; that Cllrs Andre and Brothers withdraw the request for disqualification and 
apologise to Cllr Wilcock. He reiterated that Cllr Wilcock had missed a meeting due to 
paternity leave and then because of a meeting being postponed due to the death of her 
Majesty the Queen, he had also in the interim attended working party and a launch event. 
The clerk advised he would have significant concerns regarding a councillor being 
disqualified due to paternity leave adding if councillors did not want to accept his position 
supported by the guidance from the monitoring officer her would contact the Equality 
Advisory Support Service for next steps. 

Cllrs Andre and Brothers responded it was their duty as councillors to challenge so while 
they would accept the monitoring officer’s guidance they would not apologise.  

The Mayor then informed the meeting he was making a statement of correction following 
statements made in the meeting on 8 February 2023 (attached to and forming part of 
these minutes).  

Cllr Brothers wished to debate the matter and failed to respond to the chairs request to 
move forward. A motion was proposed and duly seconded that Cllr Brothers are not heard 
on this matter. Councillors’ votes were confirmed verbally to meet accessibility 
requirements and a named vote was requested; the results were as follows and it was: 

For (7) 

Cllrs Frank Baldry, Ian Fletcher, Robert May, Ian Ward, Toby Wilcock, Alex Lightfoot, 
Paddy Lightfoot 

Against (4) 

Cllrs Emily Brothers, Debbie Andre, Heather Humby and Jenny Hicks 

Abstain (0) 

RESOLVED 

That that Councillor Brothers no longer be heard on the matter. 

70-2022/2023 APOLOGIES

Apologies were received and accepted from Cllr Sue Betts.

71-2022/2023
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DECLARATIONS OF INTEREST 

1. Cllrs Andre and Ward declared an interest regarding any matters relating to the Isle 
of Wight Council. Cllr Andre added she would not comment on any planning matters 
as a ward member. 

Cllr Brothers declared an interest on school matters as a governor of the Cornerstone 
Federation. 

Cllr Hicks declared she was a Lake Parish Councillor. 

2. A request for a written dispensation had been received and approved from Cllr Paddy 
Lightfoot to permit him to speak in relation to a planning application which was 
located close to his property. 
 

72-2022/2023 MINUTES OF THE LAST MEETING 

Cllr Brothers proposed an amendment to the minutes. However, the Mayor referred to 
the standing orders and members noted that since it was not a matter of accuracy or 
something which must be included in the minutes it was not a valid amendment as it was 
not a material correction and that minutes were not a verbatim record.   

Cllr Brothers was also reminded that all members had had over a week since the papers 
were published to provide notice of any changes in advance of the meeting to ensure the 
minutes published were accurate and no prior notification of any inaccuracy had been 
received. 

A proposal to approve the minutes of the 6 February 2023 subject to the correction of a 
typo in the date of the budget (2023/2023 to 2023/2024) was moved and duly seconded. 
Councillors’ votes were confirmed verbally to meet accessibility requirements; the results 
were as follows and it was: 

For (9), Against (2), Abstain (0)  

RESOLVED 

That the minutes of the meeting held on 6 February 2023 be approved as a true record 
subject to the 2023/2023 being changed to 2023/2024. 

 
 

73-2022/2023 FINANCES 

1. To approve the Payments and Receipts lists as presented for January 2023  

Expense claims from the Clerk were challenged. Clarification was provided that it was not 
always possible or cost effective to buy goods and services on credit and officers worked 
hard to ensure the best value for money was secured for the council. However, in the 
absence of a GPC card which was pending subject to resolution of banking mandates, a 
credit card must be used. There was a robust process in place to ensure all expenses were 
supported by receipts and approved by the Mayor or Deputy Mayor.  

A proposal was moved and duly seconded, that the payments and receipts list for January 
2023 be approved. Councillors’ votes were confirmed verbally to meet accessibility 
requirements; the results were as follows and it was: 

For (11), Against (0), Abstain (0) 
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RESOLVED 

THAT the payments and receipts for January 2023 be approved. 
 

2. To approve the Payments and Receipts lists as presented for February 2023  

Members requested detail in relation to the allocation of the Household Support Grant 
and were advised that the monies had been passported to the schools as food vouchers. 
The Clerk also advised further funding had been applied for to support Warm Spaces 
across the bay.  
 
Questions were raised in relation to the details of the centres customers. Members were 
reminded that hirers details were subject to GDPR and had been deliberately omitted 
from the report. The payments and receipts were verified by two nominated members 
every month and could be viewed by councillors at any time. Sharing hirers details via 
email would not be appropriate. 
 
A proposal was moved and duly seconded, that the payments and receipts list for 
February 2023 be approved. Councillors’ votes were confirmed verbally to meet 
accessibility requirements; the results were as follows and it was: 
 
For (11), Against (0), Abstain (0) 
 
RESOLVED 

THAT the payments and receipts for February 2023 be approved. 
 
 
3. To receive and note the verified bank reconciliations for January and February 

2023 

Questions were raised in relation to the how the reserves worked. The clerk responded 
that a breakdown of the income and reserves would be provided during the item on the 
Medium Term Financial Strategy and the verified bank reconciliations for January and 
February 2023 were duly noted. 
 
 
4. To receive and note the expenditure against budget through February 2023 

Members sought clarification on the VAT position within the accounts and were advised 
that according to NALC guidelines and the proper practices from the Joint Panel on 
Accountability and Governance (JPAG) VAT was excluded from local council budgets, cash 
and annual accounting statements.  The expenditure against budget through February 
2023 was noted. 
 
5. To confirm the appointment of the Internal Auditor 

Members were reminded that it was best practice to change audit providers on a regular 
basis and, in line with this, different auditors had been contacted. A new auditor had been 
sourced who had clerked on the Island for many years before moving to the mainland and 
had an excellent reputation. 
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A proposal was moved and duly seconded, that the auditor selected by officers be 
appointed. Councillors’ votes were confirmed verbally to meet accessibility requirements; 
the results were as follows and it was: 
 
For (11), Against (0), Abstain (0) 
 
RESOLVED 

THAT the auditor selected auditor by the RFO be appointed. 
 
6. To consider the grant request from Victim Support  

The grant request from Victim Support was considered. The key points raised during the 
debate were as follows and members felt that the application was not in line with the 
council’s grant policy because of these: 
 

• The application was generic and had been sent to all local councils. 
• There was no targeted benefit to Sandown Residents 
• The monies were being requested to support costs which could be considered 

operating costs. 

During discussion, members noted that the Community Association had a number of 
personal alarms similar to those which funding was requested for an would be happy to 
donate these.  
 
A proposal was moved and duly seconded, that the grant application be declined. 
Councillors’ votes were confirmed verbally to meet accessibility requirements; the results 
were as follows and it was: 
 
For (11), Against (0), Abstain (0) 
 
RESOLVED 

THAT the application for a grant from Victim Support be declined. 
 
7. To approve the proposed Medium Term Financial Strategy 

The Mayor presented the strategy noting that while the council was not required to have 
a medium term financial strategy the decisions made by council previously provided the 
basis for the document. A number of amendments were suggested including: 

• That the provision in Paragraph 4(ii) to exceptionally vire monies be removed.  
• That in relation to the Broadway Centre, income targets should be set for an 

acceptable level of subsidy and the same be considered for public toilets. 
• That the section regarding in grant funding be revised to show it should be inline with 

council priorities 

In relation to the reserves, members noted that the provision for reserves to be vired 
under exceptional circumstances which was a policy of this council previously voted on 
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and that the council must have provision to be able to spend allocated reserves in the 
event of an exceptional event and cannot bind future councils’ decisions in that way.  
 
It was highlighted during debate that the Broadway Centre was a community asset and 
as such was not an profit generating venture and that the hall hire charges were reviewed 
annually by council. In terms of the public toilets, it would be very difficult to set usage 
targets to drive income.  
 
Members were reminded that in relation to grant funding, council had resolved that 
officers could seek appropriate grant funding and without the town council submitting an 
application schools and Warm Spaces in Sandown would not have received recent 
funding. 
 
A proposal was moved and duly seconded, that the item be deferred. Councillors’ votes 
were confirmed verbally to meet accessibility requirements; the results were as follows 
and the motion fell: 
 
For (2), Against (9), Abstain (0) 
 
A proposal was moved and duly seconded, that the present Medium Term Financial 
Strategy be approved. Councillors’ votes were confirmed verbally to meet accessibility 
requirements and a named vote was requested; the results were as follows and it was: 
 
For (9) 

Cllrs Frank Baldry, Ian Fletcher, Jenny Hicks, Heather Humby, Robert May, Ian Ward, 
Toby Wilcock, Alex Lightfoot, Paddy Lightfoot 

Against (4) 

Cllrs Emily Brothers  

Abstain (1) 

Debbie Andre 
 
RESOLVED 

THAT the Medium-Term Financial Strategy be approved. 
 
Members then received a presentation (attached to and forming part of these minutes) 
explaining the council’s income and reserves based on a snapshot as of the 28 February 
2023.  
 
 
74-2022/2023 TOWN CLERK REPORT 

Council noted the report from the Clerk who also introduced the new member of staff. 
Members were reassured that the recent survey of the building had indicated that the 
cracks forming in the render were as the result temperature variations and there were no 
structural issues.  
 
Cllr Andre declared an interest in Los Altos Park due to the location of her property. 
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Other points discussed included: 
 
• The extraordinary meeting which had been convened without the involvement of the 

clerk and subsequently cancelled.  

• The new toilets at Eastern Gardens which had been tested and were expected to open 
on Thursday, 23 March 2023 in time for the Sprint. The old block would then be 
secured. 

• The billing schedule for the SLA with Lake Parish Council (quarterly in arrears due to 
the RFO’s capacity). 

• Grass cutting at Los Altos Park, with members noting that some of the area previously 
mowed was now being left to rewild.  

• In terms of additional grants there were some other projects at early stages but 
success cannot be pre-empted especially given some of the issues around the budget 
both in the media and on social media.  

• Updates had been circulated to members regarding the place plan and other 
accessibility projects. 

Cllr Brothers asked about the £4,000 grant and the Clerk highlighted her previous 
declaration of interest regarding the Cornerstone Federation and advised grants of £2,000 
had been passported to the Bay C.E. Primary and Secondary Schools which were part of 
the Cornerstone Federation.  

 

75-2022/2023 WORKING PARTIES  

The report had been published and circulated prior to the meeting, and the notes from 
the meetings circulated afterwards, therefore, the Chair of the Public Realm (Assets) and 
Public Engagement working parties suggested the council move straight to the 
recommendations.  
 
The Public Realm (Assets) Working Party made a recommendation to replace the 
guttering at the Broadway Centre, which had been damaged during the 2022 heatwave 
resulting in leakage during heavy rains.  Clarification was provided that the guttering was 
not covered by a guarantee as it had melted in an extreme weather event and that three 
quotes had been requested but only one had been returned. There were monies in the 
budget for repairs to the centre and monies were held in reserves for emergency 
expenditure.   
 
A proposal was moved and duly seconded to proceed with the installation of new 
guttering at the Broadway Centre at a cost of £1,750, and Councillors’ votes were 
confirmed verbally to meet accessibility requirements; the results were as follows and it 
was: 
 
For (10), Against (0), Abstain (1) 
 
RECOMMENDATION 
THAT the Broadway Centre guttering be replaced at a cost of £1,750. 
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Following a joint meeting of the Public Realm (Assets) Working Party and the Public 
Engagement Working Party a recommendation to take forward the refurbishment of 
Yaverland Toilet had been put forward was discussed. Clarification was provided that this 
work related purely to Yaverland, that the refurbishment was in the Council’s forward 
plan and that no loan would be taken without full council approval. 
 
There was discussion regarding charges in taking out the works loan against the council’s 
revenue and members were advised that any charges would be taken into account when 
the report to council to support the loan application was brought forward.  
 
Members also noted that it would not be possible to begin the consultation or begin work 
on preparing the application without indicative costings for the project and details of the 
options available which could only be obtained through a tendering process. The budget 
for the loan had been based on the cost of the new unit at Eastern Gardens but was an 
indictive cost only and could not inform the application.  
 
The recommendation was moved and duly seconded. An amendment to change the 
recommendation to ““That the Public Realm (Assets) and Public Engagement working 
parties initiate the public consultation and engagement, to develop the project and report 
to full council” and removing “tendering process, and initial contact with PWLB” was 
moved and duly seconded and Councillors’ votes were confirmed verbally to meet 
accessibility requirements; the results were as follows and the amendment fell.  
 
For (7), Against (3), Abstain (1) 
 
A further amendment was proposed that “with a business case” be added and duly 
seconded. Questions raised in relation to the nature of this business case and the costings 
to write an additional business case to the detailed and prescriptive information. 
Members were also reminded that staffing capacity was also an issue. The amendment 
could not be taken forward without this detail. Councillors’ votes were confirmed verbally 
to meet accessibility requirements; the results were as follows and the amendment fell.  
 
For (2), Against (9), Abstain (0) 
 
A vote was then taken on the substantive motion and councillors’ votes were confirmed 
verbally to meet accessibility requirements; the results were as follows and 
 
For (9), Against (2), Abstain (0) 
 
RESOLVED 

THAT the Public Realm (Assets) and Public Engagement working parties initiate the public 
consultation and engagement, tendering process, and initial contact with PWLB, to 
develop the Yaverland Toilet project and report to Full Council. 

 
 

76-2022/2023 STATION DEFIBRILLATOR  

Cllr Andre declared an interest as she had been involved in the project and left the room.  
Members discussed the request for funding and adopting a defibrillator at the Station, to 
be installed in an old phone box, as part of a community heritage project with monies 



A-9 
 
 

from the Town Improvements Budget. A confidential background paper had been 
provided outlining all partners involved and the different elements. 
 
The recommendations in the report were moved and duly seconded. Councillors’ votes 
were confirmed verbally to meet accessibility requirements; the results were as follows 
and it was: 
 
For (10), Against (0), Abstain (0) 
 
RESOLVED 

(i) THAT Sandown Town Council purchase the defibrillator and cabinet in support of 
the project, pay for its installation and add the unit to its asset register and insurance 
schedule. 

(ii) THAT this be subject to the necessary permissions from the land owner and 
person(s) responsible for the supply of electricity on the site. 

 
77-2022/2023 MOTION WITHOUT NOTICE 

A proposal was moved and duly seconded, that the meeting be extended by 30 minutes. 
Councillors’ votes were confirmed verbally to meet accessibility requirements; the results 
were as follows and it was: 
 
For (11), Against (0), Abstain (0) 
 
RESOLVED 

THAT the meeting be extended by 30 minutes. 
 

78-2022/2023 EQUALITY AND DIVERSITY 

Council noted the briefing paper on Equality and Diversity which sought to reassure 
council that it was meeting its duties in regard to the 2010 Act and that services to specific 
groups within the community did not breach legislation.  
 
There was agreement that any actions should be proportionate. However, during 
discussion Cllr Brothers continued to suggest that the council was not fully considering 
equality and diversity, though she did not feel it would be appropriate paying for legal 
advice, and that equality impact assessments were required. She then cited beach 
wheelchairs as an example suggesting that since less than 1% of the population required 
a wheelchair it was no good use of public money to provide a beach wheelchair service.  
 
The inclusion of equality and diversity questions in future consultations was also 
suggested and members were advised population demographics were available on the 
Isle of Wight Council’s website. 

 
 

79-2022/2023 TO RECEIVE ANY ENVIRONMENTAL ISSUES RAISED  

None received.  
 
80-2022/2023 TO RECEIVE ANY PLANNING MATTERS 
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The following applications were considered: 

• 23/00302/FUL - Lyndhurst Guest House, 8 Royal Crescent 
• 23/00280/HOU - 13 Broadway 

 
No comments were made. However, the Clerk suggested that the proposers of the 
development of a children’s home at the former Lyndhurst guest house to brief 
councillors in the same way Two Saints had.  
 
81-2022/2023 TO RECEIVE REPORTS FROM TOWN COUNCILLORS AND OUTSIDE 

BODIES 

Cllr Andre thanked the Clerk for facilitating the meeting with residents regarding Post 
Office services and noted the eight councillors had also attended. While some 
questionnaires had not been collected the feedback of those which had been returned 
indicated recorded letters and parcel services were the biggest concern. 
 
Cllr Andre had also received feedback on the plans for the revetment from residents and 
would feed that back to the relevant Isle of Wight council officer and this in due course 
would feed into the Local Cycling and Walking Infrastructure Plan. Cllr Andre had also 
been contacted by residents of Riverside Park about a number of issues.  
 
Cllr Humby gave a report on her councillor surgeries held at the Library each Thursday, on 
average three people attended each week. Cllr Humby also updated members on the last 
Sandown Forum meeting advising that the frequency of the Forum’s meetings would be 
reduced to quarterly during 2023. The next meeting would be held on 19 April 2023. 
 
Cllr Hicks had attended an exhibition at Quay Arts called “Just the Place” which included 
a spotlight on Sandown. 
 
Cllr Ward advised members an article had appeared in the County Press providing and 
update to the public on situation with the Ocean Hotel including that it was a matter of 
legal proceedings and outlining where responsibility lies.  Cllr Ward also noted he had 
been contacted by residents of Fairway Park.  
 
82-2022/2023 MOTIONS FROM COUNCILLORS  

Motion proposed by Cllr Alex Lightfoot  (Paper X): Amendments to Standing Items on the 
Agenda (Paper L) 

 Cllr Alex Lightfoot proposed a motion that council amending the agenda to remove “To 
Receive Reports from Town Councillors and Outside Bodies” and “To receive any 
environmental issues raised” replacing verbal reports from councillors with written reports 
which could be published with the papers and on the website and including environmental 
matters in the clerks report.  
 
Cllr Lightfoot suggested that this would provide the information to councillors and the 
public in advance of the meeting enabling them to be better prepared to ask questions 
and that it would allow decisions to be made in relation to the reports which wasn’t 
possible under the current format as no prior notice was given of the matters. He also 
highlighted that other councillors similar to Sandown in size such as Ryde and Ventnor did 

https://publicaccess.iow.gov.uk/online-applications/applicationDetails.do?keyVal=RQ7QBCIQFNU00&activeTab=summary
https://publicaccess.iow.gov.uk/online-applications/applicationDetails.do?keyVal=RQ26BUIQFM900&activeTab=summary
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not have verbal reports on their agendas and that there was a 15 minute councillor surgery 
prior to the meeting which could be used for verbal updates.  
 
During the debate a number of points were raised such as publication dates resulting in  
more up to date information not being available in time and it not being possible for all 
councillors to produce a written report.  
 
The number of meetings a year was raised and members were reminded council had 
debated this issue a number of times and any decision regarding the number of meetings 
could not be revisited for six months.  
 
The motion was not seconded and fell.  

 
83-2022/2023 MOTION WITHOUT NOTICE 

A proposal was moved and duly seconded that public question time be moved forward to 
allow members of the public to leave before the council moved into private session. The 
vote was unanimously in favour of the change.  
 
RESOLVED 

THAT the order of the agenda be changed and Public Question Time be brought forward 
prior to the exclusion of the public and press. 
 
84-2022/2023 PUBLIC QUESTION TIME: 

A member of the public suggested that it would be useful if the Isle of Wight Council 
provided a central Equality and Diversity document but was advised that it needed to be 
proportionate for each different council as while all public bodies they were different 
sizes.   
 
85-2022/2023 EXCLUSION OF PUBLIC AND PRESS 

A proposal was moved and duly seconded, and Councillors’ votes were confirmed verbally 
to meet accessibility requirements; the results were as follows and it was: 
 
For (11), Against (0), Abstain (0) 
 
RESOLVED 

THAT under the Public Bodies (Admissions to Meetings) Act 1960 and Local Government 
Act 1972, the public and press be excluded from the meeting for the following item of 
business, namely Agenda item number 14 and 15 on the grounds that there is likely to be 
disclosure of exempt information as defined in paragraphs 1 and 7, and 14  as defined in 
paragraphs 7, 9 and 10, of Part 1 of Schedule 12A of the Act and in all the circumstances 
of the case, the public interest in maintaining the exemption outweighs the public interest 
in disclosing the information. 
 
86-2022/2023 YAVERLAND BUSINESS RATES 

Cllrs Andre and Ward left the meeting as they had declared interests in Isle of Wight 
Council Matters. 
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A revised demand had been received following correspondence with the Isle of Wight 
Council. The new demand was for £4,673.40 and reflected the transfer of the toilets to 
Sandown Town Council on 11 December 2017. Members were provided an update in 
regard to officers meeting with the Isle of Wight Council to discuss the matter. During the 
debate Council instructed officers not to share their personal data with other agencies to 
progress the matter.  
 
A proposal that the council continue dialogue with the local authority was moved and 
duly seconded and Councillors’ votes were confirmed verbally to meet accessibility 
requirements; the results were as follows and it was: 
 
For (9), Against (0), Abstain (0) 
 
RESOLVED 

 
THAT Sandown Town Council continue to challenge the demand from the Isle of Wight 
Council for back dated business rates at Yaverland Toilets.  
 
87-2022/2023 STAFFING MATTERS 

Members received a confidential update on staffing matters including details of the 
planned resolution for an ongoing HR matter. A proposal moved and duly seconded that 
the Clerk proceed with the outlined way forward in consultation with the Mayor. 
Councillors’ votes were confirmed verbally to meet accessibility requirements; the results 
were as follows and it was: 
 
RESOLVED 

THAT the Clerk, in consultation with the Mayor,  proceed with the outlined way forward 
with the ongoing HR matter to bring it to a conclusion.  
 
For (10), Against (0), Abstain (1) 
 
Meeting closed 21:50 
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Statement of Correction from Mayor Paddy Lightfoot  
20 March 2023 

In response to an article published in the Island Echo  on 8 February 2023, authored by 
Councillors Debbie Andre and Emily Brothers 

Extract from the article:  

The  Cllrs  stated  that  “Councillor Alex Lightfoot’s 11% inflation-busting budget was 
approved by the majority, which included funds for projects not yet scoped, whilst 
offering up no savings to reduce the overall cost to the Sandown taxpayer and despite 
rising levels of reserves and no Medium Term Financial Strategy”    
 
Mayors Response: 

Many  savings  had  already been  built into the  RFO’s  underlying budget as  they  were  
made  aware at the  Cllr  budget  briefing. Reserves have been built as agreed by the 
same Councillors complaining, to provide funds for maintenance  and  replacement  of  
STC owned facilities and equipment – this is  financially  prudent.  The general reserves, 
which are now near the minimum requirement level having paid the bill for Eastern 
Gardens Toilets, are again something that both Councillors  should be  fully aware of.  
There is no requirement for a Council of our size to produce a medium-term financial 
strategy. 

 

Extract from the article:  

The statement  went on  further to state that “Cllrs Andre and Brothers proposed a 
package of savings in the region of £100,000, as they fought to bring down the 
proposed precept and argued that income should be taken into account.”  
 
Mayors Response: 

Cllrs Andre and Brothers uncosted proposal offered cessation of services on one hand 
and increase in spend in other areas, at no point was an overall figure of savings given 
so this figure is fictitious. As they were made aware at the Councillors budget briefing, 
in line with current advice, income is not taken into account.   
 
Extract from the article:  

In response to this week’s decision, Cllr Brothers has said: “In a bizarre turn of events, 
the Mayor, Cllr Paddy Lightfoot, insisted on competing proposals being considered first 
rather than allowing scrutiny to the substantive budget paper. This meant that we 
weren’t able to raise many important issues, such as the 11% inflation busting costs or 
the failure to assess equality impacts of the measures  “  
 
Mayors Response: 

The process for dealing with the competing alternative budgets (not amendments -  
and this is key) was  advised to all Councillors  well in advance of the meeting  to  ensure 
a  manageable process -  no  councillor objected when this process was published.   The 
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budgets proposed were all alternative budgets not amendments, hence we treated 
each one in its own right.  Councillors were made aware of this and the core of the 
budget was the same for budgets  proposed  by Cllr  Alex  Lightfoot  and  also Cllr  Andre 
with her alternate budget regard to the post office. So there was ample opportunity to 
scrutinise the whole budget.  With regard to equality impact, Cllr Andre and Brothers  
clearly hadn’t read their  papers  prior to the meeting  as  Paper  G:  Paragraph  12  
specifically addresses equality impact in the budget.   
 
Extract from the article:  

Cllr  Brother  went on to  state,  “I called for a fair, balanced and responsible budget 
but Sandown residents ended up with an additional burden and that is a real shame.   
 
Mayors Response: 

Cllr Brothers had the opportunity – as did all councillors, to present, what from her 
perspective, was such a budget.  The process of setting this budget has been ongoing 
since August of last year.  Cllrs Andre and Brothers did not present a budget. It is very  
grand  sounding to  call  for a  fair, balance and responsible budget, but then you need 
to  present  that alternative  budget which  they  failed  to  do. It would have been 
irresponsible of the council to accept their proposal as there was no detail, no final 
budget or precept figure given. Also many of the uncosted proposals made were 
undeliverable as they form part of running contracts or  lease agreements,  hardly  fair  
or  responsible. 
 
Extract from the article:  

Cllr  Brother  went on to  state,  “The purpose of our amendments was to reduce the 
precept, but sadly there was little compassion shown amongst fellow councillors for 
the financial pressures being experienced by Sandown residents.”  
 

Mayors Response: 

This is a very emotive statement, is dis-investment in Sandown compassion or  
dereliction of  duty  because of  hard  choices (my opinion)  -  no  Councillor  is  unaware 
of the financial difficulties our residents are facing  and the difficult choices to be  made 
and yet  we  are duty bound  to  set a  precept otherwise the IOW Council  will do it for 
us.   
 
Extract from the article:  

Meanwhile, Cllr Andre has said: “How can we justify increasing the budget by just 
under £60k per annum for borrowing to fund replacement toilet blocks, one of which 
we have no responsibility for, without a business case having been presented?   
 
Mayors Response:  

Again - it was made incredibly clear, repeatedly, although currently owned by the IOW 
Council, until the sale of the site is completed, there is no definitive future  ownership 
of Pier Street toilets. No loan  will be taken out until a definitive requirement  is  
provided, costed  and agreed  by Council  and  both  Councillors  have been made   
well aware of  this  (again it was covered as recently as  the Councillor  budget 
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briefing). In the approved budget, the council is making prudent provision  for the 
possibility  of having to take out a   loan  only should it be required ( in my opinion) .   
 
Extract from the article:  

Cllr Andre went on to  state  “Our amendments called for funds to be ring-fenced”. 
 
Mayors Response:  

All Cllrs should be well aware that some capital in reserves is ringfenced for the  
projects  its  supports;  e.g.  the Skatepark, the Steven Jenkins Playground - this is not 
new, it’s been ongoing for at least the last 18 months so I believe this statement is a 
lack of understanding of our financial controls, despite  both  councillors  signing off 
on our accounts at every full council meeting. 
 

Extract from the article:  

Cllr Andre went on to state “Questions need to be asked that if the reprovision of 
either toilet block does not proceed, will the loan still be drawn down for other 
purposes?  
 
Mayors Response:  

Cllr Andre and Brothers know the answer to that because they have been told;  the 
answer is an emphatic no (and it’s also probably  not legal  to use a  PWLB loan for 
purposes other than what was applied for)  
 
Extract from the article:  

Cllr Andre went on to state “We presented amendments that offered a real 
alternative budget for real people in the real world”.  
 
Mayors Response:  

Again what Cllr Andre and Brothers  presented  was a  list  of items  they  wanted  to  
defund  (Yaverland Toilets, Lifeguards, Los Altos grass cutting, beach litter picking)  
whilst  proposing increased funding to have more Council meetings and part of an Isle 
of Wight Council enforcement officer, the latter with no detail; the same  
enforcement officer service  that  Ryde Town Council seem to have defunded this year  
after paying for it last  year. So the proposal made was not even a budget,  definitely 
not real  world. 
 
Extract from the article:  

Cllr Andre went on to state” “Sandown’s Blue Flag is now turning Central Beach into 
an extravagance with no evidence that having a Blue Flag boosts tourism”. The cost 
of providing lifeguard cover for a small section of Central Beach, just for 6 weeks, 
costed in the budget for 2023/24 at £31,400, together with associated costs such as 
the ongoing maintenance of the lifeguard hut place an additional burden on Sandown 
residents. 
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Mayors Response:  

Sandown Town Council have been funding a lifeguard service since 2015. Obviously 
successive Councils have seen this as a worthwhile service and not an extravagance.  
I dare say that the three people who have been saved from drowning over the last 
two years will also disagree that it’s an extravagance and certainly many of our 
residents have voiced support for its continuance.  No evidence was supplied to 
evidence this statement that  the service is an extravagance other than the opinion of 
two councillors 
 
Extract from the article:  

Cllr Andre continued with the statement “It was disappointing that no item was 
included in the public budget consultation on dealing with derelict buildings which I 
know is of great concern to local people.  We tried to address this with provision for 
a planning enforcement officer  
 
Mayors Response: 
As Councillor Andre and Brothers well know, particularly for Cllr Andre as a cabinet 
member on the IOW Council, it is an Isle of Wight Council responsibility for planning 
enforcement.  She was perfectly able to suggest items for inclusion on the public 
consultation but didn’t. STC have not been asked this year to part fund an 
enforcement officer, no details of the  service, cost, deliverables or performance 
management  have been provided,  so it is  an  un-scoped/uncosted idea  only)  
 

Extract from the article:  

Cllr Andre continued “in relation to the derelict buildings, but other councillors failed 
to see the value in this”.  
 
Mayors Response: 
This suggests they are content with the status quo. (Frankly, You ought to be 
thoroughly ashamed of yourself with that statement - My opinion) It is a very 
disingenuous statement against the other 10  councillors of the Council to suggest 
that  they are happy with the  state of  derelict buildings.  (a quick show of hands  from 
councillors  showed  no agreement with this  statement)  
 
Extract from the article:  

Cllr Andre continued; “From Cllr’s Andre’s motion to draw up a business case for a 
Post Office, which met with opposition from all other councillors, except Cllr Brothers, 
a public meeting will now be arranged to explore ways in which the local community 
can continue to access Post Office services”.  
 
Mayors Response: 
The motion was opposed with good reason. When the Mayor presented the real 
implications/costs of running a Post office in the light of the real world experience of 
another Town Council, the  Council  did not  want to  take on the  risk  or cost of 
subsidise the running of a  post office, so spending money on a  business case  was 
definitely not sensible or responsible.  Again, this is an appalling misrepresentation of 
the facts.     
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1. PURPOSE 

1.1. The purpose of the committee is to facilitate the discharge of the councils’ responsibilities as 
an employer and make recommendations on such matters to council.  

2. MEMBERSHIP 

2.1. The committee shall comprise of 3 councillors including the Mayor who shall Chair the 
committee.  

 
3. MEETINGS 

3.1. Meetings will take place as required but at least once annually to review staff conditions and 
pay scales. 

 
4. COMMITTEE SERVICES 

4.1. The committee will be serviced by the Clerk or their Deputy.  

 
5. VOTING 

5.1. Each member shall have a single vote, apart from the chairperson who will have, in addition, a 
casting vote. 

5.2. A named vote will be requested if so requested by any member of the committee.  

 
6. ROLES AND RESPONSIBILITIES – STAFFING MATTERS - GENERAL 

6.1. To establish the staffing structure and keep under review. 

6.2. To implement, monitor and review policies for staff. 

6.3. To establish and review salary pay scales for all staff annually. 

6.4. To oversee the recruitment process of staff: 

6.4.1. The appointment of the Town Clerk will be on a recommendation of the Committee to 
be presented to full Town Council for approval. 

6.4.2. Other Staff will be interviewed and appointed by the Clerk with the Mayor or one 
other member of the Human Resources Committee. 

6.5. To arrange execution of new employment contracts and changes to contracts. 

6.6. To keep under review staff working conditions and health and safety, particularly in relation to 
changes to employment and health and safety legislation.  

6.7. To consider any health and safety or staff wellbeing matters brought to the committee’s 
attention.  

6.8. To establish and review performance management including appraisals: 

6.8.1. The Town Clerks will be undertaken by the Mayor or Deputy Mayor and reported to 
the Human Resources Committee. 

6.8.2. Staff appraisals will be undertaken by Town Clerk and reported to Human Resources 
Committee. 
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6.8.3. The Mayor may draw upon the support of another councillor or an independent 
advisor, with the relevant skills, in all matters relating to the clerk. 

6.9. Overtime/TOIL/ Leave requests. 

6.9.1. Town Clerk overtime, TOIL and leave requests will authorised by the Mayor or their 
Deputy. 

6.9.2. Staff overtime, TOIL and leave requests authorised by the Town Clerk. 

 
7. ROLES AND RESPONSIBILITIES – STAFFING MATTERS – GRIEVANCE, DISCIPLINARY AND 

DISMISSAL.  

7.1. To consider any grievance or disciplinary matters.  

7.2. Where appropriate refer the outcome of any grievance/disciplinary matter, together with 
recommendations to Full Council. 

7.3. Following a decision by Full Council, to oversee any process leading to disciplining or dismissal 
of staff (including redundancy). 

7.4. To apply any decisions/correspondence in respect of an upheld grievance. 

 
8. KEY DATES. 

January  Appraisals undertaken 

November Review of Staff Structure, Working Conditions, Health and Safety Polices, and pay 
scales for Budget Consideration. 
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Introduction 

These model standing orders update the National Association of Local Council (NALC) model 
standing orders contained in “Local Councils Explained” by Meera Tharmarajah (© 2013 NALC). 
This publication contains new model standing orders which reference new legislation 
introduced after 2013 when the last model standing orders were published. 

How to use model standing orders  

Standing orders are the written rules of a local council. Standing orders are essential to regulate 
the proceedings of a meeting. A council may also use standing orders to confirm or refer to 
various internal organisational and administrative arrangements. The standing orders of a 
council are not the same as the policies of a council but standing orders may refer to them.  

Local councils operate within a wide statutory framework. NALC model standing orders 
incorporate and reference many statutory requirements to which councils are subject. It is not 
possible for the model standing orders to contain or reference all the statutory or legal 
requirements which apply to local councils. For example, it is not practical for model standing 
orders to document all obligations under data protection legislation. The statutory 
requirements to which a council is subject apply whether or not they are incorporated in a 
council’s standing orders. 

The model standing orders do not include model financial regulations. Financial regulations are 
standing orders to regulate and control the financial affairs and accounting procedures of a 
local council. The financial regulations, as opposed to the standing orders of a council, include 
most of the requirements relevant to the council’s Responsible Financial Officer. Model 
financial regulations are available to councils in membership of NALC. 

Drafting notes 

Model standing orders that are in bold type contain legal and statutory requirements. It is 
recommended that councils adopt them without changing them or their meaning. Model 
standing orders not in bold are designed to help councils operate effectively but they do not 
contain statutory requirements so they may be adopted as drafted or amended to suit a 
council’s needs. It is NALC’s view that all model standing orders will generally be suitable for 
councils.  

For convenience, the word “councillor” is used in model standing orders and, unless the context 
suggests otherwise, includes a non-councillor with or without voting rights.  

A model standing order that includes brackets like this ‘(   )’ requires information to be 
inserted by a council. A model standing order that includes brackets like this ‘[  ]’ and the term 
‘OR’ provides alternative options for a council to choose from when determining standing 
orders.  
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1. PROPER OFFICER  

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

1.2. The Proper Officer shall: 

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

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

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

See standing order 8 for the meaning of clear days. 

(ii) subject to standing order 20, include on the agenda all motions in the order 
received unless a councillor has given written notice at least seven days before the 
meeting confirming their withdrawal of it; 

(iii) convene a meeting of the Council for the election of a new Chairman of the 
Council, occasioned by a casual vacancy in their office; 

(iv) facilitate inspection of the minute book by local government electors; 

(v) receive and retain copies of byelaws made by other local authorities; 

(vi) hold acceptance of office forms from councillors; 

(vii) hold a copy of every councillor’s register of interests; 

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

(ix) liaise, as appropriate, with the Council’s Data Protection Officer (if there is one); 

(x) receive and send general correspondence and notices on behalf of the Council 
except where there is a resolution to the contrary; 

(xi) assist in the organisation of, storage of, access to, security of and destruction of 
information held by the Council in paper and electronic form subject to the 
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requirements of data protection and freedom of information legislation and other 
legitimate requirements (e.g. the Limitation Act 1980); 

(xii) arrange for legal deeds to be executed;  

(see also standing order 30); 

(xiii) arrange or manage the prompt authorisation, approval, and instruction regarding 
any payments to be made by the Council in accordance with its financial 
regulations; 

(xiv) record every planning application notified to the Council and the Council’s response 
to the local planning authority in a book for such purpose; 

(xv) refer a planning application received by the Council to the Chairman or in their 
absence the Vice-Chairman (if there is one) of the Council within two working days 
of receipt to facilitate an extraordinary meeting if the nature of a planning 
application requires consideration before the next ordinary meeting of the Council; 

(xvi) manage access to information about the Council via the publication scheme; and 

(xvii) retain custody of the seal of the Council (if there is one) which shall not be used 
without a resolution to that effect. 

(see also standing order 30). 

 

2. RESPONSIBLE FINANCIAL OFFICER  

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

 

3. ROLES AND RESPONSIBILITIES 

3.1. The chairman and vice-chairman of the council shall be respectively entitled to the style 
of town mayor and deputy town mayor. 

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

3.3. The Chairman of the Council, if present, shall preside at a meeting. If the Chairman is 
absent from a meeting, the Vice-Chairman of the Council (if there is one) if present, 
shall preside. If both the Chairman and the Vice-Chairman are absent from a meeting, a 
councillor as chosen by the councillors present at the meeting shall preside at the 
meeting. 
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4. RESTRICTIONS ON COUNCILLOR ACTIVITIES 

4.1. Unless duly authorised no councillor shall: 

(i) inspect any land and/or premises which the Council has a right or duty to inspect; or 

(ii) issue orders, instructions or directions. 

 

5. MEMBERS INTERESTS 

5.1. Within 28 days of a Member’s election or a co-opted Member’s appointment (where that 
is later), he/she shall register all interests which fall within the categories set out in the 
code of conduct. 

5.2. Upon the re-election of a Member or the re-appointment of a co-opted Member, he/she 
shall within 28 days re-register any interests in the code of conduct. 

5.3. A Member shall register any change to interests or new interests in the code of conduct. 
within 28 days of becoming aware of it. 

5.4. A Member need only declare on the public register of interests the existence but not the 
details of any interest which the Monitoring Officer agrees is a ‘sensitive interest’. A 
sensitive interest is one which, if disclosed on a public register, could lead the Member or 
a person connected with the Member to be subject to violence or intimidation. 

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

 

6. CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 5.5. 

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

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

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

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

6.5. A decision as to whether to grant a dispensation shall be made by the proper officer and 
that decision is final. 

6.6. A dispensation request shall confirm: 

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

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

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

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

6.7. Subject to standing orders 6.4 and 6.6, a dispensation request shall be considered [by the 
proper officer before the meeting or, if this is not possible, at the start of the meeting for 
which the dispensation is required] or [at the beginning of the meeting of the council, or 
committee or sub-committee for which the dispensation is required]. 

6.8. A dispensation may be granted in accordance with standing order 6.5, if having regard 
to all relevant circumstances any of the following apply: 

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

(ii) granting the dispensation is in the interests of persons living in the council’s area; 
or 

(iii) it is otherwise appropriate to grant a dispensation. 

  

7. CODE OF CONDUCT COMPLAINTS  

7.1. Upon notification by the district or unitary council that it is dealing with a complaint that 
a councillor or non-councillor with voting rights has breached the council’s code of 
conduct, the proper officer shall, subject to standing order 22, report this to the council. 
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7.2. Where the notification in standing order 17.1 relates to a complaint made by the proper 
officer, the proper officer shall notify the chairman of council of this fact, and the 
chairman shall nominate another staff member to assume the duties of the proper officer 
in relation to the complaint until it has been determined and the council has agreed what 
action, if any, to take in accordance with standing order 7.1. 

7.3. the council may: 

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

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

7.4. Upon notification by the district or unitary council that a councillor or non-councillor 
with voting rights has breached the council’s code of conduct, the council shall consider 
what, if any, action to take. 

 

8. NOTICE 

8.1. For the purposes of these standing orders, clear days do not include: 

•  The day on which the notice is issued 

•  The day of the meeting 

•  A Saturday or Sunday 

•  A day of the Christmas or Easter Break 

•  A bank holiday or other public holiday 

•  A day of public thanksgiving or mourning 

 

9. MEETINGS GENERALLY 

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

9.2. A person shall raise their hand when requesting to speak and may stand when speaking. 

9.3. A person who speaks at a meeting shall direct their comments to the chairman of the 
meeting. 

9.4. Only one person is permitted to speak at a time. If more than one person wants to speak, 
the chairman of the meeting shall direct the order of speaking. 
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9.5. Subject to standing orders which indicate otherwise, anything authorised or required to 
be done by, to or before the Chairman of the Council may in their absence be done by, 
to or before the Vice-Chairman of the Council (if there is one). 

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

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

9.8. The chairman of a meeting may give an original vote on any matter put to the vote, and 
in the case of an equality of votes may exercise their casting vote whether or not they 
gave an original vote. 

See standing orders 15.8 and 15.9 for the different rules that apply in the election of the 
Chairman of the Council at the annual meeting of the Council. 

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

(i) the time and place of the meeting;  

(ii) the names of councillors who are present and the names of councillors who are 
absent;  

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

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

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

(vi) if there was a public participation session; and  

(vii) the resolutions made. 

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

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

See standing order 14.4(viii) for the quorum of a committee or sub-committee meeting.  
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9.12. If a meeting is or becomes inquorate no business shall be transacted and the meeting 
shall be closed. The business on the agenda for the meeting shall be adjourned to another 
meeting.  

9.13. A meeting shall not exceed a period of 2 hours. If this period of time becomes insufficient 
to complete the business, the Council will resolve :- 

(i) to continue for another 30 minutes or 

(ii) to defer all items on the agenda not dealt with, until the next monthly meeting or 

(iii) to convene an additional meeting in two weeks time from the date of the 
meeting, to discuss the outstanding business on the agenda. 

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

10. PUBLIC ACCESS AND PUBLIC QUESTION TIME 

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

10.2. Members of the public may make representations, answer questions and give evidence at 
a meeting which they are entitled to attend in respect of the business on the agenda. 

10.3. The period of time designated for public participation at a meeting in accordance with 
standing order 10.2 shall not exceed 15 minutes unless directed by the chairman of the 
meeting. 

10.4. Subject to standing order 10.3, a member of the public shall not speak for more than 
three minutes. 

10.5. In accordance with standing order 10.2, a question shall not require a response at the 
meeting nor start a debate on the question. The chairman of the meeting may direct that 
a written or oral response be given. 

11. REPORTING MEETINGS 

11.1. Subject to standing order 11.2, a person who attends a meeting is permitted to report 
on the meeting whilst the meeting is open to the public. To “report” means to film, 
photograph, make an audio recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes place or later or to 
report or to provide oral or written commentary about the meeting so that the report 
or commentary is available as the meeting takes place or later to persons not present. 
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11.2. A person present at a meeting may not provide an oral report or oral commentary 
about a meeting as it takes place without permission.    

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

 

12. DISORDERLY CONDUCT AT MEETINGS 

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

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

12.3. If a resolution made under standing order 12.2 is ignored, the chairman of the meeting 
may take further reasonable steps to restore order or to progress the meeting. This may 
include temporarily suspending or closing the meeting. 

 

13. RULES OF DEBATE AT MEETINGS 

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

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

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

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

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

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

13.7. An amendment shall not be considered unless early verbal notice of it is given at the 
meeting and, if requested by the chairman of the meeting, is expressed in writing to the 
chairman.  
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13.8. A councillor may move an amendment to their own motion if agreed by the meeting. If a 
motion has already been seconded, the amendment shall be with the consent of the 
seconder and the meeting. 

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

13.10. Subject to standing order 13.11, only one amendment shall be moved and debated at a 
time, the order of which shall be directed by the chairman of the meeting.  

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

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

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

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

13.15. Unless permitted by the chairman of the meeting, a councillor may speak once in the 
debate on a motion except: 

(i) to speak on an amendment moved by another councillor;  

(ii) to move or speak on another amendment if the motion has been amended since 
they last spoke;  

(iii) to make a point of order;  

(iv) to give a personal explanation; or  

(v) to exercise a right of reply. 

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

13.17. A point of order shall be decided by the chairman of the meeting and their decision shall 
be final.  

13.18. When a motion is under debate, no other motion shall be moved except:  
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(i) to amend the motion; 

(ii) to proceed to the next business; 

(iii) to adjourn the debate; 

(iv) to put the motion to a vote; 

(v) to ask a person to be no longer heard or to leave the meeting; 

(vi) to refer a motion to a committee or sub-committee for consideration;  

(vii) to exclude the public and press; 

(viii) to adjourn the meeting; or 

(ix) to suspend particular standing order(s) excepting those which reflect mandatory 
statutory or legal requirements. 

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

13.20. Excluding motions moved under standing order 13.8, the contributions or speeches by a 
councillor shall relate only to the motion under discussion and shall not exceed three 
minutes without the consent of the chairman of the meeting. 
 

14. COMMITTEES AND SUB-COMMITTEES 

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

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

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

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

(i) shall determine their terms of reference; 

(ii) shall determine the number and time of the ordinary meetings of a standing 
committee up until the date of the next annual meeting of the Council; 
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(iii) shall permit a committee, other than in respect of the ordinary meetings of a 
committee, to determine the number and time of its meetings; 

(iv) shall, subject to standing orders 14.2 and 14.3, appoint and determine the terms of 
office of members of such a committee; 

(v) may, subject to standing orders 14.2 and 14.3, appoint and determine the terms of 
office of the substitute members to a committee whose role is to replace the 
ordinary members at a meeting of a committee if the ordinary members of the 
committee confirm to the Proper Officer three days before the meeting that they 
are unable to attend; 

(vi) shall, after it has appointed the members of a standing committee, appoint the 
chairman of the standing committee; 

(vii) shall permit a committee other than a standing committee, to appoint its own 
chairman at the first meeting of the committee;  

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

(ix) shall determine if the public may participate at a meeting of a committee; 

(x) shall determine if the public and press are permitted to attend the meetings of a 
sub-committee and also the advance public notice requirements, if any, required for 
the meetings of a sub-committee;  

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

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

 

15. ORDINARY COUNCIL MEETINGS  

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

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

15.3. If no other time is fixed, the annual meeting of the Council shall take place at 6pm. 
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15.4. In addition to the annual meeting of the Council, at least three other ordinary meetings 
shall be held in each year on such dates and times as the Council decides. 

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

15.6. The Chairman of the Council, unless they have resigned or becomes disqualified, shall 
continue in office and preside at the annual meeting until their successor is elected at 
the next annual meeting of the Council.  

15.7. The Vice-Chairman of the Council, if there is one, unless they resign or become 
disqualified, shall hold office until immediately after the election of the Chairman of the 
Council at the next annual meeting of the Council. 

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

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

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

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

(ii) Confirmation of the accuracy of the minutes of the last meeting of the Council; 

(iii) Receipt of the minutes of the last meeting of a committee; 

(iv) Consideration of the recommendations made by a committee; 

(v) Review of delegation arrangements to committees, sub-committees, staff and 
other local authorities; 

(vi) Review of the terms of reference for committees; 
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(vii) Appointment of members to existing committees; 

(viii) Appointment of any new committees in accordance with standing order 14; 

(ix) Review and adoption of appropriate standing orders and financial regulations; 

(x) Review of arrangements (including legal agreements) with other local authorities, 
not-for-profit bodies and businesses. 

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

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

(xiii) Review of inventory of land and other assets including buildings and office 
equipment; 

(xiv) Confirmation of arrangements for insurance cover in respect of all insurable risks; 

(xv) Review of the Council’s and/or staff subscriptions to other bodies; 

(xvi) Review of the Council’s complaints procedure; 

(xvii) Review of the Council’s policies, procedures and practices in respect of its 
obligations under freedom of information and data protection legislation (see also 
standing orders 22, 27 and 28); 

(xviii) Review of the Council’s policy for dealing with the press/media; 

(xix) Review of the Council’s employment policies and procedures; 

(xx) Review of the Council’s expenditure incurred under s.137 of the Local Government 
Act 1972 or the general power of competence. 

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

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

16.1. The Chairman of the Council may convene an extraordinary meeting of the Council at 
any time.  

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

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

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

 

17. PREVIOUS RESOLUTIONS 

17.1. A resolution shall not be reversed within six months except either by a special motion, 
which requires written notice by at least four councillors to be given to the Proper Officer 
in accordance with standing order 20, or by a motion moved in pursuance of the 
recommendation of a committee or a sub-committee. 

17.2. When a motion moved pursuant to standing order 17.1 has been disposed of, no similar 
motion may be moved for a further six months. 

 

18. VOTING 

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

18.2. The chairman of a meeting may give an original vote on any matter put to the vote, and 
in the case of an equality of votes may exercise their casting vote whether or not they 
gave an original vote. 

See standing orders 15.8 and 15.9 for the different rules that apply in the election of the 
Chairman of the Council at the annual meeting of the Council. 

 
18.3. This Council’s practice is for each Councillor to verbally confirm their vote. At the 

request of a councillor, the voting on any question shall be recorded so as to show 
whether each councillor present and voting gave their vote for or against that question. 
Such a request shall be made before moving on to the next item of business on the 
agenda. 

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

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

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

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

20.2. No motion may be moved at a meeting unless it is on the agenda and the mover has given 
written notice of its wording to the Proper Officer at least 10 clear days before the 
meeting. Clear days do not include the day of the notice or the day of the meeting. 

20.3. The Proper Officer may, before including a motion on the agenda received in accordance 
with standing order 20.2, correct obvious grammatical or typographical errors in the 
wording of the motion.  

20.4. If the Proper Officer considers the wording of a motion received in accordance with 
standing order 20.2 is not clear in meaning, the motion shall be rejected until the mover 
of the motion resubmits it, so that it can be understood, in writing, to the Proper Officer 
at least 10 clear days before the meeting.  

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

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

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

20.8. Motions rejected shall be recorded on a register with an explanation by the Proper Officer 
of the reason for rejection.  

 

21. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  
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21.1. The following motions may be moved at a meeting without written notice to the Proper 
Officer: 

(i) to correct an inaccuracy in the draft minutes of a meeting; 

(ii) to move to a vote;  

(iii) to defer consideration of a motion;  

(iv) to refer a motion to a particular committee or sub-committee; 

(v) to appoint a person to preside at a meeting; 

(vi) to change the order of business on the agenda;  

(vii) to proceed to the next business on the agenda;  

(viii) to require a written report; 

(ix) to appoint a committee or sub-committee and their members; 

(x) to extend the time limits for speaking; 

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

(xii) to not hear further from a councillor or a member of the public; 

(xiii) to exclude a councillor or member of the public for disorderly conduct;  

(xiv) to temporarily suspend the meeting;  

(xv) to suspend a particular standing order (unless it reflects mandatory statutory or 
legal requirements); 

(xvi) to adjourn the meeting; or 

(xvii) to close the meeting.  

22. MANAGEMENT OF INFORMATION 

See also standing order 27. 

22.1. The Council shall have in place and keep under review, technical and organisational 
measures to keep secure information (including personal data) which it holds in paper 
and electronic form. Such arrangements shall include deciding who has access to personal 
data and encryption of personal data.  
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22.2. The Council shall have in place, and keep under review, policies for the retention and safe 
destruction of all information (including personal data) which it holds in paper and 
electronic form. The Council’s retention policy shall confirm the period for which 
information (including personal data) shall be retained or if this is not possible the criteria 
used to determine that period (e.g. the Limitation Act 1980).  

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

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

23. DRAFT MINUTES 

See also standing order 27. 

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

23.2. There shall be no discussion about the draft minutes of a preceding meeting except in 
relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be 
moved in accordance with standing order 21.1(i). 

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

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

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

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

 

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

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

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

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

(ii) the Council’s aggregate receipts and payments (or income and expenditure) for the 
year to date; 

(iii) the balances held at the end of the quarter being reported and 

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

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

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

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

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

 

25. FINANCIAL CONTROLS AND PROCUREMENT 

25.1. The Council shall consider and approve financial regulations drawn up by the Responsible 
Financial Officer, which shall include detailed arrangements in respect of the following: 
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(i) the keeping of accounting records and systems of internal controls; 

(ii) the assessment and management of financial risks faced by the Council; 

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

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

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

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

25.3. A public contract regulated by the Public Contracts Regulations 2015 with an estimated 
value in excess of £25,000 but less than the relevant thresholds in standing order 25.6 is 
subject to Regulations 109-114 of the Public Contracts Regulations 2015 which include a 
requirement on the Council to advertise the contract opportunity on the Contracts 
Finder website regardless of what other means it uses to advertise the opportunity 
unless it proposes to use an existing list of approved suppliers (framework agreement). 

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

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

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

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

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

Hard Copy Submissions 
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(v) tenders submitted in writing, should be provided in a sealed marked envelope 
addressed to the Proper Officer;  

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

Digital Submissions 

(vii) digital submissions should be submitted via email to: 
etender@sandowntowncouncil.gov.uk 

(viii) tenders submitted digitally shall be opened by the Proper Officer after the deadline 
for submission of tenders has passed.  

(ix) the email containing the original submission shall be retained.;  

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

25.6. A public contract regulated by the Public Contracts Regulations 2015 with an estimated 
value in excess1 of £213,477 (inc. VAT) for a public service or supply contract or in 
excess of £5,336,937 (inc. VAT) for a public works contract; or £663,540 for a social and 
other specific services contract (or other thresholds determined by legislation) shall 
comply with the relevant procurement procedures and other requirements in the Public 
Contracts Regulations 2015 which include advertising the contract opportunity on the 
Contracts Finder website and Find a Tender service. 

25.7. A public contract in connection with the supply of gas, heat, electricity, drinking water, 
transport services, or postal services to the public; or the provision of a port or airport; 
or the exploration for or extraction of gas, oil or solid fuel with an estimated value in 
excess of £426,955 for a supply, services or design contract; or in excess of £5,336,937 
for a works contract; or £663,540 for a social and other specific services contract (or 
other thresholds determined by legislation) shall comply with the relevant procurement 
procedures and other requirements in the Utilities Contracts Regulations 2016. 

26. HANDLING STAFF MATTERS 

26.1. A matter personal to a member of staff that is being considered by a meeting of Council or the 
HR committee is subject to standing order 22. 

26.2. Subject to the Council’s policy regarding absences from work, the Council’s most senior 
member of staff shall notify the chairman of the council or, if they are not available, the 

 
1 Thresholds effective 1-Jan-22 Microsoft Word - Procurement Policy Note 10:21 - New Thresholds Values and 
Inclusion of VAT in Contract Estimates.docx (publishing.service.gov.uk) 

mailto:etender@sandowntowncouncil.gov.uk
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vice-chairman (if there is one) of council of absence occasioned by illness or other 
reason and that person shall report such absence to HR committee at its next meeting. 

26.3. The chairman of the HR committee or in their absence, the vice-chairman of the council  
shall upon a resolution conduct a review of the performance and annual appraisal of the 
work of the Clerk. The reviews and appraisal shall be reported in writing to the HR 
committee.  

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

26.5. Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by staff relates to a member of the Human 
Resources committee, this member shall be replace by the substitute member and shall 
be reported back and progressed by resolution of the Human Resources Committee.  

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

26.7. In accordance with standing order 22.1, persons with line management responsibilities 
shall have access to staff records referred to in standing order 26.6.  

 

27. RESPONSIBILITIES TO PROVIDE INFORMATION 

See also standing order 28. 

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

27.2. [If gross annual income or expenditure (whichever is higher) does not exceed £25,000] 
The Council shall publish information in accordance with the requirements of the 
Smaller Authorities (Transparency Requirements) (England) Regulations 2015. 

OR  

27.3. [If gross annual income or expenditure (whichever is the higher) exceeds £200,000] The 
Council, shall publish information in accordance with the requirements of the Local 
Government (Transparency Requirements) (England) Regulations 2015. 
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28. RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION 

Below is not an exclusive list. See also standing order 22. 

28.1. The Council may appoint a Data Protection Officer. 

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

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

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

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

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

 

29. RELATIONS WITH THE PRESS/MEDIA 

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

 

30. EXECUTION AND SEALING OF LEGAL DEEDS 

See also standing orders 1.2(xii) and (xvii). 

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

30.2. Subject to standing order 30.1 the Council’s common seal shall alone be used for sealing 
a deed required by law. It shall be applied by the Proper Officer in the presence of two 
councillors who shall sign the deed as witnesses. 

 

 

31. COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY COUNCILLORS 

31.1. An invitation to attend a meeting of the Council shall be sent, together with the agenda, 
to the ward councillor(s) of the District and County Council OR Unitary Council 
representing the area of the Council.  
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31.2. Unless the Council determines otherwise, a copy of each letter sent to the District and 
County Council OR Unitary Council shall be sent to the ward councillor(s) representing the 
area of the Council. 

 

32. STANDING ORDERS GENERALLY 

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

32.2. A motion to add to or vary or revoke one or more of the Council’s standing orders, except 
one that incorporates mandatory statutory or legal requirements, shall be proposed by a 
special motion, the written notice by at least three councillors to be given to the Proper 
Officer in accordance with standing order 20. 

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

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

 

© NALC 2020. All rights are reserved. No part of this publication may be reproduced or used for 
commercial purposes without the written permission of NALC save that councils in membership 
of NALC have permission to edit and use the model standing orders in this publication for their 
governance purposes. 

The Model Standing Orders 2018 for England were revised in 2020. 
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 GENERAL 

1.1. These Financial Regulations shall govern the conduct of the financial management of 
the Council and may only be amended or varied by resolution of the Council or by 
Government legislation and shall be read in conjunction with Standing Orders adopted 
by the Council. 

1.2. The Council shall appoint a person to act as the Councils Responsible Financial Officer 
(R.F.O.) to work in conjunction with and under the direction of the Town Clerk. The 
Town Clerk may, if desired also be the RFO 

1.3. The RFO will be responsible for the proper administration of the Town Councils      
financial affairs and will be responsible for the production of financial management 
information as required by the Town Clerk and Council. 

 

 ANNUAL ESTIMATES/PRECEPT 

2.1. Each committee shall formulate and submit proposals to the Council in respect of  
revenue and capital including the use of reserves and sources of funding for the 
following financial year not later than the end of November. 

2.2. Detailed estimates of all receipts and payments including the use of reserves and all 
sources of funding for the year shall be prepared by the RFO in the form of a draft 
budget in consultation of the Town Clerk. This draft will be made available to all 
members before being considered by the Council.  

2.3. The Council shall set the budget and not later than the end of February shall fix the 
precept for the ensuing financial year. The RFO shall issue the precept to the billing 
authority and shall supply each member with a copy of the approved budget which 
shall form the basis of financial control for the ensuing year. 

2.4. The approved annual budget shall form the basis of financial control for the ensuing 
year. 

 

 RISK MANAGEMENT ASSESSMENT 

3.1 The RFO will produce a Risk Management Assessment document each year for 
consideration by the Council as part of Internal Control. 

3.2 Once agreed, the Risk Management Assessment must be formally approved in  
February to stand alongside the full year budget. 

3.3 The RFO or Town Clerk will highlight at the earliest opportunity, where there are 
indications that a risk referred to within the Assessment is becoming active. The 
Council will consider the matter and recommend any necessary action. 

 

 BUDGETARY CONTROL 

4.1 Expenditure should always be in accordance with the annual estimated budget and 
precept levied. 
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4.2 The RFO will advise the Council of any planned expenditure that will exceed the 
budget. Should they still wish to proceed with the expenditure, the Council must 
indicate from where such overspend should be funded. 

4.3 All items of expenditure exceeding £5,000 incurred on behalf of the Town Council 
must be approved by specific resolution of the Town Council unless approved by the 
Council within the budget set for that financial year. 

4.4 All Councillors shall have the right to question the RFO as to the content of any 
financial figures provided. 

4.5 The RFO can vire amounts up to £1,000 in the budget with the Town Clerk’s 
authorisation but will report back any virements at the next meeting of the Council. 

 ACCOUNTING AND AUDIT 

5.1 All accounting procedures and financial records of the council shall be determined by 
the RFO in accordance with the Accounts and Audit Regulations, appropriate guidance 
and proper practices. 

5.2 The RFO is responsible for ensuring the annual accounts of the Town Council are 
completed as soon as practicable after the end of the financial year and will submit a 
copy to each member before the end of May. The RFO will also report thereon to the 
meeting of the Town Council. 

5.3 The Town Council will employ a competent internal auditor independent of the 
operations of the Council. The internal auditor shall be free from any conflict of 
interest and have no involvement in the financial decision making of the Council. The 
internal auditor will undertake the role in accordance with regulation 6 of the 
Accounts and Audit Regulations 2003. 

5.4 The internal auditor will complete their work no later than May in each year. Their 
written report will be provided to, and considered by, members at the first monthly 
meeting after its completion. 

5.5 The Annual Statement of Accounts, required for external audit, must be prepared by 
the RFO for formal approval at a meeting held before the end of June. 

5.6 The Town Clerk will ensure that there is adequate and effective system of internal  
audit of the Council’s accounting, financial and other operations in accordance with 
proper practices. 

 

 STAFFING 

6.1 Council employees will be employed on the National Agreement of Pay and Conditions 
of Service of the National Joint Council (NJC) for Local Government Service. 

 

 BANKING ARRANGEMENT AND CHEQUES (GENERAL) 

7.1 The Town Council’s banking arrangements will be approved by the Town Council. 

7.2 At least two accounts will be maintained: a current account and a deposit  account. 
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7.3 Banking income - see regulation 14 

7.4 Cheques and withdrawal forms will be signed by the Town Clerk with two 
confirmatory signatures being obtained from Council Members. 

7.5 The signatories shall each initial the counterfoil. 

7.6 A list of cheque signatories will be maintained. 

7.7 A bank debit card may be used up to a limit of £1000 in any one transaction and 
reported as payments schedule at the monthly meeting. Any expenditure exceeding 
the limit shall require signed authority from the Mayor/Deputy Mayor. 

7.8 Banking arrangements shall be reviewed annually. 
 

 INTERNET BANKING 

8.1 No employee or councillor shall disclose any PIN or password, relevant to the working 
of the council or its bank accounts, to any person not authorised in writing by the 
council or a duly delegated committee.  

8.2 Where internet banking arrangements are made with any bank, the RFO shall be 
appointed as the Service Administrator. 

8.3 The Bank mandate will clearly state the amounts of payments that can be instructed 
by the use of the Service Administrator alone, or by the Service Administrator with a 
stated number of approvals. 

8.4 Access to any internet banking accounts will be directly to the access page (which may 
be saved under “favourites”), and not through a search engine or e-mail link. 
Remembered or saved passwords facilities must not be used on any computer used 
for council banking work. Breach of this regulation will be treated as a very serious 
matter under these regulations. 

8.5 Changes to account details for suppliers, which are used for internet banking may only 
be changed on approval of the RFO. 

 

 PAYMENT OF ACCOUNTS 

9.1 Apart from petty cash payments (see regulation 16) all accounts will be paid by either 
cheque or internet banking or other order drawn on the Town Council’s Bank. 

9.2 Before certifying any invoice, the RFO will satisfy that the work, goods or services    to 
which the invoice relates have been carried out, received, examined and approved. 

9.3 All invoices under £2,000 will be examined, verified and certified by RFO. 

9.4 All invoices over £2,000 will be examined, verified and certified by the RFO and the 
Town Clerk. 

9.5 The RFO, when satisfied as to the validity of the invoice, will take reasonable steps to 
settle invoices received within any time period agreed with the contractor, or 
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supplier. The Council will normally wish to negotiate, and pay to,     net monthly 
terms. 

9.6 All certificated invoices will be kept with the accounts for auditing purposes. 

9.7 If a payment is necessary to avoid a charge of interest under the Late Payment of 
Commercial Debts (Interest) Act 1998, and the due date for payment is before the  
next scheduled meeting of the council, where the RFO can certify that there is not       
dispute or other reason to delay payment, the RFO may take all necessary steps to 
settle such invoices provided that a list of such payments shall be submitted to the 
next meeting of the council for ratification. 

9.8 The RFO will deal with the VAT element of each invoice ensuring the correct sum  is 
recovered as appropriate from HM Revenues and Customs. 

9.9 Payment for utility supplies (energy, rates, telephone, and water) may be made by 
variable Direct Debit provided that the instructions are signed the Town Clerk and 
any payment is reported to the Council meeting. All direct debits shall be reviewed 
annually. 

9.10 Payments will be verified against invoices by two members who are bank signatories 
and the schedule signed. The schedule will be presented at the next meeting of 
council as an agenda item for approval.   

 

 PAYMENT OF SALARIES AND WAGES 

10.1 The salaries of all employees will be paid monthly, in accordance with the terms 
agreed in their contract with the Town Council.   

10.2 All hourly paid employees must complete a separate time sheet every week, detailing 
the hours worked and the tasks performed. Each time sheet must be authorised by 
the Town Clerk before payment can be effected. 

10.3 The RFO will be responsible for the calculation of wages and salaries and the payment 
there of. Payment will be by BACS wherever possible. 

10.4 The RFO will ensure that all relevant taxes are deducted as appropriate and payment 
for same made to the relevant authorities on a timely basis. 

10.5 Payroll services can be outsourced to a third party. 

 

 CONTRACTS FOR WORK AND GOODS AND SERVICES 

11.1 Procedures are laid down as follows: - 

11.2 Every contract shall comply with these financial regulations, and no exception shall be 
made otherwise than in an emergency provided that these regulations shall not apply 
to contracts that relate to items 11.2.1 to 11.2.7. 

11.3 For the supply of gas, electricity, water, sewage and telephone services. 
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11.4 For specialist services such as are provided by solicitors, accountants, surveyors and 
planning consultant. 

11.5 For work to be executed or goods or materials to be supplied which consists of repairs 
to or parts of existing machinery or equipment or plant. 

11.6 For work to be executed or goods or materials be supplied which constitute an 
extension of existing contract by the Council. 

11.7 For additional audit work of the external Auditor up to an estimate of £1,000. 

11.8 For goods or materials proposed to be purchased which are priority articles and/or 
only sold at a fixed price. 

11.9 The principle of best value will be embraced at all times when negotiating for any 
work, goods or services. 

11.10 The Town Clerk, following consultation with the Town Mayor or appropriate 
Committee Chairman is empowered to purchase goods or services, or undertake 
emergency small works to the value of £5,000. 

11.11 When applications are made to waive financial regulations relating to contract to 
enable a price to be negotiated without competition the reason shall be embodied in 
the recommendation to the Council. 

11.12 For work of a value of £5,000 but less than £25,000, three written quotations should 
be obtained and brought to a meeting of the Council for approval where there are a 
sufficient number of suppliers to do so.  

11.13 For work less than £5,000 three written estimates should be obtained where there are 
a sufficient number of suppliers to do so unless work can be undertaken by contractor 
from the preferred supplier list. 

11.14 When contracts exceed EU thresholds EU procurement directives must be followed. 

11.15 Any tender received after specified time shall remain unopened, save that such tender 
may be considered when the Council is satisfied that there is evidence of posting in 
time for delivery by the normal course of delivery and the other tenders have not 
been opened. 

11.16 The Town Clerk will keep on file: 

(i) A copy of all advertisements for expressions of interest in a contract. 

(ii) A record of the number of expressions of interest received together with a list of 
those selected for further discussions. 

(iii) The criteria used in the selection process should be recorded and the     
candidate’s scores. 

11.17 All contracts entered into by the Town Council will be passed by resolution made by 
the Town Council. 

11.18 The Town Clerk will maintain a Register with details of companies tendering for 
contracts, tenders received and details of tender opening and evaluation and the 
Town Councils decision. 
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11.19 Whilst best value principles must always be adopted when deciding upon a contract, 
the Town Council will not be bound to select the lowest, or any tender. 

11.20 In accordance with the Transparency Code Compliance, details of orders, 
commissioned activities, contracts and any legally enforceable agreements of  a value 
that exceeds £5000 and invitations to tender for contracts and services  of a value that 
exceeds £5000 will be made available on the Town Council website. 

11.21 Hard Copy Submissions 

(i) tenders submitted in writing, should be provided in a sealed marked envelope 
addressed to the Proper Officer;  

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

11.22 Digital Submissions 

(i) tenders submitted digitally shall be opened by the Proper Officer after the 
deadline for submission of tenders has passed.  

(ii) the email containing the original submission shall be retained.;  

 

 LOANS AND INVESTMENTS 

12.1 All loans and investments will be negotiated by the RFO in the name of the Town 
Council. Changes must be reported to the Town Council at the earliest opportunity. 

12.2 All certificates, statements, and other documents relating to banking matters and 
investments will be retained in the custody of the Town Clerk. 

12.3 The Council shall consider the need for an investment policy, which shall be in 
accordance with relevant regulations, proper practices and guidance. Any   policy shall 
be reviewed annually. 

12.4 All investments and borrowings shall be affected in the name of the Council after 
obtaining any necessary borrowing approval. Any application for borrowing shall be 
approved by the Council as to terms and purpose. 

 

 TOWN GRANTS 

13.1 Any organisation or club applying for a Town Council Grant must complete a Grant 
Application Form to be submitted by a specified deadline. 

13.2 Grant applications will be considered by the Council within the approved budget  
allocated by the Council. 

13.3 Grant applicants may be invited to speak for up to three minutes and answer  
members’ questions at the meeting which considers their application. 

13.4 In accordance with the Transparency Code compliance all grants over £500 will   be 
listed on the Town Council website. 
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 INCOME 

14.1 The collection of any sums due to the Town Council will be the responsibility of the 
RFO. 

14.2 Any sums found to be irrecoverable, and any bad debts shall be reported to the 
Council as to whether the debts shall be written off. 

14.3 All sums due to the Town Council will be banked as soon as possible but must be 
banked within ten working days of receipt (Insurance Company policy may demand 
more frequent banking) 

14.4 All cash paid from hall hire will be recorded on the date of receipt and kept safe until 
banked or if the total sum exceeds £500. 

14.5 The RFO shall ensure prompt completion of VAT returns in accordance with the 
requirements of HM Revenue and Customs. Any refund claim due to the Council shall 
be made at least annually coinciding with the year end. 

14.6 No personal cheques shall not be cashed out of money held on behalf of the Council. 

 

 INSURANCE 

15.1 The RFO will deal with all insurance matters and negotiate all claims on the Town 
Councils insurers. 

15.2 The RFO and Town Clerk will ensure the Town Councils property; effects and risks are 
covered by policy and annually review the situation. 

15.3 The Town Clerk or RFO will advise the Town Council at the earliest opportunity in the 
event of any known loss liability or other situation, which may lead to a claim. 

15.4 All appropriate employees of the Council shall be included in a suitable fidelity 
guarantee insurance which shall cover the maximum risk exposure as determined by 
the Council. 

15.5 As a requirement of the insurance sector, an insurance inventory of the Town 
Council’s assets will identify both purchase and the replacement values of items. 

 

 PETTY CASH 

16.1 The RFO may maintain a petty cash float of up to £250 for the purpose of defraying 
operational and other expenses.  

16.2 Vouchers for payments made from petty cash shall be kept substantiating the 
payment.   

16.3 Income received must not be paid into the petty cash float but must be separately 
banked, as provided elsewhere in these regulations. 
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16.4 Replenishment of petty cash will be from the bank account and not from any income 
stream. 

16.5 The RFO is responsible for petty cash and floats which will be independently   checked 
on an intermittent basis by the Town Clerk or as part of the Council Internal Review. 

16.6 A £50 limit to the value of any single petty cash transaction is allowed. 

 

 ASSETS, PROPERTIES AND ESTATES 

17.1 The Clerk shall make appropriate arrangements for the custody of all title deeds of 
properties owned by the Council. 

17.2 The Asset Register should include the following, whether purchased, gifted or 
otherwise acquired, together with their holding location: 

(a) All land and buildings held freehold or on long term lease in the name of the 
Council, 

(b) Community assets, 

(c) Vehicles, plant and machinery, 

(d) Assets considered to be portable, attractive or of community significance, 

(e) Other assets estimated or known to have a minimum purchase or resale value of 
£100 and a useful life of longer than 1 year. 

(f) Long term investments, shares and loans made by the Council 

17.3 No property shall be sold, leased or otherwise disposed of without the authority of the 
Council, together with any other consents required by law, save where the estimated 
value of any one item of tangible movable property does not exceed £50. 

17.4 The Town Clerk shall ensure that an appropriate and accurate Register of Assets     and 
Investments is kept up to date. 

17.5 The continued existence of tangible assets shown in the Register shall be verified   at 
least annually in conjunction with a health and safety    inspection of external assets. 

 

 HIRE OF TOWN COUNCIL FACILITIES 

18.1 All aspects of hire are the responsibility of the Town Clerk in accordance with policy. 

18.2 The Town Council will review fees and charges of hire annually. 

 

 DATA PROTECTION ACT 

19.1 The Town Clerk/RFO will ensure all aspects of the Data Protection Act are 
adhered to. 
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 FINANCIAL SCHEDULE 

20.1 The attached schedule is appended to and forms part of these Financial Regulations. 

REVIEW OF REGULATIONS 

21.1 These financial regulations shall be reviewed at every two years or more often if 
appropriate due to changes in legislation. 

21.2 Any update or amendment shall be reviewed by the Council for approval.
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ABSENCE AND SICKNESS POLICY 

1. Introduction

The Council recognises that sickness and absence can have a big impact on both the
business of the Council and the life of employees. This policy sets out how the Council
will support employees during sickness absence and what action it will take, if an
employee has frequent short-term sickness absences, or a prolonged period of ill
health.

2. Policy

Should any employee consider they are affected by a disability or any medical
condition which affects their ability to undertake their work, they should inform their
line manager. The Council also reserves the right to require employees not to report
for work, if it considers an employee is unfit to attend work due to sickness/ injury.

3. Notification

Should an employee be unable to work, they must inform their line manager as soon
as reasonably practical, ideally on the first day of absence within one hour of their
normal start time, stating the reason and the likely length of absence.

4. Line Manager

4.1. The Town Clerk is the line manager of all staff. 

4.2. For the purpose of this policy, the Mayor or Deputy Mayor is the Line Manager 
for the Clerk. 

5. Certification

5.1. All employees must provide the Council with a completed self-certification form 
for the first seven calendar days of sickness absences. The form should be 
completed on return to work (if the absence lasts less than seven days). 

5.2. Should the absence extend to the eighth day (including weekends), the 
employee must send a fit note, issued by their GP, to the council. This note must 
also cover any subsequent periods of absence. 

6. Fit Notes

Should a GP indicate "may be fit for work" on the fit note and identifies potential
amendments; the Council will contact the employee and arrange for a meeting to
discuss the suggested amendments, before they return to work.

7. Return to Work

Employees will not be allowed to return to work until their GP deems that they are fit
to do so. Any requests for temporary adjustments to working conditions will be
considered and accommodated, wherever possible.

Item 10 - Paper D
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8. Absence  

8.1. Short-term Absence 

If in any 3 month period there are 3 separate periods of absence (whether certificated 
or not), or if there is an unacceptable pattern of absence, for example regular time off 
on Mondays or Fridays When an employee returns to work from any absence 
(excluding holidays), the line manager will formally review the employees absence 
record. 
 
8.2. Long-term Absences 

Long-term absence is a period of sickness which lasts longer than 2 weeks. The Council 
will take a sympathetic view about genuine health problems, and will be supportive in 
its approach to all employees in this situation. Such absence will be monitored by 
telephone contact. 
 
8.3. Problematic Absence: 

If absence reaches problematic levels, the Council may have no choice but to dismiss 
the employee. The point, at which this action will be taken, will depend on the nature 
of work and the difficulties employee absence causes to the Council. The Council 
would regard dismissal as a last resort, following evaluation of medical information, 
alternative working options and employee views. 
 

9. Medical Examinations and Reports 

9.1. In order to gather information about an employee's medical condition, the 
council may request permission to contact the employees' doctor and ask for a 
medical report (the employee may request a report copy). 

9.2. The Council may in the case of extended periods of absence, require employees 
to be examined by a medical consultant of its choice in order to seek a medical 
opinion. If an employee refuses to be examined, they may be dealt with under 
the council disciplinary procedure. 

10. Holiday Sickness 

Where an employee is laid up through sickness or injury during a period of pre-booked 
holiday, the Council will, subject to notification and certification, allow the employee 
to transfer to sick leave and take replacement holiday at a later date. 

 
11. National Agreement on Pay and Conditions of Service ('Green Book' ) 

As the Council abides by Green Book provisions, then an employee will be entitled to 
sick pay as defined in the employee's contract of employment. 
 

12. Non-Compliance 

Any member of staff refusing to observe the policy will be liable to disciplinary action 
in accordance with the Council's Disciplinary Policy up to and including dismissal. 

  



3 
 

 
13. Implementation of the Policy 

The Clerk will discuss the implementation of this policy with all existing employees and 
it will be included in the induction of all new employees 

 
 
APPROVAL DATE:    
REVIEW DATE:     
MINUTE NUMBER: 
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CCTV POLICY 
 
1. Introduction 

 
1.1 The Town Council has considered the need for using CCTV and has decided that it is 

required for the prevention and detection of crime and for protecting the safety of the 
public. It will not be used for other purposes. 
 

1.2 Sandown Town Council (the Council) uses closed circuit television (CCTV) images to 
reduce crime and monitor The Broadway Centre in order to provide a safe and secure 
environment for members of the public and staff and to prevent the loss or damage to 
property. 

 
1.3 The system comprises a number of fixed cameras. 

 
1.4 The system does not have sound recording capability. 

 
1.5 The CCTV system is owned and operated by the Town Council and the deployment is 

determined by the Town Clerk under guidance from the Town Council. 
 

1.6 The CCTV is monitored centrally from the Community Centre offices and remotely by the 
Town Clerk and other staff as necessary. 
 

1.7 The CCTV Scheme is registered with the Information Commissioner under the terms of 
the Data Protection Act 1998. 
 

1.8 The use of CCTV and the associated images is covered by the Data Protection Act 
1998. This policy outlines the Council’s use of CCTV and how it complies with the Act. 

 
1.9 All authorised operators and employees with access to images are aware of the 

procedures that need to be followed when accessing the recorded images. All 
employees are aware of the restrictions in relation to access to, and disclosure of, 
recorded images. 
 

1.10 The council recognises that during periods where children and young adults are present 
in a controlled environment that parents and guardians may have concerns with the 
presence of live CCTV observation. An option will be made available to a designated and 
responsible individual to temporarily isolate CCTV coverage during applicable periods. 

 
2. Statement of Intent 
 
2.1 The Council complies with Information Commissioner’s Office (ICO) CCTV Code of 

Practice to ensure it is used responsibly and safeguards both trust and confidence in its 
continued use. The Code of Practice is published on the ICO website. 
 

2.2 In areas where CCTV is used, the Council will ensure that there are prominent signs 
placed within the controlled area. 
 

2.3 It is not possible to guarantee that the system will cover or detect every single incident 
taking place in the areas of coverage. 

 
3. Siting the Cameras 
 
3.1 Cameras will be sited so they only capture images relevant to the purposes for which 
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they are installed and care will be taken to ensure that reasonable privacy expectations 
are not violated. The Council will ensure that the location ofequipment is carefully 
considered to ensure that images captured comply with the Data Protection Act. 

 
3.2 The Council will make every effort to position cameras so that their coverage is restricted 

to the Council premises 
 

3.3 Members of staff should have access to details of where CCTV cameras are situated. 
 
4. Covert Monitoring 

 
4.1 The Council may in exceptional circumstances set up covert monitoring. For example: 

Where there is good cause to suspect that illegal or unauthorised action(s), is taking 
place, or where there are grounds to suspect serious misconduct; 
 

4.2 Where notifying the individuals about the monitoring would seriously prejudice the 
reason for making the recording. 
 

4.3 In these circumstances authorisation must be obtained from the Town Clerk. 
 

4.4 Covert monitoring must cease following completion of an investigation. 
 

4.5 Cameras sited for the purpose of covert monitoring will not be used in areas which are 
reasonably expected to be private, for example toilet cubicles. 

 
5. Storage and Retention of CCTV images 
 
5.1 Recorded data will be retained for no longer than is necessary. While retained, the 

integrity of the recordings will be maintained to ensure their evidential value and to 
protect the rights of the people whose images have been recorded. 
 

5.2 All retained data will be stored securely. 
 
6. Access to CCTV images 
 
6.1 Access to recorded images will be restricted to those staff authorised to view them, and 

will not be made more widely available. 
 
7. Subject Access Requests (SAR) 
 
7.1 Individuals have the right to request access to CCTV footage relating to themselves 

under the Data Protection Act. 
 
7.2 All requests should be made in writing to the Town Clerk. Individuals submitting requests 

for access will be asked to provide sufficient information to enable the footage relating to 
them to be identified. For example, date, time and location.The Council will respond to 
requests within 28 calendar days of receiving the written request and fee. 
 

7.3 A fee of £25 will be charged per request. 
 

7.4 The Council reserves the right to refuse access to CCTV footage where this would 
prejudice the legal rights of other individuals or jeopardise an on-going investigation. 

 
8. Access to and Disclosure of Images to Third Parties 
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8.1 There will be no disclosure of recorded data to third parties other than to authorised 

personnel such as the Police and service providers to the Council where these would 
reasonably need access to the data (e.g. investigators). 
 

8.2 Requests should be made in writing to the Town Clerk. 
 

8.3 The data may be used within the Council’s discipline and grievance procedures as 
required, and will be subject to the usual confidentiality requirements of those 
procedures. 

 
9. Complaints 
 
9.1 Complaints and enquiries about the operation of CCTV within the Council should be 

directed to the Town Clerk in the first instance. 
 
10. Further Information 
 
10.1 Further information on CCTV and its use is available from the following: 
 

• CCTV Code of Practice (published by the Information Commissioners Office) 
 

• Regulation of Investigatory Powers Act (RIPA) 2000 
 

• Data Protection Act 1998 
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CCTV ACCESS REQUEST FORM 

Date of Recording:  

Place of Recording: Time of Recording: 

Applicants Name and Address 
 
 
 
 

Post Code 

Tel no 

Signature of Applicant (or parent/guardian if under 18 

Description of Applicant and any distinguishing features (e.g. clothing) 
A recent photograph may be necessary to aid identification. 

Reason for request ( to be submitted to the Town Council) 

Received by: Clerk’s Signature 

Date Received Time Received 

Fee Charged / N.A. 
 
Fee Paid: 

Request Approved 
 
YES / NO 

Date Applicant Informed: 

 
 



1 

SANDOWN TOWN COUNCIL 

Communications Policy 

APPROVAL DATE:  
 REVIEW DATE:        
 MINUTE NUMBER: 



2 
 

 

Contents 
COMMUNICATIONS POLICY............................................................................................................................... 3 

1. AIMS .......................................................................................................................................................... 3 

2. INTRODUCTION ......................................................................................................................................... 3 

3. Notice Boards ............................................................................................................................................ 3 

4. Website ...................................................................................................................................................... 3 

5. Correspondence ........................................................................................................................................ 4 

6. Communications with the Press and Public .............................................................................................. 4 

7. Communications with Town Council Staff................................................................................................. 5 

8. Council Meetings ....................................................................................................................................... 5 

 

  



3 
 

 

COMMUNICATIONS POLICY 
1. AIMS 

1.1. To establish clear, easy to use channels of communication between Sandown Town Council, 
the Clerk, Councillors and the residents of Sandown and vice versa. 

1.2. To provide information on important matters in an appropriate manner so as to facilitate 
and encourage informed comment from interested individuals and groups. 
 

2. INTRODUCTION 

2.1. Each Councillor has a duty to represent, without bias, the interest of the whole community 
and is available to help parishioners with regard to matters relating to Sandown.  

2.2. They may be contacted by telephone or email (if available) and a contact list is displayed on 
the council notice board and on the council website.  

2.3. If the matter is important, then a letter to the clerk or their deputy will ensure that this will 
be brought before the council and dealt in a suitable manner. 

2.4. It is the council’s intention to comply with the schedule as below. 

3. NOTICE BOARDS 
 

3.1. The following items will be displayed permanently:  

• Councillors with contact email addresses 
• Council meetings dates for the year 
• Notice of the annual audited accounts will be displayed when appropriate. 

 
3.2. The agendas pertaining to council meetings will be displayed 5 days in advance of the 

meeting.  

3.3. Notices of public meetings will be displayed as and when appropriate.  

4. WEBSITE 
 

4.1. The following items will be permanently available:  

• Councillors with contact email addresses 

• Council meeting dates for the year once confirmed 

• The approved minutes from the next council meeting.  

• Financial information including bank reconciliations and annual budget 

• The Mayors Annual Report 

• All statutory documents including Standing Orders and Financial Regulations 

• All adopted policies 

• Details of the Publication Scheme 

4.2. The clerk will ensure that council information included on the website is regularly updated. 
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4.3. Any council information on the website will be agreed by the clerk and/or the mayor before 
publication. 

5. CORRESPONDENCE 
 

5.1. Council Correspondence 

5.1.1. The clerk is the main point of contact for the town council.  

5.1.2. All correspondence relating to the town council should be addressed to the clerk in the first 
instance. This will ensure that the matter is recorded and passed to the relevant person or 
organisation as soon as practicably possible.  

5.1.3. All correspondence to the clerk will be acknowledged within one week of receipt.  

5.1.4. All official correspondence should be sent by the Clerk in the name of the council using 
council letter headed paper.  

5.1.5. Where correspondence from the Clerk to a Councillor is copied to another person, the 
addressee should be made aware that a copy is being forwarded to that other person (e.g. 
cc) 

5.2. No individual Councillor or Officer should be the sole custodian of any correspondence or 
information in the name of the council, a committee, sub-committee or working party.  

5.3. Councillors and officers do not have a right to obtain confidential 
information/documentation unless they can demonstrate a ‘need to know’. 

 

5.4. Councillor Correspondence to external parties  

5.4.1. As the Clerk should be sending most of the council’s correspondence from a Councillor to 
other bodies, it needs to be made clear that it is written in their official capacity and has 
been authorised by the Town council.  

5.4.2. A copy of all outgoing correspondence relating to the council or a Councillor’s role within it, 
should be sent to the Clerk, and it be noted on the correspondence, e.g. “copy to the Clerk” 
so that the recipient is aware that the Clerk has been advised.  

6. COMMUNICATIONS WITH THE PRESS AND PUBLIC  
 

6.1. The Clerk will clear all press reports, or comments to the media, with the Mayor or the Chair 
of the relevant committee.  

6.2. Press reports from the council, its committees or working parties should be from the clerk or 
an officer or via the reporter’s own attendance at a meeting.  

6.3. Unless a Councillor has been authorised by the council to speak to the media on a particular 
issue, Councillors who are asked for comment by the press should make it clear that it is a 
personal view and ask that it be clearly reported as their personal view.  

6.4. Unless a Councillor is absolutely certain that he/she is reporting the view of the council, they 
must make it clear to members of the public that they are expressing a personal view.  

6.5. If Councillors receive a complaint from a member of the public, this should be dealt with 
under the Council’s adopted complaints procedure.  
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7. COMMUNICATIONS WITH TOWN COUNCIL STAFF  
 

7.1. Councillors must not give instructions to any member of staff, unless authorised to do so (for 
example, three or more Councillors sitting as a committee or sub-committee with 
appropriate delegated powers from the council).  

7.2. No individual Councillor, regardless of whether or not they are the mayor of the council, the 
chair of a committee or other meeting, may give instructions to the clerk or to another 
employee which are inconsistent or conflict with council decisions or arrangements for 
delegated power.  

7.3. Telephone calls should be appropriate to the work of the Town council.  

7.4. E-mails:  

7.4.1. Immediate replies should not be expected from the Clerk; reasons for urgency 
should be stated;  

7.4.2. Information to Councillors should normally be directed via the Clerk;  

7.4.3. E-mails from Councillors to external parties should be copied to the Clerk;  

7.4.4. Councillors should acknowledge their e-mails when requested to do so.  

 

7.5. Meetings with the Clerk or other officers:  

7.5.1. Wherever possible an appointment should be made;  

7.5.2. Meetings should be relevant to the work of that particular officer;  

7.5.3. Councillors should be clear that the matter is legitimate council business and not 
matters driven by personal or political agendas.  

8. COUNCIL MEETINGS 

8.1. A period of up to 15-minute public question time will be held at the beginning of each 
Council Meeting 15 minutes are available for members of the public to speak on matters 
relating to the agenda.  

8.2. 10 minutes are available for members of the public to speak on any matters relating to town 
business at the end of the agenda. 

8.3. The Council will meet in the main hall at the Broadway Centre, unless otherwise notified. 

8.4. Council meetings will be called by the Town Clerk or their Deputy Clerk. 
 

8.5. Ordinary Meetings 

8.5.1. The council will normally meet at 7:00 pm on the third Monday of the month as the council 
directs at least three times a year. 
 

8.6.  Annual Meeting 

8.6.1. The Annual Meeting will take place in May each year.  
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8.6.2. Councillors will elect the Mayor and appoint the Deputy Mayor for the coming year at the 
Annual Meeting of the Council.  

 
8.7.  Town Meeting 

8.7.1. The annual Town Meeting will take place in between March and June each year.  

8.7.2. The Town meeting will be called by the Mayor. 

8.7.3. The town meeting will be an opportunity for any Sandown Government Elector to discuss 
any public matter relating to or effecting Sandown.  

8.7.4. A minimum of 5 days' notice must be given to the Town Clerk or their deputy of any issue to 
be raised.  

 

8.8. Agenda Items for Council, Committees, Sub-Committees and Working Parties  

8.8.1. An Agenda should be clear and concise, containing sufficient information to enable 
Councillors to make an informed decision, and for the public to understand what matters are 
being considered and what decisions are to be taken at a meeting. 

8.8.2. “Information only” should be kept to a minimum on an agenda. 
 

8.8.3. Where the Clerk or a Councillor wishes fellow Councillors to receive matters for “information 
only”, this information will be circulated via the Clerk.  

 
8.8.4. If a resident wishes a matter to be formally discussed at a Town Council meeting, then the 

clerk must be notified at least 14 days prior to the meeting to enable the item to be placed 
on the agenda. 
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1. COMPLAINTS REGARDING COUNCILLORS 

1.1. Pursuant to section 27 of the Localism Act 2011, Sandown Town Council (‘the Council’) has 
adopted a Code of Conduct to promote and maintain the high standards of behaviour by its 
Members and co-opted Members.  

1.2. The code applies whenever they conduct the business of the Council including: 

• the business of the office to which they were elected or appointed; or 
• when they claim to act; or 
• give the impression of acting as a representative of the Council. 

1.3. The Localism Act 2011 requires local authorities to establish arrangements to deal with 
allegations of breaches by councillors of the Members’ Code of Conduct.  

1.4. Therefore, any complaints against a member of Sandown Town Council are considered by 
the Monitoring Officer of the Isle of Wight Council. 

1.5. Please click on the link  or refer to the Isle of Wight Councils website for the procedure for 
making a complaint against a councillor. If you would like a copy emailed or posted to you 
please contact the clerk.  

 

2. INTRODUCTION 

2.1. Sandown Town Council will do their utmost to settle complaints and satisfy any complaint 
made.  

2.2. If a complaint is not settled by the Town Council, it cannot refer the complaint to any other 
body for settlement.  

2.3. A complaint can however be referred to the Monitoring Officer, if the complainant considers 
that members of the council, while considering the complaint, breached the Member Code 
of Conduct. 

2.4. The council will not tolerate abusive or bullying contacts. 

 

3. PROCESS FOR MAKING A COMPLAINT. 

3.1. Making a Complaint 

3.1.1. Complaints in the first instance should be addressed to the clerk. 

3.1.2. If the complainant prefers not to put the complaint to the Clerk, he or she shall be 
advised to put it to the Lead Member for Complaints. 

3.2. Stage 1: 

Oral Complaints 

3.2.1. If a complaint about procedures or administration is notified orally to a Councillor 
or the Clerk and they cannot satisfy the complainant fully, the complainant shall be 
asked to put the complaint in writing to the Clerk. 

  

https://www.iow.gov.uk/azservices/documents/1788-Code-of-conduct-complaints-procedure-IoW-Feb-21.pdf
https://www.iow.gov.uk/azservices/documents/1788-Code-of-conduct-complaints-procedure-IoW-Feb-21.pdf
https://www.iow.gov.uk/azservices/documents/1788-Code-of-conduct-complaints-procedure-IoW-Feb-21.pdf
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Written Complaints 

3.2.2. On receipt of a written complaint the Clerk or Lead Member, shall try to settle the 
complaint directly with the complainant. 

3.2.3. If the complaint is about the behaviour of the Clerk, they will be notified and given 
an opportunity for comment on the allegation and the intended method of dealing 
with and resolving the complaint.  

3.2.4. If a written complaint is dealt with to the satisfaction of the complainant, it will be 
reported at the next council meeting. 

3.3. Stage 2: 

3.3.1. If a complaint cannot be settled to the satisfaction of the complainant, it shall be 
brought to the next meeting of the Council for decision. 

3.3.2. The complainant will be advised on which date the complaint will be considered. 

3.3.3. The Council shall consider whether the circumstances attending any complaint 
warrant the matter being discussed in the absence of the press and public. 

3.3.4. Any decision on a complaint shall be announced at the council meeting in public. 

3.3.5. Council shall defer dealing with any written complaint only if: 

(a) It is of the opinion that issues of law or practise arise on which advice is 
necessary; or 

(b) Further evidence is required. 

3.3.6. In such cases the complaint shall be dealt with at the next meeting after the advice 
has been received. 

3.3.7. As soon as is reasonably possible after the decision has been made, the decision 
and any action to be taken shall be communicated in writing to the complainant. 

 

4. VEXATIOUS (UNREASONABLE) COMPLAINTS AND BEHAVIOUR 

4.1. Purpose of Policy in regard to Vexatious Complaints and Behaviour 

4.1.1. This policy intends to: 

(a) Assist in identifying and managing persons who are disruptive to the Council 
through pursuing an unreasonable course of conduct. 

(b) Provide a mechanism for dealing with all complainants in ways which are 
demonstrably consistent, fair and reasonable. 

4.1.2. Habitual or vexatious questions and complainants can be problematic for council 
staff and councillors. The difficulty in handling such complainants is that they are 
time consuming and wasteful of resources in terms of Officer and Member time.  

4.1.3. There are situations when there is nothing further which can reasonably be done to 
assist or to rectify a real or perceived problem. 

4.1.4. Examples of Contacts which might be considered unreasonable would include:  

(a) Constant repetition of a query when reasonable answer has been given.  

(b) Ongoing questions of details when the substance of a matter is closed.  
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(c) Repeated questions in relation to a matter over which the town council has no 
authority.  

(d) The council will not tolerate abusive or bullying contacts.  

4.2. In some cases, complaints made either individually or as part of a group, or a group of 
complainants, might be considered habitual or vexatious. 

 

4.3. Terminology and Definitions relating to Vexatious Complaints. 

4.3.1. In this policy the term habitual means ‘done repeatedly or as a habit’.  

4.3.2. The term vexatious is recognised in law and means ‘denoting an action or the bringer 
of an action that is brought without sufficient grounds for winning, purely to cause 
annoyance to the defendant’. 

4.3.3. The term complaint in this policy includes requests made under the Freedom of 
Information Act 2000 and the Data Protection Act 1998 and reference to the 
Complaints Procedure is, where relevant, to be interpreted as meaning a request under 
those Acts. 

4.3.4. Sandown Town Council define unreasonably persistent and vexatious complainants as 
those complainants who, because of the frequency or nature of their contacts with the 
Council, hinder the Council’s consideration of their or other people’s complaints. 

4.3.5. The description ‘unreasonably persistent’ and ‘vexatious’ may apply separately or 
jointly to a particular complainant. 

4.3.6. For the purpose of this policy the following definition of habitual or vexatious 
complainants will be used: 

The repeated and/or obsessive pursuit of: 

(a) unreasonable complaints and/or unrealistic outcomes; and or 

(b) reasonable complaints in an unreasonable manner. 

4.3.7. Examples include the way in which, or frequency with which, complainants raise their 
complaint with staff or how complainants respond when informed of the Council’s 
decision about the complaint. 

4.3.8. Features of an unreasonably persistent and/or vexatious complainant include the 
following (the list is not exhaustive, nor does one single feature on its own necessarily 
imply that the person will be considered as being in this category): 

(c) Have insufficient or no grounds for their complaint and be making the complaint 
only to annoy (or for reasons that he or she does not admit or make obvious). 

(d) Refuse to specify the grounds of a complaint despite offers of assistance. 

(e) Refuse to co-operate with the complaints investigation process while still wishing 
their complaint to be resolved. 

(f) Refuse to accept that issues are not within the remit of the complaints policy and 
procedure despite having been provided with information about the scope of the 
policy and procedure. 

(g) Refuse to accept that issues are not within the power of the Council to investigate, 
change or influence. 
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(h) Insist on the complaint being dealt with in ways which are incompatible with the 
complaint’s procedure or with good practice (e.g., insisting that there must not be 
any written record of the complaint). 

(i) Make what appear to be groundless complaints about the staff dealing with the 
complaints and seek to have them dismissed or replaced. 

(j) Make an unreasonable number of contacts with the Council, by any means in 
relation to a specific complaint or complaints. 

(k) Make persistent and unreasonable demands or expectations of staff and/or the 
complaints process after the unreasonableness has been explained to the 
complainant (an example of this could be a complainant who insists on immediate 
responses to questions, frequent and/or complex letters, faxes, telephone calls or 
emails). 

(l) Harass or verbally abuse or otherwise seek to intimidate staff dealing with their 
complaint, in relation to their complaint by use of foul or inappropriate language or 
by the use of offensive and racist language. 

(m) Raise subsidiary or new issues whilst a complaint is being addressed that were not 
part of the complaint at the start of the complaint process. 

(n) Introduce trivial or irrelevant new information whilst the complaint is being 
investigated and expects this to be taken into account and commented on. 

(o) Change the substance or basis of the complaint without reasonable justification 
whilst the complaint is being addressed. 

(p) Deny statements he or she made at an earlier stage in the complaint process. 

(q) Electronically record meetings and conversations without the prior knowledge and 
consent of the other person(s) involved. 

(r) Adopts an excessively ‘scattergun’ approach, for instance, pursuing a complaint or 
complaints not only with the Council, but at the same time with, for example, a 
Member of Parliament, other Councils, elected Councillors of this and other 
Councils, the Council’s Independent Auditor, the Standards Board, the Police or 
solicitors. 

(s) Refuse to accept the outcome of the complaint process after its conclusion, 
repeatedly arguing the point, complaining about the outcome, and/or denying that 
an adequate response has been given. 

(t) Make the same complaint repeatedly, perhaps with minor differences, after the 
complaints procedure has been concluded and insist that the minor differences 
make these ‘new’ complaints which should be put through the full complaints 
procedure. 

(u) Persistently approach the Council through different routes about the same issue 

(v) Persist in seeking an outcome which Council has explained is unrealistic for legal or 
policy (or other valid) reasons. 

(w) Refuse to accept documented evidence as factual. 

(x) Complain about or challenge an issue based on an historic and/or an irreversible 
decision or incident. 
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(y) Combine some or all of these features. 

4.3.9. Raising of legitimate queries or criticisms of a complaints procedure as it progresses, 
for example if agreed timescales are not met, should not in itself lead to someone being 
regarded as a vexatious or an unreasonably persistent complainant.  

4.3.10. Similarly, the fact that a complainant is unhappy with the outcome of a complaint and 
seeks to challenge it, this should not necessarily cause him or her to be labelled 
vexatious or unreasonably persistent. 

 

4.4. Decision Making 

4.4.1. Since vexatious complaints impact on council staff welfare and capacity, where 
complainants have been, and continue to be identified as potentially habitual or 
vexatious in accordance with the criteria set out in Section 3, officers will refer the 
matter to the Human Resources Committee for a decision on: 

(a) Agreement to issue warning correspondence (Virtually). 

(b) Agreement to treat the complainant as a habitual or vexatious complainant if 
behaviour persists (Meeting). 

(c) Agreement regarding the appropriate course of action to be taken if behaviour 
continues (Meeting). 

4.5. Vexatious Procedure – First Stage 

4.5.1. Sandown Town Council will ensure that the complaint is being, or has been, 
investigated properly according to the adopted complaints procedure. 

4.5.2. Prior to considering its implementation the Council will send a summary of this policy 
to the complainant to give them prior notification of its possible implementation. 

4.5.3. The Clerk will contact the complainant in writing, or by email, to explain why this 
behaviour is causing concern and ask them to change this behaviour and outline the 
actions that the council may take if they do not comply (the Warning). 

4.5.4. If the disruptive behaviour continues, the Clerk will issue a reminder letter to the 
complainant advising them that the way in which they will be allowed to contact the 
Town Council in future will be restricted (second Warning). 

  

4.6. Vexatious Procedure – Second Stage 

4.6.1. If the disruptive behaviour continues a meeting of the Human Resource Committee will 
be called.  

4.6.2. A decision will be made on: 

(a) Treat the complainant as a habitual or vexatious due to behaviour persisting. 

(b) Appropriate course of action to be taken. 

4.6.3. Following a decision by the committee to declare the complainant as habitual or 
vexatious: 
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(a) The Clerk on behalf of the Town Council will notify complainants, in writing or by 
email, of the reasons why their complaint has been treated as habitual or vexatious 
and the action that will be taken.   

(b) The correspondence will include: 

• Why the decision has been taken; 

• What procedures have been put in place and; 

• The duration of that action. 

4.6.4. The Isle of Wight Council will also be informed that a constituent has been designated 
as a habitual or vexatious complainant. 

4.6.5. The status of the complainant will be kept under review. If a complainant subsequently 
demonstrates a more reasonable approach, then their status will be reviewed. 

4.6.6. Any restriction that is imposed on the complainant’s contact with the Council will be 
appropriate and proportionate and the complainant will be advised of the period of 
time that the restriction will be in place for.  

4.6.7. In most cases restrictions will apply for between 3-6 months, but in exceptional cases, 
this may be extended. In such cases the restrictions would be reviewed on a quarterly 
basis. 

4.6.8. The fact that a complainant is judged to be unreasonably persistent or vexatious, and 
any restrictions imposed on Council’s contact with him or her, will be recorded and 
notified to those who need to know within the Council. 

 

4.7. Vexatious Procedure – Further Actions 

4.7.1. Where a complainant continues to behave in a way that is unacceptable, the Clerk, in 
consultation with the Complaints Committee may decide to refuse all contact with the 
complainant and stop any investigation into his or her complaint. 

4.7.2. Where the behaviour is so extreme or it threatens the immediate safety and welfare of 
staff, other options will be considered, eg the reporting of the matter to the police or 
taking legal action. In such cases, the complainant may not be given prior warning of 
that action. 

4.8. Restrictions 

Restrictions will be tailored to deal with the individual circumstances of the complainant and 
may include (the list is not exhaustive): 

(a) Restricting the complainants contact with officers by telephone to through a third party 
e.g. a solicitor, a Councillor or a friend acting on their behalf. 

(b) Prohibiting the complainant from sending emails to individual and/or all Council Officers 
and insisting they only correspond through a nominated councillor, usually the Mayor.  

(c) Requiring contact to take place with one named member of staff only. 

(d) Requiring contact to take place through a single medium. 

(e) Restricting telephone calls to specified days and/or times and/or duration. 

(f) Requiring any personal contact to take place in the presence of an appropriate witness. 
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(g) Informing the complainant know that Sandown Town Council will not reply to, or 
acknowledge any further contact, from them on the specific topic of that complaint (in 
this case, a designated member of staff will be identified who will read future 
correspondence) 

 

4.9. New complaints from complainants who are treated as abusive, vexatious or persistent 

4.9.1. New complaints from people who have come under this policy will be treated on their 
merits. The Clerk and the Human Resources Committee will decide whether any 
restrictions that have been applied before are still appropriate and necessary in relation 
to the new complaint.  

4.9.2. A blanket policy is not supported, nor is ignoring genuine service requests or complaints 
where they are founded. 

 

4.10. Review 

4.10.1. The status of a complainant judged to be unreasonably persistent or vexatious will be 
reviewed by the Clerk, and the Human Resources Committee after three months, and 
at the end of every subsequent three months within the period during which the policy 
is to apply. 

4.10.2. The complainant will be informed of the result of this review if the decision to apply 
this policy has been changed or extended. 

 

4.11. Record Keeping 

4.11.1. The Clerk will retain adequate records of the details of the case and the action that has 
been taken. Records will be kept of: 

(a) The name and address of each complainant considered abusive, vexatious or 
persistent. 

(b) Detail of any warnings issued (date, if response received). 
(c) The start and end date of any period of restriction. 
(d) The nature of the restriction.  
(e) The date of the decision. 
(f) The date the complainant and Council were notified. 

 

4.11.2. The Council will be provided with an annual report giving information about members 
of the public who have been treated as vexatious/persistent as per this policy. 

4.12. Right of Appeal 

4.12.1.  A complainant declared Vexatious by the Human Resources Committee may appeal the 
decision by requesting the matter be brought to the next meeting of Full Council. 

4.12.2. This request must be made via email or in writing.  

4.12.3. The complainant will be notified of the date of the meeting. 

4.12.4. The relevant documents will be circulated to all members.  
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4.12.5. A decision will be made at the start of the Agenda item if the matter will be debated or if 
Council supports the Committees decision without further discussion.  

4.12.6. The complainant will be notified in writing of the outcome of the meeting.  
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Dignity at Work and Bullying & Harassment Policy 

1. PURPOSE AND SCOPE

1.1 Statement

In support of our value to respect others Sandown Town Council will not tolerate 
bullying or harassment by, or of, any of their employees, officials, members, 
contractors, visitors to the Council or members of the public from the community 
which we serve. The Council is committed to the elimination of any form of 
intimidation in the workplace. 

This policy reflects the spirit in which the council intends to undertake all of its 
business and outlines the specific procedures available to all employees in order to 
protect them from bullying and harassment. 

The council will issue this policy to all employees as part of their induction and to all 
members as part of their Councillor Pack.  The Council may also share this policy with 
contractors, visitors and members of the public. 

Bullying and harassment is most likely to be complained about when individual elected 
members or members of the public criticise Town Council employees, often without 
objective evidence and in environments which are open to the public such as Town 
Council meetings, or by way of blogs, Facebook comments, Twitter and other social 
media ( cyber bullying) 

1.2 Definitions. 

1.2.1 These definitions are derived from the ACAS guidance on the topic.  Both bulling and 
harassment are behaviours which are unwanted by the recipient.  They are generally 
evidenced by a pattern of conduct rather than one off incidents. 

1.2.2  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, Employment Tribunal or other court cases 
and payment of unlimited compensation. 

Bullying 

1.2.3 “Bullying may be characterised as a pattern of offensive, abusive, intimidating, 
malicious, insulting or humiliating behaviour; an abuse of this use of power which 
makes the recipient feel upset, threatened, humiliated or vulnerable  which tends to 
undermines their confidence which may cause them to suffer stress”. 

Harassment 

1.2.4 Harassment is unwanted conduct that isolates a person’s dignity or creates an 
intimidating, hostile, degrading, humiliating or offensive environment.  
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1.2.5 This policy cover, but is not limited to, harassment on the grounds of sex, marital 
status, sexual orientation, race, colour, nationality, ethnic origin, religion, belief, 
disability or age. 

1.3 Examples. 

1.3.1 Examples of unacceptable behaviour are as follows (this list is not exhaustive).  
Spreading malicious rumours, insulting someone, ridiculing or demeaning someone, 
exclusion or victimisation, unfair treatment, overbearing supervision or other misuse 
of position or power, unwelcome sexual advances, making threats about job security, 
deliberately undermining a competent worker by overloading work and/or constant 
criticism, preventing an individual’s promotion or training opportunities. 

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

1.4 Penalties. 

1.4.1 Bullying and harassment are considered examples of serious misconduct which will be 
dealt with through the Disciplinary Procedure at Gross Misconduct level and may 
result in summary dismissal from the council for employees or through referral to the 
Standards Committee of the IOW Council as a contravention of the Members’ Code of 
Conduct which may result in penalties against the member concerned. 

1.4.2 In extreme cases, harassment can constitute a criminal offence and the council should 
take appropriate legal advice, sometimes available from the council’s insurer, if such 
matter arises. 

1.5 The Legal position. 

1.5.1 Councils have a duty of care towards all their workers and liability under common law 
arising out of the Employment Rights Act 1996 and the Health & Safety at Work Act 
1974.  Under the following laws, bullying or harassment may be considered unlawful 
discrimination; Sex Discrimination Act 1995, Race Relations Act 1976, Disability 
Discrimination Act 1995, Employment Equality (Sexual Orientation) Regulations 2003, 
Employment Equality (Religion or Belief) Regulations 2003, Employment Equality (Sex 
Discrimination) 20095, Employment Equality (Age) Regulations 2006. 

In addition, the Criminal Justice and Public Order Act 1994 and Protection from 
Harassment Act 1997 created a criminal offence of harassment with a fine and/or 
prison sentence as a penalty and a right to damages for the victim.  In addition, a 
harasser may be personally liable to pay damages if a victim complains to an 
Employment Tribunal for sexual, racial, disability or age discrimination. 

2. PROCESS FOR DEALING WITH COMPLAINTS OF BULLYING AND HARASSMENT

2.1 Informal Approach

Anyone; employee, contractor, member or visitor, who feels he or she is being bullied 
or harassed should try to resolve the problem informally, in the first instance.  It may 
be sufficient to explain to the person(s) involved in the unwanted behaviour that their 
conduct is unacceptable, offensive or causing discomfort. 
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2.2 Formal Approach 

Employees 

2.2.1 Where the employee feels unable to resolve the matter informally, any complaint 
about harassment or bullying can be raised confidentially and informally, initially with 
the Mayor or other Councillor if more appropriate.  It may be appropriate for the 
complaint to be put in writing after the initial discussion with the Councillor, as this will 
enable the formal Grievance Procedure to be invoked. 

Others 

2.2.2 False of malicious allegations of harassment or bullying which damage the reputation 
of a fellow employee /member will not be tolerated and will be dealt with as serious 
misconduct under the Disciplinary Procedure and/or a referral to the Monitoring 
Officer. 

2.2.3 If elected members are bullying or harassing town council employees, contractors, 
fellow councillors of members of the public, a referral to the Monitoring Officer as a 
contravention of the Code of Conduct may be an initial appropriate measure.  If this is 
unsuccessful then referral to the town council’s solicitors may follow. 

2.2.4 If any employee is experiencing bullying or harassment from a member of the public 
the Town Council will act reasonably in upholding its duty of care towards its own 
employees. Such complaints will be taken seriously and will be pursued with the third 
party concerned, exercising whatever sanctions are available. In some cases, 
harassment can constitute a criminal offence and the Town Council will take 
appropriate legal advice and action if such an issue arises. 

2.2.5 A member of the public who feels he/she has been bullied or harassed by any 
members or officers of the council should use the council’s official Complaints 
Procedure details are found on the Council’s website. 

APPROVAL DATE: 
REVIEW DATE: 
MINUTE NUMBER: 
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Disciplinary Policy 

1. PURPOSE AND SCOPE

This procedure is designed to help and encourage all council employees to achieve and 
maintain high standards of conduct whilst at work or representing the council. The aim is to 
ensure consistent and fair treatment for all. This procedure is prepared in accordance with 
the dismissal and dispute resolution procedures as set out in the Employment Act 2008 and 
the ACAS Code of Practice APR 2009. 

2. PRINCIPLES

2.1. No disciplinary action will be taken against an employee until the case has been fully 
investigated 

2.2. At every stage in the procedure the employee will be advised of the nature of the 
complaint against him or her and will be given the opportunity to state his or her case 
before any decision is made. 

2.3. At all formal stages the employee will have the right to be accompanied by a trade union 
representative or work colleague during the disciplinary interview. 

2.4. No employee will be dismissed for a first breach of discipline except in the case of gross 
misconduct when the penalty of dismissal without notice or payment in lieu of notice 
may be applied. 

2.5. An employee will have the right to appeal against any disciplinary penalty imposed. 

2.6. The procedure may be implemented at any stage if the employee's alleged misconduct 
warrants such action. 

3. MISCONDUCT and GROSS MISCONDUCT

Misconduct

3.1. The following list provides examples of misconduct which will normally give rise to formal 
disciplinary action: 

a) Unauthorised absence from work

b) Persistent short-term and/or frequent absences from work without a
medical reason
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c) Lateness for work or poor time keeping

d) Inappropriate standard of dress

e) Minor breaches of Health and Safety or other Society rules or procedures

f) Failure to perform your job to the standard expected or in line with your job

g) description/objectives
h) Time wasting
i) Disruptive behaviour
j) Misuse of the council's facilities (e.g. telephones, computers, email or the internet)
k) Refusal to carry out reasonable requests or instructions
l) Smoking in unauthorised areas
m) Failure to follow an agreed council procedure

3.2. This list is not exhaustive and offences of a similar nature will result in disciplinary action 
being instigated N.B. persistent or frequent absence on medical grounds and long term 
sickness absence will be dealt with using a procedure for Incapacity, which is described in 
the Absence Policy. 

Gross Misconduct 

3.3. The following list provides examples of offences which are normally regarded as gross 
misconduct: 

n) Theft, fraud, deliberate falsification of records, or other acts of dishonesty
o) Fighting, assault on another person
p) Deliberate damage to property of the council, its workers or members
q) Gross incompetence in the conduct of work
r) Gross negligence which results in the council or employees being put at risk.
s) Being under the influence of illegal drugs or excessive alcohol
t) Acts of incitement towards or actual acts of discrimination, harassment or

victimisation including on the grounds of sex, race, colour, ethnic origin, disability,
sexual orientation, age, religion or belief

u) Serious acts of insubordination
v) Serious breach of duty to keep information of the council, its service providers and

its clients confidential
w) Unauthorised entry to computer records
x) Serious breach of the council's Security Policy, Health & Safety Policy,

Confidentiality or email and Internet Policy
y) Any action, whether committed on or off the premises, that is likely to or does

bring the council into disrepute
z) Serious negligence which causes or might causes significant loss, damage or injury
aa) Accepting bribes or incentive payments from suppliers 
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bb) Unauthorised use of Council funds or credit 
cc) Working with an external agency to provide information which would be

detrimental to and cause commercial risk to the council.

3.4. This list is not exhaustive and other offences of a similar gravity will result in disciplinary 
action being instigated at Gross Misconduct level which carries a potential penalty of 
dismissal. Gross Misconduct is generally any conduct which places extreme pressure on 
the mutual trust which exists in an employment relationship. 

4. PROCEDURES

Suspension 

4.1. If you are accused of an act of gross misconduct, you may be suspended from work on 
full pay while the council investigates the alleged offence. Only the appropriately 
convened committee has the power to suspend. This enables a swift and thorough 
investigation to occur. Whilst suspended pending disciplinary investigation regular 
contact with a nominated person at the council will be maintained although access to 
premises, equipment or systems may be denied. 

4.2. The Investigator who compiles evidence for the disciplinary hearing must play no part in 
the subsequent decision-making to ensure impartiality. Councils need to consider the 
implications of such arrangements on its hearing and appeal panel plans early on in the 
disciplinary process. 

Informal Action 

4.3. Minor misconduct will be dealt with informally usually in a confidential one-to-one 
meeting between the employee and line manager. In the case of the Clerk being the 
individual against whom there is a complaint or allegation the matter should be handled 
discreetly by members of the Staffing (or similar) committee and involve an informal 
meeting initially. However, where the matter is more serious or informal action has not 
brought about the necessary improvement the following procedure will be used: 

Formal Action 

4.4. The level of warning you may receive for misconduct/gross misconduct will depend on 
how serious the council considers the alleged actions to be and your previous conduct in 
all the circumstances. In the event of alleged gross misconduct the formal process may 
commence at Stage 4 -see 3.4 below. 

Disciplinary Letters 
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4.4.1. If there is a concern about an employee's conduct or behaviour then a letter will be given 
to the employee advising him/her of the allegation(s) and reasons why this is 
unacceptable. The letter should invite the employee to attend a meeting at which the 
alleged misconduct will be discussed and will inform the employee of their right to be 
accompanied to the meeting.  

4.4.2. The letter will specify at which stage the disciplinary procedure is being invoked (see 4 
stages below) and if invoked at Stage 4 for Gross Misconduct the letter will warn that a 
potential outcome could be dismissal. The time, date and venue of the meeting will also 
be advised. Any documents to be produced at the meeting will also be provided. 

Disciplinary Meetings 

4.4.3. The time and location of a disciplinary meeting should be agreed with the employee and 
it should be held in a private location with no interruptions. This will normally be without 
undue delay but allowing the employee to prepare their case e.g. within 5 days of the 
letter being sent, where practically possible. At the meeting the manager (or in the case 
of the Clerk being disciplined, the Chair of the hearing panel) will state the complaint 
against the employee and go through the evidence which has been gathered. The 
employee will also be allowed to ask questions, present evidence and call witnesses if 
advance notice has been given that they will do so. 

4.4.4. If the employee is unable to attend the meeting due to unforeseeable reasons out of 
their control (e.g. illness) then the council will reasonably rearrange the meeting. 
However, if the employee fails to attend the meeting without good reason the meeting 
can be held in the employee's absence. 

5. OUTCOMES AND PENALTIES

Stage 1 - Oral Warning 

5.1. In the instance of a first complaint that conduct does not meet acceptable standards, the 
employee will normally be given a formal ORAL WARNING. He or she will be advised of; 

a) the reason for the warning,
b) that it is the first stage of the disciplinary procedure,
c) the improvement that is required and the timescales for achieving this

improvement,
d) together with a review date and any support available (where applicable) and
e) his or her right of appeal.

5.2. A brief note of the oral warning will be kept but ii will be spent after 6 months, subject to 
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satisfactory conduct. 
 

Stage 2 - Written Warning 
 

5.3. If the offence is a serious one, or if further to previous formal disciplinary action, a 
WRITTEN WARNING will be given to the employee by the Line Manager. 

 

5.4. This will give details of the complaint, the improvement required and the timescale. It 
will warn that action under Stage 3 will be considered if there is no satisfactory 
improvement and will advise of the right of appeal. A copy of this written warning will be 
kept on file but it will be disregarded for disciplinary purposes after 12 months subject to 
satisfactory conduct. 

 
Stage 3 - Final Written Warning 

 

5.5. If there is still a failure to improve and conduct or performance is still unsatisfactory, or 
the misconduct is sufficiently serious, a FINAL WRITTEN WARNING will normally be given 
to the employee. This will give details of the complaint, will warn that dismissal will result 
if there is no satisfactory improvement and will advise of the right of appeal.  

 

5.6. A copy of this final written warning will be kept by the Line Manager (or in the case of the 
Clerk being disciplined by the Chair of the Hearing Panel) but it will be spent after 12 
months (in exceptional cases the period may be longer) subject to satisfactory conduct. 

 
Stage 4 - Dismissal or other sanctions 

 

5.7. If conduct is still unsatisfactory and the employee still fails to reach the prescribed 
standards, or where the Society reasonably believes Gross Misconduct has occurred, 
DISMISSAL may result. 

 
5.8. Only the appropriately convened hearing panel can take the decision to dismiss an 

employee.  
 

5.9. The employee will be given a written statement of allegations against him/her, invited to 
a meeting and then be notified in writing of the reasons for the decision taken at the 
hearing. Penalties at this stage may include dismissal with notice or summary dismissal 
(i.e. without any notice), Final Written Warning with/without demotion, loss of pay or 
loss of seniority.  

 
5.10. If dismissal is the outcome, the employee will be advised of the date on which 

employment will terminate. In all cases the employee has a right of appeal. 
 

5.11. Very exceptionally, if an offence of Gross Misconduct is extremely serious an employee 
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can be dismissed immediately without a meeting. In this situation a letter setting out 
reasons for dismissal would be sent to the employee offering the opportunity for an 
appeal hearing. 

 
6. APPEALS 
 

6.1. The Appeals stage of the disciplinary process is part of the Code of Practice to which an 
employee has a right. It can be exercised after any of the stages of disciplinary action for 
Misconduct, Poor Performance or Gross Misconduct. 

 

6.2. An employee who wishes to appeal against a disciplinary decision should inform the 
Chair/Mayor (or Chair of the relevant committee) within five working days, in writing and 
giving reasons for the appeal. An Appeal may be raised if: 

 

a) The employee thinks the finding or penalty is unfair 
b) New evidence has come to light 
c) The employee thinks that the procedure was not applied properly 

 
6.3. Where possible the Appeal will be heard by a separate panel of elected members who 

have not been involved in the original disciplinary hearing, who will view the evidence 
with impartiality. The employee will have the right to be accompanied by a colleague or 
accredited Trade Union official or lay member at the appeal hearing. The outcome of the 
appeal and reasons for it will be advised to the employee as soon as possible after the 
meeting and be confirmed in writing. 

 
6.4. At the Appeal hearing any disciplinary penalty imposed will be reviewed but it cannot be 

increased. The decision taken at the Appeal hearing will be final. 
 
7. THE RIGHT TO BE ACCOMPANIED 
 

7.1. At each formal stage of disciplinary interview an employee has the right to be 
accompanied and can make a reasonable request for such a person to accompany them. 
An employee can ask any other employee or a trade union representative or an 
appropriately accredited official employed by a trade union to accompany them, to give 
support and help them prepare for the disciplinary interview. 

 
7.2. This right is enshrined in the 1999 Employment Relations Act. As this is an internal 

process there is no provision to have any external person accompany or represent an 
employee e.g. partner, parent, solicitor etc. present. 

 
7.3. The companion can address the hearing, put and sum up the employee's case, respond 

on behalf of the worker to any views expressed at the meeting, confer with the 
employee. The companion cannot however answer questions on the employee's behalf 
or address the hearing if the employee does not wish him/her to or prevent the 
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employee explaining their case. 

8. HEARING PANELS

8.1. The town council will establish hearing panels to hear disciplinary and grievance hearings 
on an annual basis so that if a dispute does arise in the workplace the elected members 
involved are already trained and briefed on their duties as a hearing or appeal panel 
member. In situations where individual members are implicated in the dispute or have 
undertaken an investigatory role then they will need to be substituted as panel 
members. 
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9. NOTE-TAKING

9.1. It is highly recommended that a note-taker be provided to every meeting/hearing which 
arises as a result of a disciplinary process as Employment Tribunals are particularly keen 
to view contemporaneous notes of events which have led to an employment dispute. 
Councils will need to give this requirement careful consideration in order to respect 
employee confidentiality. 

10. GRIEVANCES RAISED DURING DISCIPLINARY PROCESSES

10.1. In some circumstances when a disciplinary process has commenced an employee 
chooses to exercise his/her right to raise an internal grievance about the employment 
relationship with the council or individual Members. It is recommended that in line with 
ACAS advice, that disciplinary matters are placed on hold until grievances have been 
aired and actions towards a resolution have been progressed. In exceptional 
circumstances it is pragmatic to deal with the two disputes concurrently but specialist 
advice should be sought if this arises. 

11. CRIMINAL CHARGES OR CONVICTIONS

11.1. If an employee is charged with or convicted of a criminal offence this does not 
automatically give rise to a disciplinary situation. Consideration needs to be given to 
how a charge or conviction may affect an employee's ability to undertake his or her job 
duties and their relationships with the employer, colleagues, subordinates or customers. 

12. GETTING IT WRONG

12.1. Failure to follow the ACAS Code of Practice (available at www.acas.org.uk) can lead to 
an Employment Tribunal awarding an uplift of an award against the council of up to 
25%. 

12.2. Tribunals dealing with unfair dismissal claims are particularly interested in whether the 
employer followed a procedure and whether the employer acted fairly and reasonably. 
One way in which to avoid such a penalty is to have an agreed procedure, communicate 
that procedure to staff and Members, revisit and review the procedure regularly and 
have some training for those who are expected to operate the procedure. 
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 SANDOWN TOWN COUNCIL

POLICY FOR RETENTION OF DOCUMENTS 

 The table identifies when the retention period of records is due to expire and how

immediate action will be taken to ensure the disposal of documents is

undertaken in a proper and secure manner.

 When the information reaches the expiry date for retention, the Town Clerk will

ensure that all copies of that information are permanently destroyed. If the

information is held in more than one media the information must be removed

from all the Councils record systems.

 The Town Council will endeavour to minimise the amount of paperwork both

produced and received, notwithstanding this there will still be a certain amount of

paperwork to process.

 To avoid confusion the method of destruction of all paper documents, with the

exception of junk mail which will be returned to sender, is that it will be treated as

confidential waste and will be shredded by a registered waste disposal operator

and a certificate of destruction obtained.

 The method of destruction for all electronic data will be electronic erasing and in

the case of CD or DVD the method of disposal will be by a registered waste

disposal operator with a certificate of destruction obtained

 Electronic copies will be completely deleted from any memory source or other

media

2. STORAGE OF DOCUMENTS.

 Archived records will be stored at the Broadway Centre from 1st April 2108

 Minutes will be kept in the Clerk’s office and all other retained documents will be
stored in archive boxes in the Broadway Centre

 If records need to be kept indefinitely, the Town Clerk will consider the most
effective way of storage taking into account any space restrictions.

 At the time of writing this policy, the form of media for storage of the majority of
documents is electronic.

 The Town Clerk may consider all forms of media for storage to accommodate the
needs of the Council provided reproduction from that media is legally acceptable.
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DOCUMENT RETENTION POLICY 

RECORD ACTION MINIMUM RETENTION 
PERIOD 

REASON 

Agendas Preserve Indefinite Archive 

Byelaws and orders Preserve Indefinite Archive 

Councillors Declarations of 
acceptance of Office  

Preserve Indefinite Archive 

Councillors Register of 
interest  

Destroy 1 year after member leaves 
Council  

Routine correspondence Destroy One month 

Correspondence and papers 
on important local issues  

Preserve Indefinite Archive 

Draft Minutes Destroy Destroy when minutes 
approved  

Gifts and Hospitality Records Preserve Indefinite Challenge 

Health and Safety Records Preserve Indefinite Challenge 

Insurance policies Preserve Forty years Challenge 

Leases, licenses and 
agreements.  

Preserve Indefinite. Archive 

Minutes (signed) of the 
Council, Committees, sub 
committees and working 
groups.  

Preserve Indefinite Archive 

Personnel – recruitment 
records  
Employee records 

Destroy 

Destroy 

3 months after appointment for 
applicant feedback if requested 

 6 months after termination of 
contract 

Limitation period 

Quotations and tenders for 
works  

Destroy 20 years Statute of limitation 

Property registers including 
plans for allotments, open 
spaces, gardens, amenity 
areas  

Preserve Indefinite. Archive 

Scales of fees and charges Destroy Five years Management 
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FINANCIAL 

RECORD ACTION MINIMUM RETENTION PERIOD REASON 

Audit returns to external 
auditor  

Preserve Indefinite Archive 

Bank Statements Destroy 20 years Audit and grant 
funding  

Bank paying in book and 
cheque book stubs  

Destroy 8 years Audit and grant 
funding  

Borrowing Preserve Indefinite Audit management 

Hiring records of properties Destroy 7 years VAT 

Internal Audit Management Preserve Indefinite Audit Management 

Investments Preserve Indefinite Audit Management 

Members allowances 
register  

Destroy 7 years Tax limitation 

Paid invoices Destroy 7years VAT / grant funding 

Paid cheques Destroy 7 years Limitation period/ 
grant funding  

Petty Cash records Destroy 7 years VAT 

Precept requests Destroy Retain as long as of value 

Project management records Preserve Indefinite Archive /Audit/ grant 
funding  

Receipt books of all kinds Destroy 7 years VAT 

Receipts and Payments 
records  

Preserve Indefinite Archived 

Salaries records Destroy 7 years Limitation period 

Staff time sheets Destroy 7 years Audit 

VAT records Destroy 7 years VAT 



This Policy was originally adopted at Sandown Town Council meeting held on 15th January 2018 
and amended on 4 June 2018. 

OTHER INCLUDING PLANNING 

RECORD ACTION MINIMUM RETENTION PERIOD REASON 

General historic information 
relating to Sandown 

Preserve Indefinite Archive 

Legal papers Preserve Indefinite Archive 

Planning documents relating 
to Sandown generally  

Destroy After comment made by Town 
Council  

Available on IWC 
website  

Planning documents relating 
to Sandown Council  

 Town Plans

 Design Statements

 Policies

Preserve Indefinite Archive 
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SANDOWN TOWN COUNCIL 

 EQUALITY AND DIVERSITY POLICY 

STATEMENT OF INTENT - Our Commitment to Equality and Diversity 

Sandown Town Council is committed to providing and promoting equal opportunities, 

eliminating discrimination and encouraging diversity in the community. 

Sandown Town Council will comply with current legislation with regard to diversity and 

equality.  We believe that meeting the needs of our residents and staff can only be achieved 

through recognising the value of every individual.  Our aim is to create an environment that 

respects the diversity of staff and service users and enables them to achieve their full 

potential, to contribute fully, and to derive maximum benefits and enjoyment from their 

involvement with the Town Council. 

To this end the Town Council acknowledges and strives to embed in all its activities the 

following basic rights for all: 

 To receive a professional and appropriate service

 To be treated with respect and dignity

 To be treated fairly with regard to all procedures, assessments and choices

 To receive encouragement to reach their full potential

These rights carry with them responsibilities, not just for Sandown Town Council as a 

corporate body, but also its staff, volunteers, service users and those who supply services 

on our behalf.  We must all recognise and uphold these rights and act in accordance with 

them in dealings with others. Councillors and any employees have a personal responsibility 

for fostering a fully integrated community, at work, by adhering to the principles of equal 

opportunity and maintaining racial harmony in the provision of dedicated services to people 

on equitable terms 

Our statutory duty under the Equality Act 2010 

As a public body leading and speaking on behalf of the community the Town Council must 

play its part in making society fairer by tackling discrimination and providing equality of 

opportunity for all.  The Equality Act 2010 places a new Equality duty on the Town Council to 

work to: 

 Eliminate discrimination, harassment, victimisation and any other conduct prohibited

under the Act

 Advance equality of opportunity between persons who share a protected

characteristic and persons who don’t share it

 Foster good relations between persons who share a relevant protected characteristic

and persons who don’t share it
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No individual will be unjustifiably discriminated against.  This includes, but is not limited to, 

discrimination because of the following characteristics (known as protected characteristics 

under the Act) 

 Age

 Disability

 Gender

 Marital status and civil partnerships

 Pregnancy and maternity

 Race

 Religion and beliefs

 Sexual orientation

 Ethnic origin

 Nationality

Sandown Town Council is aware that the above list is not exhaustive and that there are 

other forms of discrimination that should not be tolerated 

We will engage with people to ensure the service is relevant and meets their needs. 

We will empower people to recognise and counter discrimination, and be supportive in doing 

so. 

No form of intimidation, bully or harassment will be tolerated. 

---------------------------------------------------- 

This Policy was initially adopted at the meeting of the Town Council held on 15th

January 2018
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SANDOWN TOWN COUNCIL  

GENERAL DATA PROTECTION REGULATION POLICY 

Purpose of the policy and background to the General Data Protection Regulation 

This policy explains to Councilors’, staff and the public about GDPR. Personal data 
must be processed lawfully, fairly and transparently; collected for specified, explicit and 
legitimate purposes; be adequate, relevant and limited to what is necessary for 
processing; be accurate and kept up to date; be kept only for as long as is necessary 
for processing and be processed in a manner that ensures its security. This policy 
updates any previous data protection policy and procedures to include the additional 
requirements of GDPR which apply in the UK from May 2018. The Government have 
confirmed that despite the UK leaving the EU, GDPR will still be a legal requirement. 
This policy explains the duties and responsibilities of the council and it identifies the 
means by which the council will meet its obligations. 

Identifying the roles and minimising risk 

GDPR requires that everyone within the council must understand the implications of 
GDPR and that roles and duties must be assigned. The Council is the data controller 
and the Town Clerk /RFO is the Data Protection Officer (DPO).  It is the DPO’s duty to 
undertake an information audit and to manage the information collected by the council, 
the issuing of privacy statements, dealing with requests and complaints raised and also 
the safe disposal of information. 

GDPR requires continued care by everyone within the council, Councillors’ and staff, in 
the sharing of information about individuals, whether as a hard copy or electronically. A 
breach of the regulations could result in the council facing a fine from the Information 
Commissioner’s Office (ICO) for the breach itself and also to compensate the 
individual(s) who could be adversely affected. Therefore, the handling of information is 
seen as medium risk to the council (both financial and reputation) and one which must 
be included in the Risk Management Policy of the council. Such risk can be minimised 
by undertaking an information audit, issuing privacy statements, maintaining privacy 
impact assessments (an audit of potential data protection risks with new projects), 
minimising who holds data protected information and the council undertaking training in 
data protection awareness. 

Data breaches 

One of the duties assigned to the DPO is the investigation of any breaches. Personal 
data breaches should be reported to the DPO for investigation. The DPO will conduct 
this with the support of the Town Council.  Investigations must be undertaken within one 
month of the report of a breach. Procedures are in place to detect report and investigate 
a personal data breach. The ICO will be advised of a breach (within 3 days) where it is 
likely to result in a risk to the rights and freedoms of individuals – if, for example, it could 
result in discrimination, damage to reputation, financial loss, loss of confidentiality, or 
any other significant economic or social disadvantage. Where a breach is likely to result 
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in a high risk to the rights and freedoms of individuals, the DPO will also have to notify 
those concerned directly. 

It is unacceptable for non-authorised users to access IT using employees’ log-in 
passwords or to use equipment while logged on. It is unacceptable for employees, 
volunteers and members to use IT in any way that may cause problems for the Council, 
for example the discussion of internal council matters on social media sites could result 
in reputational damage for the Council and to individuals. 

Privacy Notices (Appendix A)

Being transparent and providing accessible information to individuals about how the 
Council uses personal data is a key element of the Data Protection Act 1998 (DPA) and 
the EU General Data Protection Regulation (GDPR). The most common way to provide 
this information is in a privacy notice. This is a notice to inform individuals about what a 
council does with their personal information. A privacy notice will contain the name and 
contact details of the data controller and Data Protection Officer, the purpose for which 
the information is to be used and the length of time for its use. It should be written 
clearly and should advise the individual that they can, at any time, withdraw their 
agreement for the use of this information. Issuing of a privacy notice must be detailed 
on the Information Audit kept by the council. The council will adopt a privacy notice to 
use, although some changes could be needed depending on the situation, for example 
where children are involved. All privacy notices must be verifiable. 

Information Audit 

The DPO must undertake an information audit which details the personal data held, 
where it came from, the purpose for holding that information and with whom the council 
will share that information. This will include information held electronically or as a hard 
copy. Information held could change from year to year with different activities, and so 
the information audit will be reviewed at least annually or when the council undertakes a 
new activity. The information audit review should be conducted ahead of the review of 
this policy and the reviews should be minuted. 

Individuals’ Rights 

GDPR gives individuals rights with some enhancements to those rights already in 
place: 

 the right to be informed
 the right of access
 the right to rectification
 the right to erasure
 the right to restrict processing
 right to data portability
 the right to object
 the right not to be subject to automated decision-making including profiling.

The two enhancements of GDPR are that individuals now have a right to have their 
personal data erased (sometime known as the ‘right to be forgotten’) where their 
personal data is no longer necessary in relation to the purpose for which it was 
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originally collected and data portability must be done free of charge. Data portability 
refers to the ability to move, copy or transfer data easily between different computers. 

 If a request is received to delete information, then the DPO must respond to this 
request within a month. The DPO has the delegated authority from the Council to delete 
information. 

 If a request is considered to be manifestly unfounded then the request could be 
refused or a charge may apply. The charge will be as detailed in the Council’s Freedom 
of Information Publication Scheme. The Town Council will be informed of such 
requests. 

Children 

There is special protection for the personal data of a child. The age when a child can 
give their own consent is 13. If the council requires consent from young people under 
13, the council must obtain a parent or guardian’s consent in order to process the 
personal data lawfully. Consent forms for children age 13 plus, must be written in 
language that they will understand. 

Summary 

The main actions arising from this policy are:

 The Council must be registered with the ICO.
 A copy of this policy will be available on the Council’s website. The policy will be

considered as a core policy for the Council.
 An information audit will be conducted and reviewed at least annually or when

projects and services change.
 Privacy notices must be issued.
 Data Protection will be included on the Council’s Risk Management Policy.
 The Town Council will manage the process.

This policy document is written with current information and advice. It will be reviewed 
at least annually or when further advice is issued by the ICO. 

All employees, volunteers and Councilors’ are expected to comply with this policy at all 
times to protect privacy, confidentiality and the interests of the Council. 

Adopted: 4th June 2018 Minute no: 1658/18 

APPROVALDATE: 
 REVIEW DATE: 
 MINUTE NUMBER: 
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SANDOWN TOWN COUNCIL 

GENERAL PRIVACY NOTICE 

Your personal data – what is it?  

“Personal data” is any information about a living individual which allows them to be identified 

from that data (for example a name, photographs, videos, email address, or address). 

Identification can be directly using the data itself or by combining it with other information which 

helps to identify a living individual (e.g. a list of staff may contain personnel ID numbers rather 

than names but if you use a separate list of the ID numbers which give the corresponding 

names to identify the staff in the first list then the first list will also be treated as personal data). 

The processing of personal data is governed by legislation relating to personal data which 

applies in the United Kingdom including the General Data Protection Regulation (the “GDPR) 

and other legislation relating to personal data and rights such as the Human Rights Act.  

Who are we?  

This Privacy Notice is provided to you by Sandown Town Council which is the data controller for 

your data.  

Other data controllers the council may work with: 

 Local authorities

 Community groups

 Charities

 Other not for profit entities

 Contractors

 Credit reference agencies

We may need to share your personal data we hold with them so that they can carry out their 

responsibilities to the council. If we and the other data controllers listed above are processing 

your data jointly for the same purposes, then the council and the other data controllers may be 

“joint data controllers” which mean we are all collectively responsible to you for your data. 

Where each of the parties listed above are processing your data for their own independent 

purposes then each of us will be independently responsible to you and if you have any 

questions, wish to exercise any of your rights (see below) or wish to raise a complaint, you 

should do so directly to the relevant data controller.  

A description of what personal data the council processes and for what purposes is set out in 

this Privacy Notice.  

The council will process some or all of the following personal data where necessary to 

perform its tasks:  

 Names, titles, and aliases, photographs;

 Contact details such as telephone numbers, addresses, and email addresses;

 Where they are relevant to the services provided by the council, or where you provide

them to us, we may process information such as gender, age, marital status, nationality,

education/work history, academic/professional qualifications,

 Where you pay for activities such as use of the council’s facilities, financial identifiers

such as bank account numbers, payment card numbers, payment/transaction identifiers,

APPENDIX A
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 The personal data we process may include sensitive or other special categories of

personal data such as criminal convictions, racial or ethnic origin, mental and physical

health, details of injuries, medication/treatment received, political beliefs, trade union

affiliation, genetic data, biometric data, data concerning and sexual life or orientation.

How we use sensitive personal data 

We may process sensitive personal data including, as appropriate: 

 your racial or ethnic origin or religious or similar information in order to monitor

compliance with equal opportunities legislation;

 In order to comply with legal requirements and obligations to third parties.

 These types of data are described in the GDPR as “Special categories of data” and

require higher levels of protection. We need to have further justification for collecting,

storing and using this type of personal data.

 We may process special categories of personal data in the following circumstances:

in limited circumstances, with your explicit written consent.

 Where we need to carry out our legal obligations.

 Where it is needed in the public interest.

Less commonly, we may process this type of personal data where it is needed in relation to 

legal claims or where it is needed to protect your interests (or someone else’s interests) and 

you are not capable of giving your consent, or where you have already made the information 

public.  

Do we need your consent to process your sensitive personal data?  

In limited circumstances, we may approach you for your written consent to allow us to process 

certain sensitive personal data. If we do so, we will provide you with full details of the personal 

data that we would like and the reason we need it, so that you can carefully consider whether 

you wish to consent.  

The council will comply with data protection law. This says that the personal data we 

hold about you must be:  

 Used lawfully, fairly and in a transparent way.

 Collected only for valid purposes that we have clearly explained to you and not used in

any way that is incompatible with those purposes.

 Relevant to the purposes we have told you about and limited only to those purposes.

 Accurate and kept up to date.

 Kept only as long as necessary for the purposes we have told you about.

 Kept and destroyed securely including ensuring that appropriate technical and security

measures are in place to protect your personal data to protect personal data from loss,

misuse, unauthorised access and disclosure.

We use your personal data for some or all of the following purposes: 

 To deliver public services including to understand your needs to provide the services

that you request and to understand what we can do for you and inform you of other

relevant services;

 To confirm your identity to provide some services;

 To contact you by post, email or telephone
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 To help us to build up a picture of how we are performing;

 To prevent and detect fraud and corruption in the use of public funds and where

necessary for the law enforcement functions;

 To enable us to meet all legal and statutory obligations and powers including any

delegated functions;

 To carry out comprehensive safeguarding procedures (including due diligence and

complaints handling) in accordance with best safeguarding practice from time to time

with the aim of ensuring that all children and adults-at-risk are provided with safe

environments and generally as necessary to protect individuals from harm or injury;

 To promote the interests of the council;

 To maintain our own accounts and records;

 To seek your views, opinions or comments;

 To notify you of changes to our facilities, services, events and staff, councillors and

other role holders;

 To send you communications which you have requested and that may be of interest to

you. These may include information about campaigns, appeals, other new projects or

initiatives;

 To process relevant financial transactions including grants and payments for goods and

services supplied to the council

 To allow the statistical analysis of data so we can plan the provision of services.

Our processing may also include the use of CCTV systems for the prevention and prosecution 

of crime.  

What is the legal basis for processing your personal data?  

The council is a public authority and has certain powers and obligations. Most of your personal 

data is processed for compliance with a legal obligation which includes the discharge of the 

council’s statutory functions and powers. Sometimes when exercising these powers or duties it 

is necessary to process personal data of residents or people using the council’s services. We 

will always take into account your interests and rights. This Privacy Notice sets out your rights 

and the council’s obligations to you.  

We may process personal data if it is necessary for the performance of a contract with you, or 

to take steps to enter into a contract. An example of this would be processing your data in 

connection with the use of sports facilities, or the acceptance of an allotment garden tenancy  

Sometimes the use of your personal data requires your consent. We will first obtain your 

consent to that use.  

Sharing your personal data  

This section provides information about the third parties with whom the council may share your 

personal data. These third parties have an obligation to put in place appropriate security 

measures and will be responsible to you directly for the manner in which they process and 

protect your personal data. It is likely that we will need to share your data with some or all of the 

following (but only where necessary):  

 The data controllers listed above under the heading “Other data controllers the council

works with”;

 Our agents, suppliers and contractors. For example, we may ask a commercial provider

to publish or distribute newsletters on our behalf, or to maintain our database software;
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 On occasion, other local authorities or not for profit bodies with which we are carrying

out joint ventures e.g. in relation to facilities or events for the community.

How long do we keep your personal data?  

We will keep some records permanently if we are legally required to do so. We may keep some 

other records for an extended period of time. For example, it is currently best practice to keep 

financial records for a minimum period of 8 years to support HMRC audits or provide tax 

information. We may have legal obligations to retain some data in connection with our statutory 

obligations as a public authority. The council is permitted to retain data in order to defend or 

pursue claims. In some cases the law imposes a time limit for such claims (for example 3 years 

for personal injury claims or 6 years for contract claims). We will retain some personal data for 

this purpose as long as we believe it is necessary to be able to defend or pursue a claim. In 

general, we will endeavour to keep data only for as long as we need it. This means that we will 

delete it when it is no longer needed. 

Your rights and your personal data  
You have the following rights with respect to your personal data: 

When exercising any of the rights listed below, in order to process your request, we may need 

to verify your identity for your security. In such cases we will need you to respond with proof of 

your identity before you can exercise these rights.  

1) The right to access personal data we hold on you

 At any point you can contact us to request the personal data we hold on you as well as

why we have that personal data, who has access to the personal data and where we

obtained the personal data from. Once we have received your request we will respond

within one month.

 There are no fees or charges for the first request but additional requests for the same

personal data or requests which are manifestly unfounded or excessive may be subject

to an administrative fee.

2) The right to correct and update the personal data we hold on you

 If the data we hold on you is out of date, incomplete or incorrect, you can inform us and

your data will be updated.

3) The right to have your personal data erased

 If you feel that we should no longer be using your personal data or that we are

unlawfully using your personal data, you can request that we erase the personal data we

hold.

 When we receive your request we will confirm whether the personal data has been

deleted or the reason why it cannot be deleted (for example because we need it for to

comply with a legal obligation).

4) The right to object to processing of your personal data or to restrict it to certain

purposes only

 You have the right to request that we stop processing your personal data or ask us to

restrict processing. Upon receiving the request we will contact you and let you know if

we are able to comply or if we have a legal obligation to continue to process your data.

5) The right to data portability
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 You have the right to request that we transfer some of your data to another controller.

We will comply with your request, where it is feasible to do so, within one month of

receiving your request.

6) The right to withdraw your consent to the processing at any time for any processing

of data to which consent was obtained

 You can withdraw your consent easily by telephone, email, or by post (see Contact

Details below).

7) The right to lodge a complaint with the Information Commissioner’s Office.

 You can contact the Information Commissioners Office on 0303 123 1113 or via email

https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office,

Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.

8) Transfer of Data Abroad

 Any personal data transferred to countries or territories outside the European Economic

Area (“EEA”) will only be placed on systems complying with measures giving equivalent

protection of personal rights either through international agreements or contracts

approved by the European Union. [Our website is also accessible from overseas so on

occasion some personal data (for example in a newsletter) may be accessed from

overseas].

Further processing

 If we wish to use your personal data for a new purpose, not covered by this Privacy

Notice, then we will provide you with a new notice explaining this new use prior to

commencing the processing and setting out the relevant purposes and processing

conditions. Where and whenever necessary, we will seek your prior consent to the new

processing.

Changes to this notice

 We will keep this Privacy Notice under regular review and we will place any updates on

this web page: http://www.sandowntowncouncil.gov.uk

Contact Details

 Please contact us if you have any questions about this Privacy Notice or the personal

data we hold about you or to exercise all relevant rights, queries or complaints at:

The Data Protection Officer  

Clerk to Sandown Town Council  

townclerlk@sandowntowncouncil.gov.uk 

I have read the above Privacy Notice and give permission for Sandown Town Council  to 

retain my personal information in relation to the contract held between us. 

Signed……………………………………………….. 

Date …………………………………………………. 

http://www.sandowntowncouncil.gov.uk/
mailto:townclerlk@sandowntowncouncil.gov.uk
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GRIEVANCE PROCEDURE 

1. PURPOSE AND SCOPE

It is the policy of the council to give employees the opportunity to air and seek redress
for any individual employment grievance which they may have. Grievances may be any
concerns, problems or complaints employees wish to raise with the council. This
document describes the procedure which aims to facilitate a speedy, fair and
consistent solution to an individual employee's employment grievance. This procedure
is produced in line with the ACAS Code of Practice 2009 as set out in the Employment
Act 2008.

2. PRINCIPLES

a) At every stage in the procedure the employee will be given the opportunity
to state his or her case before any decision is made.

b) Grievances will be dealt with promptly and consistently

c) At all formal stages the employee will have the right to be accompanied by a
work colleague or trade union representative during the Grievance Hearing.

d) An employee will have the right to appeal against any outcome of a
Grievance Hearing.

e) At no time will an employee be penalised or victimised for having raised a
Grievance against the council

3. PROCEDURE

3.1 Wherever possible, any grievance should be raised informally with the 
Employee's line manager, or if this is inappropriate with the next level of 
management. In the case of the Clerk to the council raising a grievance this should 
be directed to the Chair or Mayor of the council unless the complaint is about the 
Chair or Mayor in which case another Member can be identified to handle the 
Clerk's concerns. The recipient of the grievance from a clerk should share the 
grievance with the relevant committee established to handle employment 
matters and the issues should be treated with discretion and confidentiality at all 
times. 

3.2 Written Statement: If the employee does not consider it appropriate to raise the 
grievance informally, or if requested by the person the employee spoke to 
informally, then the employee should submit a formal grievance in writing to their 
line manager, or if this is inappropriate to the next level of management. 

3.3 Meeting or Hearing: Generally, within a reasonable period of time e.g. five 
working days of receipt of a written complaint, the line manager or Chair of the 
appropriately convened committee or hearing panel will arrange a meeting with 
the employee.  
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The Hearing Manager will endeavor to make the meeting arrangements mutually 
convenient and will arrange a confidential location, free from interruptions. The 
manager will investigate the substance of the complaint and hear submissions 
from the employee concerned together with such other submissions or evidence 
ass/he shall consider appropriate and take such steps as s/he shall consider 
necessary to resolve the issue raised. It may be necessary to adjourn the meeting 
in order for an investigation to take place.  

Careful consideration of the evidence and the necessary steps required to resolve 
the problems will be given to the grievance. The employee may call witnesses by 
prior arrangement with the panel. There is no right for a Member or employee 
implicated in an employee's grievance to cross examine the aggrieved during a 
grievance hearing but the Panel may wish to make its own investigations through 
interviewing these individuals and/or other witnesses separately. The Panel may 
ask the employee what he or she would like to happen as a result of raising the 
grievance and bear this in mind when preparing the response. 

3.4 Response: The Hearing Manager will advise the decision to the employee in 
writing and, where appropriate, include an action plan to assist in the resolution 
of the problem. Councils which handle internal disputes effectively generally 
consider the options and costs in a timely fashion, then agree and publicise the 
workable solutions, monitor, review and learn from the experience. There may be 
some value in exploring Mediation as a way in which to resolve differences 
between two parties. 

3.5 Appeal: If the employee is dissatisfied with the decision of the line manager on 
his/her complaint, s/he may appeal against the decision to the Mayor with written 
notice within five working days of the decision. 

An Appeal may be raised if: 

• The employee thinks the finding, or action plan, is unfair
• New evidence has come to light
• The employee thinks that the procedure was not applied properly

On receipt of the appeal the council's Appeals Panel shall arrange to meet and 
consult with the employee, the line manager or Members concerned and any 
other persons, as s/he shall consider appropriate without unreasonable delay. 
The Appeal Hearing Chair shall consider the issues and shall then take all such 
steps, as s/he may consider necessary to resolve those issues. Where the 
council's Chair or Mayor has chaired the initial grievance meeting the Vice Chair 
or Chair of another committee will hear the appeal as a hearing manager the 
decision of the Appeal Hearing will be final. The council will need to ensure that 
the Members involved in the hearings are able to act impartially and reasonably 
at all times. The outcome of the appeal should be conveyed to the employee in 
writing in a timely manner. 
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3.6 Bullying or Harassment: If a grievance concerns alleged bullying or harassment 
the matter should be reported promptly to the employee's Line Manager, or 
Mayor or Deputy if more appropriate, with an indication of the required action. 
The complaint will then be investigated and any action taken and any resolution 
achieved will be reported back. If the solution is not satisfactory to the 
complainant, the matter will be discussed further and, if appropriate, an 
alternative solution agreed.  
The decision at this stage will generally conclude the enquiry. If a further appeal 
or review is available the employee will be notified. As a result of an investigation 
into a claim of harassment disciplinary action may be instigated against any 
alleged perpetrators of the action or in the case of alleged perpetrators being 
elected Members a Code of Conduct complaint lodged by the council through the 
Monitoring Officer of the Isle of Wight Council. Refer to the Dignity at Work 
Policy for further details 

3.7 Right to be Accompanied: At any formal stage of the procedure an employee may 
be accompanied by a fellow employee of their choice or their trade union 
representative or official of a trade union (appropriately accredited) but as this is 
an internal procedure they will not be entitled to be accompanied by any 
external supporter e.g. partner, parent, solicitor etc. This right to be 
accompanied is enshrined in the Employment Relations Act 1999. To exercise this 
right the employee should make a reasonable request. The companion will be 
allowed to address the hearing, put and sum up the employee's case, respond to 
views expressed at the hearing and to confer with the employee during the 
hearing (sometimes in an adjournment) but is not allowed to answer questions 
on the employee's behalf, address the hearing if the employee does not wish itor 
prevent the employer from explaining their case. 

3.8 Hearing Panels: The Council will establish hearing panels to hear disciplinary and 
grievance hearings on an annual basis so that if a dispute does arise in the 
workplace the elected members involved are already trained and briefed on their 
duties as a hearing or appeal panel member. In situations where individual 
members are implicated in the dispute or have undertaken an investigatory role 
then they will need to be substituted as panel members. 

3.9 Confidentiality: So far as is reasonably practicable, the council will keep any 
grievance or complaint of harassment confidential between the manager or 
Member investigating the grievance or complaint, the employee and the person 
about whom the grievance or complaint is made. If it is necessary to investigate 
the matter with any other employee or person, the employee will be so advised. 

3.10 Record Keeping: In all cases, written records of the nature of the grievance 
raised, the employer's response, action taken (with reasons), details of any appeal 
and subsequent developments will be retained and kept in accordance with the 
Data Protection Act 1998. 

3.11 Grievances raised during Disciplinary Process 
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In some circumstances when a disciplinary process has commenced an employee 
chooses to exercise his/her right to raise an internal grievance about the 
employment relationship with the council or individual Members. In line with 
ACAS advice, disciplinary matters are placed on hold until grievances have been 
aired and actions towards a resolution have been progressed. In exceptional 
circumstances it is pragmatic to deal with the two disputes concurrently but 
specialist advice should be sought if this arises. 

4. GETTING IT WRONG

Following the repeal of the 2004 Dispute Resolution regulations employees no longer
HAVE to raise a grievance before going to an employment tribunal. However,
establishing a mechanism for differences and disputes to be resolved internally can
often allow the employment relationship to continue. Failure to follow the ACAS Code
of Practice (available at www.acas.org.uk) when dealing with grievances can lead to an
Employment Tribunal awarding an uplift of an award against the council of up to 25%.

Tribunals dealing with constructive dismissal and discrimination claims are particularly
interested in whether the employer followed a procedure when dealing with an
internal dispute and whether the employer acted fairly and reasonably. One way in
which to avoid such a penalty is to have an agreed procedure, communicate that
procedure to staff and Members, revisit and review the procedure regularly and have
some training for those who are expected to operate the procedure.

REAFFIRM DATE:  
REVIEW DATE:  
MINUTE NUMBER: 
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SANDOWN TOWN COUNCIL 

HEALTH & SAFETY POLICY 

1 POLICY STATEMENT 

Sandown Town Council is committed to maintaining safe and healthy working conditions and to 
preventing accidents and instances of work-related ill health by ensuring that all activities carried 
out on council premises or undertaken by its employees are managed in such a manner so as to 
avoid, reduce or control all foreseeable risks to the health and safety of anyone who may be 
affected by such activities as far as is reasonably practicable. 

This policy will be reviewed and revised, as necessary,  every year. 

2 EMPLOYER'S RESPONSIBILITIES 

In furtherance of the above policy statement and the need to ensure compliance with the following: 

a) Health and Safety at Work etc Act 1974
b) Management of Health and Safety at Work Regulations 1999
c) Workplace (Health, Safety and Welfare) Regulations 1992
d) Health and Safety (Display Screen Equipment) Regulations 1992
e) Provision and Use of Work Equipment Regulations 1998
f) Manual Handling Operations Regulations 1992
g) Health and Safety (First Aid) Regulations 1981(SI 1981/917)
h) The Health and Safety Information for Employees Regulations 1989
i) Employers’ Liability (Compulsory Insurance) Act 1969
j) Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)
k) Electricity at Work Regulations 1989
l) Control of Substances Hazardous to Health Regulations 2002
m) Gas Safety (Installation and Use) Regulations 1994

The Town Council will: 

 provide and maintain safe plant and equipment and safe systems of work;

 ensure materials and substances used are properly stored, handled, used and

 transported;

 assess the risks to the health and safety of anyone who may be affected by work activities;

 consult with employees on matters affecting their health and safety and ensure that all
employees are competent to do their tasks;

 provide information, training, instruction and supervision;

 provide a safe place  of employment;

 provide a healthy working environment;

 provide a written Health and Safety Policy;

 look after the health and safety of other people, in addition to employees;

 talk to safety representatives.

3 EMPLOYEES' RESPONSIBILITIES 

Employees have a legal responsibility to take care of the health and safety of themselves and 
others who may be affected by their actions or omissions and to co-operate with supervisors and 
managers on health and safety issues. Employees should not interfere with anything provided to 
safeguard their health and safety and should report all health and safety concerns to the 
appropriate person as set out in this policy. 
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4   ROLES 

4.1  The Town Council  has overall responsibility for health and safety in the 
workplace and for ensuring that adequate resources are made available to allow the 
implementation of this policy. 

4.2 The Clerk has day-to-day responsibility for ensuring that this policy is implemented. 

5   RISK ASSESSMENTS 

5.1  Every work activity to be undertaken will be subjected to a health and safety risk 
assessment prior to the activity starting, in consultation with those who will undertake the work 
.  
5.2  A separate fire risk assessment will also be undertaken by the Clerk who will take reasonable 
steps to reduce the risk from fire and ensure occupants can safely escape the premises if a fire 
does occur.  

5.3  A written record of the assessments will be provided identifying any significant hazards and 
describing the preventative and protective measures required to avoid, eliminate, reduce or control 
the risks identified to a tolerable level. The control measures must be implemented and adequately 
maintained and records kept of any monitoring or maintenance of equipment undertaken. 

5.4  Action required removing or control health and safety risks will be approved by the Council 
who will be responsible for ensuring the action required is implemented. The Council will check 
that the implemented actions have removed or reduced the risks.  

5.5 The Council will also check that the implemented actions have removed or reduced the risks. 
Assessments will be reviewed every year or when significant changes in the work activity occur, 
whichever is soonest by Town Council. 

6   SAFE PLANT AND EQUIPMENT 

6.1  When selecting and purchasing items of plant and equipment it is essential to ensure, as far 
as possible, that such items are safe and are appropriate for the task and location for which they 
are intended to be used.  

6.2  The Council is responsible for ensuring that any new plant and equipment meets health and 
safety standards before it is purchased. 

6.3  Account must be taken of the persons required to use the items which must be selected to 
minimise any possible adverse effects to the user and other persons who may be affected. 

6.4  It is also essential to ensure that all plant and equipment is kept safe through regular 
maintenance and inspection and that all employees are trained to use equipment safely and are 
aware of instructions provided by manufacturers and suppliers. 

6.5  Any problems found with plant and equipment should be reported to the Clerk. 

6.6   All employees are responsible for identifying all plant and equipment needing maintenance. 

6.7  The Clerk is responsible for ensuring effective maintenance procedures are installed and the 
Council is responsible for ensuring that all identified maintenance is implemented. 
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7   HAZARDOUS SUBSTANCES 

7.1  Using chemicals or other hazardous substances at work can put people's health at risk. The 
law requires employers to control exposure to hazardous substances to prevent ill health. 

7.2  The main law on hazardous substances at work is the Control of Substances Hazardous to 
Health Regulations 2002 ("COSHH"). It defines hazardous substances to include most hazardous 
chemicals (including waste and by-products), biological agents and any dust. 

7.3  Harmful substances which are covered by COSHH include the vast majority of chemicals, 
many of which have a warning label. Examples may include bleach and other cleaning agents with 
a warning label, wood dust, glues and adhesives, solvents, paints, pesticides and chemical 
fertiliser, medicines and biological agents, oils and fuels, printer/photocopier toner, inks, and paper 
dust.  This list is not exhaustive.  

7.4  The Clerk is responsible for identifying all substances that need a COSHH assessment and for 
undertaking COSHH assessments and ensuring all relevant employees are informed. 

7.5  The Council is responsible for ensuring that all actions identified in the assessments are 
implemented.  

7.6  The Admin Assistant  is responsible for checking that new substances can be used safely 
before they are purchased and report to the Clerk. 

8   TRAINING 
8.1  All employees must receive health and safety induction training as soon as possible after 
starting employment and job specific health and safety training where work activities require it. 

8.2  A training needs analysis should be conducted for each job and if this highlights a training 
requirement then appropriate training must be provided within a reasonable time scale.  

8.3  Records of all training undertaken by employees will be kept by the Clerk. 

9   REPORTING ACCIDENTS, INVESTIGATING AND MONITORING 

9.1 All employees are required to report all accidents and work-related causes of sickness 
absence to the Clerk and where the employee is the Clerk, to the Mayor or Deputy Mayor of the 
Council. 

9.2 The purpose of reporting such incidents and any subsequent investigation is to identify the 
underlying cause(s) and any contributing factors and to prevent a recurrence. The Clerk is 
responsible for investigating accidents.  

9.3 The Clerk is responsible for investigating work-related causes of sickness absence. The 
Council is responsible for acting on investigation. 

10   ACCIDENTS AND FIRST AID 

10.1 Employers are required by law to have first aid provisions in the workplace. 

10.2 Employers are also required to report certain work-related accidents, dangerous occurrences 
and diseases. The appointed person is the Town Clerk. The first aid box is kept in the kitchen. 

10.3 All accidents and instances of work-related ill health will be recorded in the accident book. 
The Clerk is responsible for reporting accidents, diseases and dangerous occurrences to the 
enforcing authority. 
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11   EMERGENCY PROCEDURES 

11.1  All employees should read the Fire Action Notices provided in all areas of the workplace 
which give details of the company's fire and emergency procedures.  

11.2  Escape routes will be checked every month by the Clerk. Fire extinguishers will be 
maintained and checked every year by the Council’s appointed contractor. 

12   CONSULTATION WITH EMPLOYEES 
Employees will be consulted on matters affecting their health and safety at regular intervals. 

13   INFORMATION AND SUPERVISION 

13.1 Employers must display the health and safety law poster or alternatively, provide employees 
with individual copies of the same information in a leaflet. The Health and Safety Law poster will be 
displayed in the foyer. 

13.2 Employers have an added duty to young people to provide information, instruction, training 
and supervision. Supervision given to young people must be greatly increased to ensure that they 
are fully supervised at all times. 

14. APPRENTICE/YOUNG EMPLOYEES

14.1 When employing a young person as an apprentice, an employer has a responsibility to 
provide the same protection for their health, safety and welfare as for other employees. 

14.2 If an employer currently employs a young person, or has done so in the last few years, their 
existing risk management arrangements should be sufficient if a new young person is of a broadly 
similar level of maturity and understanding, and has no particular needs. 

14.3 If employing a young person for the first time, or employing one with particular needs, an 
employer will need to review their risk assessment, taking into account the specific factors for 
young people before they start their apprenticeship. A risk assessment will be carried out as part of 
the induction process to ascertain if there are any specific factors or additional needs to cater for. 

15   DISPLAY SCREEN EQUIPMENT 

The Health and Safety (Display Screen Equipment) Regulations 1992 specify minimum 
requirements for work with display screen equipment (DSE). In addition, the Management of 
Health and Safety Regulations 1999, The Provisions and Use of Work Equipment Regulations 
1998, the Workplace (Health, Safety and Welfare) Regulations 1992 also stipulate general duties 
which apply. In order to comply with the many statutory obligations and associated codes of 
practice and guidance below should be adhered to. 

15. 1. ARRANGEMENTS FOR SECURING THE HEALTH & SAFETY OF DSE USERS

The Council will endeavour, so far as is reasonably practicable, to secure the health and safety of 
Display Screen Equipment (DSE) users. To achieve this, the following measures will be adopted: 

(a) The Clerk will be responsible for identifying users in accordance with the DSE guidance and for
ensuring that an assessment of the workstations within their area of responsibility is undertaken,
taking into account the display screen equipment, the furniture, the working environment and the
operator/user. This assessment must be reviewed if significant changes are made to the
workstation or work tasks.
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(b) The Clerk will complete the assessment forms and will be  responsible for maintaining up to
date workstation records, for issuing individual user checklists and for the secure storage and
retrieval of all DSE documents.

(c) Where, as a result of the assessment risks are identified, necessary measures must be taken
by the Council to remedy the problems identified.

(d) Work activities must be planned so as to incorporate changes of task within the working day in
order to prevent excessive periods of display screen equipment use and to provide rest periods
before the onset of fatigue where natural breaks do not occur.

(e) Software will be reviewed and selected to ensure that it is suitable for the task and not
unnecessarily complicated.

(f) Arrangements must be made at the request of an employee, who has been identified as a DSE
user for an appropriate eye/eyesight test. If corrective appliances are required for DSE work the
Council will meet the basic cost.

(g) In accordance with the opticians report, to provide re-examination within the time scale subject
to the refusal of the display screen equipment user, in writing, not to do so.

(h) To provide employees, temporary workers and other DSE users with details of
Work station assessments and measures to be taken to avoid risk.

(i) In the case of adverse health or medical conditions being identified, the Clerk will report details
to the Council in order that health surveillance measures can be affected. Users should be
redeployed until such time as medical practitioner grants permission for them to continue using
display screen equipment or it becomes necessary to review the case.

15.2 PROVIDING EYE AND EYESIGHT TESTING AND ANY NECESSARY 
CORRECTION FOR DSE WORK 

Those members of staff who have been identified as DSE “users” are entitled on request, to an 
eye and eyesight test which the council must pay. If the test shows that they need special 
corrective appliances for DSE work the council will pay for the cost of the lenses and a basic frame 
(i.e. of a type and quality adequate for its function) to the maximum of £50.00. If after subsequent 
eye tests a change in lens is required, where practical, users should utilise existing frames. If a 
user chooses spectacles to correct eye or vision defects for purposes which include display screen 
work but go wider than that, the Council will only contribute to the cost attributable to the display 
screen work involved. Examples of this are more expensive frames or optional lenses and 
coatings. 

 ----------------------------------------------- 
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SANDOWN TOWN COUNCIL 

LONE WORKER POLICY 

1. Statement of Policy

Sandown Town Council will take every practicable step to protect the health, safety and 
welfare of its Employees and Councillors whenever they are required by the nature of their 
duties to work alone and without direct support and supervision. 

The Council’s employees are expected to work alone and for some staff lone working is the 
norm. Whilst working alone is not in itself unsafe there may be circumstances where 
working alone can increase risks. The Council recognises that there may be increased risks 
to staff who are required to work alone. The implementation of this policy should help to 
reduce these risks. 

The policy applies to employees and Councillors and for the purposes of this policy lone 
working is defined as any activity or function performed on behalf of Sandown Town Council 
without any close supervision or with other employees. 

2. Organisation and Arrangements
Sandown Town Council is responsible for: 
• The lone working arrangements of employees;
• Determining the contents of this policy;
• Ensuring that there are arrangements for identifying, evaluating and managing risk
associated with loneworking;
• Ensuring compliance with the policy and providing resources for putting the policy
into practice;
• Making sure that employees and councillors are aware of this policy;

• Making sure that appropriate support is given to employees and Councillors
involved in any incident.

The Clerk to the Council is responsible for: 
• Making sure that risk assessments are carried out and reviewed regularly;

• Reporting annually to the Full Council on any incidents and actions taken in
response.

All Employees and Councillors engaged in lone working are responsible for:- 
• Taking reasonable care of themselves and other people who may be affected by

their actions;
• Follow all rules and regulations laid down by the Town Council;
• Report all incidents that may affect the health and safety of themselves or others;
• Taking part in training designed to meet the requirements of this policy;
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• Report any dangers they identify or any concerns they might have;
• Record full details of their lone working time;
•  Recognise and assess potentially high risk activities before carrying out any work

activity and put in    place appropriate arrangements to carry out the identified task
safely to mitigate risk associated with working alone;

• In addition, and if appropriate, complete a form detailing visits from aggressive or
potentially violent
people. Any such forms or reports should be provided to the Clerk for appropriate

action to be taken. 

3. Lone Worker Guidance
• Lone workers must carry their mobile telephone.
• Lone workers must carry any personal alarm supplied by the Town Council.
• Employees and Councillors must take reasonable care not to put themselves at

undue risk. If they feel that they would be at particular risk unless additional
precautions are taken then they should discuss this with   the Clerk in  the first
instance.

• Plan the visit – let someone know time of leaving, where going and estimated time
of return.

• Try to avoid confrontation. If a situation does become heated try to stay calm. If
violence is threatened it is best to withdraw.
In the event that an officer suspects that a violent attack is imminent it may be
possible to use a mobile  telephone to summon assistance (e.g. 999 for the police).
Heated arguments can suddenly escalate to the point at which violence is used and
in practice there may be little time to call for help.

• Officers who find themselves in a violent situation may activate their personal
alarms. It may be that activation of an alarm is enough to bring an attacker to their
senses and persuade them to break off the attack.

• Note, personal attack alarms are not weapons and should be used only to startle
an attacker and alert  passers-by. Aggressive use of such alarms may actually
inflame a situation.

• Personal attack alarms are not toys! They can emit a piercing noise and could
damage hearing if held close  to someone’s ear. Do not use them for practical jokes

• Ensure that you are properly trained and have the skills and knowledge to do your
job safely and without  risks to health. If you feel that you need extra training then
discuss this with the Clerk.
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REVIEW DATE:  
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SANDOWN TOWN COUNCIL 

Publication Scheme 

(Freedom of Information Act) 
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PUBLICATION SCHEME 
1. INTRODUCTION

1.1. The Freedom of Information Act 2000 

The Freedom of Information Act grants to members of the public rights of access to a variety 
of recorded information held by a wide range of public authorities. Information about the 
Act is available from the Information Commissioners Officers at www.ico.gov.uk . 

1.2. Publication Scheme 

1.2.1. The Act requires every public authority to adopt and maintain a generic model publication 
scheme. This policy is designed to provide everyone with a comprehensive guide to the 
information that the council will automatically or routinely publish, or otherwise make 
available to the public. 

1.2.2. The model scheme is Appendix A of this document. 

1.3. Sandown Town Council’s Commitment to the Act 

The Town Council believes in maintaining the transparency of the Council and strives to maintain an 
open approach to its business. 

1.4. Freedom of Information Requests and the Publications Scheme 

1.4.1. The purpose of this publication scheme is to set out the information that is routinely available. 
Information that is not listed in the Information Available Guide of this document can still be 
requested and will be made available unless there is a reason for it to be legitimately withheld.  

1.4.2. Application for any information not included in the guide below can be made by making a written 
request to the Town Clerk who will reply within 20 working days after receipt of the request. 

2. INFORMATION AVAILABLE FROM SANDOWN TOWN COUNCIL UNDER THE MODEL
PUBLICATION SCHEME.

Information to be published 
How the information 

can 
be obtained 

Class1 - Who we are and what we do 
(Organisational information, structures, locations and contacts) This will be current information only 

Who’s Who on the Council and any Committees Website 
Hard Copy from Clerk 

Contact details for Town  Clerk and Council members (named contacts with 
email address ) 

Website 
Notice Board 
Hard Copy 

Location of main council office and accessibility details Website 
Notice Board 

Staffing structure Website 
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Information to be published 
How the information 

can 
be obtained 

Class 2 – What we spend and how we spend it. 
(Financial Information - Current and previous financial year) 

Annual return form and report by auditor Notice board 
Hard Copy 
Website 

Finalised budget Website 
Hard Copy 

Precept (In Minutes & Accounts) Website 
Hard Copy 

Borrowing Approval letter Hard Copy 

Financial Standing Orders and Regulations Website 
Hard Copy 

Grants given and received Website (Minutes) 
Transparency Code 
Hard Copy  

List of current contracts awarded Website 
Transparency Code 
Hard Copy 

Members’ allowances and expenses, if applicable Hard Copy 

Class 3 – What are our priorities and progress 
(Strategies and plans, performance indicators, audits, inspections and reviews) 

Local charters drawn up in accordance with DCLG guidelines No Charters/Not 
available 

Class 4 – How we make decisions 
(Decision making processes and records of decisions) 

Timetable of meetings (Council, any committee/sub-committee meetings and 
town meetings) 

Website 

Agendas of meetings (as above) Website 
Notice board 

Minutes of meetings Website 
Hard Copy 

Reports presented to council meetings  (current meeting only) Website 

Responses to consultation papers (current meeting only) Website (Minutes) 
Hard Copy  

Responses to planning applications Website (Minutes) 
IWC Planning Portal 

Bye-laws None/Not available 

Class 5 – Our policies and procedures 
Current information only Information 

Committee - Terms of Reference Website (Minutes) 
Hard Copy 

Delegated authority in respect of officers (if applicable) Hard Copy 

Code of Conduct Website 

Other Policy statements Website 



4 

Information to be published 
How the information 

can 
be obtained 

Internal policies relating to the delivery of services: 

Equality and diversity policy Website 

Health and safety policy Website 

Recruitment policies WebsiteEmail 

Policies and procedures for handling requests for information Website 
Hard Copy 

Complaints procedure Website 
Hard Copy+B16 

Records management policies (records retention, destruction and archive) Website 

Data protection policies Website 

Schedule of charges ( for the publication of information) Website 

Class 6 – Lists and Registers 
(Currently maintained only) 

Any publicly available register or list: 

Assets Register Hard Copy 

Disclosure log None 

Register of members’ interests Website 
iwight.com 

Register of gifts and hospitality Viewing only (Clerk) 

Class 7 – The services we offer 
(Current information only) 

Broadway Centre 
Meeting rooms and hall hire 

Website  
Transparency Code 

Recreation Facilities  at Sandham Gardens 
Skate Parks  
MUGA 
Steven Jenkins Playground Adizone 

Assets Register 
(viewing only) 

Seating Assets Register 
(viewing only) 

Public conveniences 
Yaverland Toilets 
St John’s Road Toilets  
Eastern Gardens Toilets 

Assets Register  
(viewing only) 
Transparency Code 

Los Altos Park public open space Assets Register  
(viewing only) 
Transparency Code 
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3. CHARGES

Method Charge 

Assets Register (viewing only) Free 

Email Free 

Hard Copy 10 p per page plus postage at standard Royal Mail charge. 

Notice board Free 

Transparency Code Free 

Viewing only (Clerk) Free 

Website Free 

Staffing structure Free 

Hard Copy  (black & white) 
10 p per page 

Postage at standard Royal Mail 2nd Class. 





6 

APPENDIX A 



7 



8 



9 



1 

SANDOWN TOWN COUNCIL 

Protocol and Guidance for Recording, Photography and use of Social 

Media at Sandown Town Council Meetings 

 Guidance 

This guidance applies to any council or committee meetings that are open to the public. 

The Council allows any member of the public or press to report on all public meetings subject to 

limited exceptions outlined below. The term reporting includes the taking of photographs, filming, 

audio-recording, tweeting, blogging or generally reporting on proceedings. 

Those wishing to undertake any reporting of meetings are asked to advise the Clerk in advance of 

the meeting of their intention to do so, as explained below, in order to allow necessary 

arrangement to be made if required. 

The chair of the meeting shall advise members of the public and members that the meeting may 

be recorded if notice has been received that reporting is happening. 

The purpose of this protocol is to provide guidance, particularly, for members of the press or 

public on reporting of any Town Council meeting which is held in public. 

Although there is a legal right to allow reporting of Council meetings the proceedings of that 

meeting must not be disrupted by the use of any equipment or the manner in which the reporting 

is undertaken. It is also important that reporting does not inhibit community involvement in the 

proceedings. 

Guidelines for Reporting 

Any member of the public or of the media wishing to report a public meeting should ensure that: 

1. Any photography or audio / visual recording must take place from a fixed position in the

meeting room approved by the Chairman so as to minimise disruption to the proceedings

2. The use of flash photography, additional lighting, sound booms or other equipment that may, in

the chairs opinion, be likely to be intrusive or in any way interfere with proceedings will only be

allowed if agreed in advance with the Chairman.

3. If the Chairman feels that any photography, audio or visual recording is disrupting the meeting

in any way then the operator of the equipment will be required to stop reporting.

4. If during the meeting a motion is passed to exclude the press and public, because confidential

or exempt information is likely to be disclosed, then all rights to report the meeting cease and the

operator of the equipment will be required to stop reporting and leave the meetings taking all

reporting equipment with them.
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5. They comply with any request made by the Chairman regarding respecting the public’s right to

privacy.

6. People seated in the public seating area should not be photographed, filmed or recorded

without the consent of the individuals concerned. This also applies to those individuals who may

ask a public question, present a petition or make a representation at a Council meeting open to

the public and who are not seated in a “public seating area”.

7. Photographs, audio, and visual recordings should not be edited in a way that could lead to

misinterpretation of the proceedings. This includes refraining from editing the views being

recorded in a way that may ridicule or show lack of respect.

Notices advising the public that the public meeting may be reported on will be displayed in or 

directly outside the relevant meeting room and this will be noted on the agenda. The Chairman will 

also make an announcement that the meeting may be photographed, recorded or filmed. 

What if I don’t want to be recorded? 

If as a member of the public you do not wish to be photographed, filmed or recorded please inform 

the Clerk in advance of the meeting. If you are concerned for your personal safety it may be 

possible to make alternative seating arrangements. 

What is the procedure prior to the Meeting for those wishing to Record or Photograph a 

Meeting? 

Members of the public wishing to report on a public meeting should wherever possible contact the 
Clerk for the meeting concerned two working days before the meeting or advise the Clerk before 
the meeting starts. 

The request should include the following information: 

1. Which meeting this refers to;

2. The name, organisation (if applicable) and contact details of the person making the request;

3. What equipment it is intended will be used (e.g. camera/audio recorder/video camera, tri-pod
etc);

4. What the photographs, or audio / visual recording will be used for and / or where the
information is to be published.

What is the procedure for reporting during the meeting?  

All reporting equipment must be set up before the meeting starts to avoid disrupting the meeting. 

If the Chairman feels the photography/ audio / visual recording is disrupting the proceedings the 

operator of the equipment will be required to stop reporting. 
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If the person continues reporting after having being requested to desist then the Chairman will ask 

the person to leave the meeting. If the person refuses to leave then the Chair may adjourn the 

meeting or make other appropriate arrangements for the meeting to continue without disruption. 

Anyone asked to leave a meeting because they have refused to comply with the Chairman’s 

requests may be refused permission to report at future Council meetings that are open to the 

public. 

If during the meeting a motion is passed to exclude the press and public, because confidential or 

exempt information is likely to be disclosed, then all rights to record the meeting are removed. All 

equipment shall be removed from the meeting room when members of the public and press are 

excluded. 

If a meeting for which agreement is given to report is adjourned by the Chairman then any 

reporting should stop at the point at which the meeting is adjourned. 

Social Media 

There are no restrictions placed on anyone at the meeting using Twitter, blogs, Facebook or 

similar “social media” provided that the Chairman does not consider their actions are disrupting 

the proceedings of the meeting. 

If the Chairman feels the use of social media is at the time disrupting the proceedings the 

Councillor, member of the public or media representative may be required to stop. 

If use continues the Chair will ask the person to leave the meeting. If the person refuses to leave 

then the Chair may adjourn the meeting or make other appropriate arrangements for the meeting 

to continue without disruption. 

What is disruptive behavior? 

Essentially, this could be any action or activity which disrupts the proper conduct of meetings. 

Examples could include: 

 moving to areas outside the areas designated for the public or press without the consent of the

Chairman,

 excessive noise in recording or setting up or re-siting equipment during the debate/discussion,

 intrusive lighting and use of flash photography; and

 Asking for people to repeat statements for the purposes of recording.

Can I leave recording equipment in a public meeting room and record without being 

present? 

There is no legal prohibition, however, under this guidance and council standing orders the 

committee may require any such recording to stop if at any stage the meeting became a private 

meeting and so someone is required to be present to stop the equipment. In addition the Council 

will not be responsible for the security of any equipment left unattended. 
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Are there any limits to what I can say in a tweet or video or report I publish? 

The law of the land applies including the law of defamation and the law on public order offences. 

Freedom of speech within the law should be exercised with personal and social responsibility, 

showing respect and tolerance towards the views of others. 

Will I be able to provide commentary during the meeting? 

Any person can provide written commentary during a meeting, as well as oral commentary outside 

or after the meeting. 

The new rules do not permit oral commentary during a meeting as this would be disruptive to the 

good order of the meeting. 

--------------------------------------------------------------- 
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Staff Recruitment and Retention Policy 
 

Staff Recruitment 
 

1.1 Any vacancy will have a Job Description and Person Specification prepared for it and this will 
be available to any prospective candidate by way of the Town Council website or a 
recruitment pack. 

1.2 Application for vacancies will be by means of standard application forms 
 

1.3 All applications received by the deadline will be viewed and assessed against the job 
description and person characteristics appertaining to the specific vacancy. A shortlist will be 
drawn up for those candidates selected for interview. Any variation to 1.1 and/or 1.3 will be 
informed to the Council and minuted. 

 
1.4 Candidates will be selected taking full account of the provisions of any Equality legislation in 

force at the time. 
 

1.5 Offers of employment following the selection process described above will normally be made 
initially by telephone and followed up by a letter. 

 
1.6 Unsuccessful candidates will be informed of the outcome by letter and feedback will be made 

if requested. 
 

1.7 All offers of employment are made subject to satisfactory references being received and are 
subject to a three month probationary period.. 

 
1.8 That references taken up will be from the current employer or immediate past employer. The 

Town Council will also check on the candidate's right to work in the UK according to Home 
Office rules. 

 
1.9 The Town Council will also need to verify any qualifications which are relevant to the position 

being offered through sight of the appropriate original documentation. 
 

1.10 All staff employed by the Town Council will be required to sign the Town Council's formal 
Contract of Employment on appointment and not later than 2 months into their service with 
the Town Council. 

 
1.11 All staff are paid in accordance with the nationally negotiated local government pay scales in 

force at the time, and subject to the NJC terms and conditions 
 
 

Staff Retention 
 
2.1 All staff employed by the Town Council will be subject to an annual appraisal process. 

 
2.2 The appraisal process provides a method of identifying any further training and development 

needs as well as monitoring staff performance and aiding in the retention of valuable members 
of staff. 

 
2.3  Staff training will enhance the aim of high quality service provision by the Town Council. The 

Town Council regards the provision of training for individual employees' as opportunities for 
personal advancement, primarily within the organisation, where those opportunities exist. 

 
REAFFIRM DATE:  
REVIEW DATE:  
MINUTE NUMBER:  
 
 

STC Staff recruitment and retention policy 15/01/2018 
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Training and Development Policy 
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1. INTRODUCTION:  

1.1. Sandown Town Council believes in supporting and investing in councillor and staff 
training and development; enabling them to replenish their knowledge and learn new 
skills, to realise their full potential, which benefits the community they serve.  

2. SCOPE 

2.1. This policy applies to  

2.1.1. The councils 12 elected (or co-opted) councillors 

2.1.2. The Clerk/RFO, Deputy Clerk, Caretaker and Litter Picker.  

2.1.3. Any other permanent, full-time or part-time, employees of the council.  

2.2. Employees with temporary/short-term contracts might attend trainings at the clerks 
discretion.  

2.3. This policy doesn’t cover contractors or consultants. 

3. INDUCTION 

1.1. Staff 

All new members of staff joining the Council will receive an induction consisting of: 

3.1.1.  A walk around the ward and councils provisions. 

3.1.2.  Council Induction pack and briefing session including but not limited to: 

• Standing Orders 
• Financial Regulations 
• Members Code of Conduct 
• All policies of the Council 
• Budget information 
• Map of the wards. 
• Other information deemed relevant. 

 

3.1.3.  Training in the skills and knowledge for the job 

3.1.4. An annual performance review which will include consideration of 
additional    training for personal development and additional skills to 
support the  council’s objectives. 

3.1.5. A copy of the council’s provisions management document  

 

1.2. Councillors  

All new Councillors, within their first six months on joining the Council, will receive an 
induction consisting of; 

3.1.6.  A walk around the ward and councils provisions with the Clerk and Mayor 
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3.1.7.  A Councillor Welcome Pack containing copies of key documents and policies 
such as: 

• Standing Orders 
• Financial Regulations 
• Members Code of Conduct 
• All policies of the Council 
• Budget information 
• Map of the wards. 
• Other information deemed relevant. 

3.1.8. On becoming a member of any Committee - appropriate briefing on the 
Terms of Reference, and detailed knowledge required to be an effective 
member of the committee. 

3.1.9. Council will ensure sufficient budget allocation to support this policy. 

               

4. GENERAL ACTIVITIES 

4.1. The Clerk will alert members of staff and Councillors when new training opportunities 
are available. 

4.2. Training needs identified will take into consideration the overall objectives of the 
Council as well as the needs of the individual. This will be monitored by the relevant 
parties during staff appraisals, formal and informal conversations and any other 
methods as appropriate. 

4.3. The council will budget for training and development of councillors and staff. 

4.4. The Council will encourage training and pay expenses arising from approved training.  

4.5. There will be a library of relevant publications offering information on all aspects of 
local government in the town councils offices. 

4.6. The Council is committed to networking with other Councils as an effective means of 
sharing information and linking in with each other’s training events. 

4.7. The Council is committed to the Clerk being a member of the Society of Local Council 
Clerks 

4.8. The Parish Council is committed to being members of the Hampshire Association of 
Local Councils and recognises the training opportunities it offers. 

4.9. Requests for training and development should be made via the clerk (or deputy clerk) 

4.10. Additional training needs will also be reviewed if: 

• The council obtains new equipment. 

• The council delivers new services. 

• There are changes to legislation effecting the council.   

• New, relevant qualifications are offered.  
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4.11. Additional training will also be considered following an accident, complaint, mistake, 
or similar instance.  

 

5. TRAINING FOR COUNCILLORS 

5.1. The Council will ensure that all new Councillors receive adequate training at the 
earliest opportunity either in house or externally if appropriate training is available. 

5.2. Attendance of induction session explaining the role of a Councillor. 

5.3. Access to relevant courses 

5.4. Circulation of documentation such as briefings and newsletters/magazines. 

 

6. TRAINING FOR THE CLERK AND OR OTHER ADMINISTRATIVE STAFF 

6.1. Induction session explaining the relevant role and other staff members.  

6.2. The opportunity to gain the Certificate in Local Council Administration (CILCA) within 
24 months of appointment to maintain Local Council Award Scheme recognition. 

6.3. Subscription to relevant publications and advice services. 

6.4. Provision of Local Council Administration by Charles Arnold Baker, the SLCC Clerks 
Manual other relevant publications.  

6.5. Regular training including but not limited to: 

• Equality and Diversity 

• Health and Safety at Work 

• Workplace Hazards  

• The Reporting of Injuries, Diseases and Dangerous Occurrences   

• Lone Working 

• Fire Safety Awareness 

• Risk Management 

• Risk Assessment 

• VAT for Local Council’s (Clerk/RFO and deputy) 

6.6. The annual appraisal will be used to help identify any additional training relevant to 
the discharge of duties. 

 
7. TRAINING FOR THE CARETAKER 

7.1. Induction session explaining the role. 

7.2. A tour of the relevant site(s) from the Clerk.  

7.3. Regular training in including but not limited to: 
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• Equality and Diversity 

• Health and Safety at Work 

• Workplace Hazards  

• Control of Substances Hazardous to Health 

• The Reporting of Injuries, Diseases and Dangerous Occurrences   

• Lone Working 

• Fire Safety Awareness 

• Manual Handling  

7.4. Other training as highlighted during appraisals. 

 

8. TRAINING FOR THE LITTER PICKER. 

8.1. Induction session explaining the role. 

8.2. A tour of the relevant site(s) from the Clerk.  

8.3. Regular training in including but not limited to: 

• Equality and Diversity 

• Health and Safety at Work 

• Workplace Hazards  

• The Reporting of Injuries, Diseases and Dangerous Occurrences   

• Lone Working 

• Manual Handling  

8.4. Other training as highlighted during appraisals. 
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SANDOWN TOWN COUNCIL 

VOLUNTEER POLICY 2018 

This Policy applies to volunteers working on behalf of, but not employed by, 

Sandown Town Council. 

1. Volunteers must be adequately trained to be able to carry out the role required.

The exact nature of the training will depend on the role. It is not possible to detail

what constitutes ‘adequacy’ as requirements will vary according to:

 The job or activity

 The existing competency of volunteers

 The circumstances of the work (e.g. the degree of supervision)

 The tools and/or equipment being used

The training standard, however, must be sufficient to ensure the Health & Safety of 

volunteers and any people who might be affected by the work, as far as reasonable 

practicable. Responsibility for providing training rests with the individual to whom 

authority has been provided by Sandown Town Council to undertake the work. 

2. Volunteers, if working for only a few hours to help at an event or similar, must still

be informed about the task and its purpose, health and safety and supervision

arrangements. Responsibility for this rests with the individual to whom authority has

been provided by Sandown Town Council to undertake the work.

3. Volunteers expect to be treated equally, regardless of their gender, race, age,

faith/religion, disability or sexual orientation. Volunteers must be accommodated

from all walks of life.

4. Volunteers must undergo an induction appropriate for the task(s) being

undertaken. This must include health and safety, what to do if there is a problem and

an introduction to other relevant individuals. Responsibility for the induction rests

with the individual to whom authority has been provided by Sandown Town Council

to undertake the work.

5. A risk assessment must be undertaken in order to identify risks that might be

faced and how they will be managed. Is an area of activity presents a significant risk,

consideration must be given to reducing or stopping the activity which gives rise to

the risk. Sandown Town Council, through the offices of its Clerk or other person(s)

as advised, must receive a copy of such risk assessment records. Responsibility for

undertaking the risk assessment rests with the individual to whom authority has been

provided by Sandown Town Council to undertake the work. Risk assessments and

their associated paperwork must comply with current Health and Safety at Work

legislation.

6. So far as insurance is concerned, on condition that volunteers are working at the

sole request of and under the sole control of Sandown Town Council then they will
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be insured under the Town Council’s Public Liability and Employers’ Liability cover. 

Reporting to Sandown Town Council in respect of work which is of an ongoing 

nature is not necessary on each occasion and does not require formal approval of 

Sandown Town Council on each occasion. 
 

7. Volunteers must carry out only less hazardous work involving, for example, path 

maintenance and grass cutting, with the use of non-powered tools only, other than 

lawnmowers/grass cutting equipment and strimmers, when stout footwear must be 

worn and safety goggles in case of strimmers. If there are serious issues with 

regards to trees, this work must be carried out a qualified tree surgeon with their own 

public liability cover of no less than £5,000,000. 

 

Prior to work commencing, a visual inspection must be carried out to ensure that 

there are no obvious hazards such as litter, glass or stones. Responsibility for 

undertaking the inspection rests with the individual to whom authority has been 

provided by Sandown Town Council to undertake the work. Remedial action must be 

taken immediately and these inspections are to be recorded.  
 

If volunteers use their own tools, the Sandown Town Council cannot be held liable 

for any injury caused by them through the use of faulty equipment/tools. Cleaning 

materials must not be stronger than those available on shop shelves. High visibility 

vests or other appropriate clothing must be worn where appropriate. 

 

8. Jewellery, necklaces, watches and the like must not be worn if they might 

compromise the safe working environment for the volunteer. 

 

9. Generally trainers, open-toed shoes, heeled shoes or sandals must not be worn if 

by so doing the safe working environment for the volunteer is compromised. 

 

10. Long hair must be tied up if it is long enough to compromise health and safety 

requirements. 

 

11. All work undertaken by volunteers shall have regard to the Health and Safety at 

Work Act 1974 and all other Health & Safety Legislation. 

 

12. If Sandown Town Council is required to make a decision, a detailed and fully 

costed proposal must be submitted to the Clerk by no later than the Monday of the 

week preceding the Town council meeting. 

 

13. Expenses will be paid only with the prior approval of Sandown Town Council and 

after receipt by the Town Council of paper receipts in respect of same. They will not 

include safety equipment or clothing. 

 

14. Volunteers must inform Sandown Town Council of the work they intend to 

undertake before commencing such work, preferably in writing to the Clerk. 
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SANDOWN TOWN COUNCIL

12 April 2023 (2022-2023)

Prepared by:

Date:Approved by:

Date:

Name and Role (Clerk/RFO etc)

Name and Role (RFO/Chair of Finance etc)

Bank Reconciliation at 31/03/2023

Cash in Hand 01/04/2022  435,586.07

ADD

Receipts 01/04/2022 - 31/03/2023  486,883.85

 922,469.92

SUBTRACT

 542,525.01Payments 01/04/2022 - 31/03/2023

A Cash in Hand 31/03/2023  379,944.91

(per Cash Book)

Cash in hand per Bank Statements

Petty Cash  2.4131/03/2023

5 - 32 Day Access Acc Number TBC  277,379.9431/03/2023

2 - Treasurers Account  30-97-42 17764460  0.0031/03/2023

5 - Business Bank Instant  30-97-42 22562568  0.1031/03/2023

3 - Reserves  30-97-42 24097868  0.0031/03/2023

4 -  Business Bank Instant  30-97-42 07117073  62,424.8731/03/2023

1 - Treasurers Account  30-97-42 00121547  39,747.5931/03/2023

 379,554.91

B

Less unpresented payments

Plus unpresented receipts

Adjusted Bank Balance  379,944.91

 390.00

 379,554.91

A = B Checks out OK

Item 12(2) Paper F





27 April 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code (Between 01/04/2022 and 31/03/2023)

Cost Centre Name

ADMINISTRATION

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 12.50 1 Audit - Internal  262.50  250.00

 1,200.00 2 Audit - External  2,000.00  800.00

 136.84 3 Broadband and Telephone Monthly Charges  780.00  643.16

 157.50 4 Broadband and Telephone Repair and Maintenance  157.50

-427.73 5 County Association Membership Fees  793.56  1,221.29

 1.75 6 ICO Registration  36.75  35.00

 925.01 7 ICT Capital (equipment) - RESERVES  1,000.00  74.99

 25.10 8 ICT Consumables  105.00  79.90

 210.00 9 ICT Repair and Maintenance  210.00

 47.50 10 ICT Accounting Software  997.50  950.00

 203.70 11 ICT Domain Registration  203.70

 16.92 12 ICT Office 365  355.32  338.40

 190.80 13 ICT Email Hosting  478.80  288.00

 84.21 14 ICT Adobe/Zoom/Survey Monkey  890.21  806.00

 176.58 15 ICT Antivirus  205.75  29.17

 2,016.75 16 Insurance  6,683.16  4,666.41

 36.75 17 Mayors Board  36.75

 8.50 18 Office Equipment Service  PAT Test Recalibration  80.00  71.50

 94.66 19 Photocopier  536.68  442.02

 100.90 20 Postage  107.10  6.20

 495.00 21 Professional Fees Land Reg/Sports Ass etc  500.00  5.00

 104.00 22 Professional Fees Payroll  528.00  424.00

 5,000.00 23 Professional Fees Legal Advice  5,000.00

 8,200.00 24 Professional Fees Planning, surveys etc  10,000.00  1,800.00

-15.75 25 Professional Fees Accessible Formatting  810.00  825.75

 377.50 26 Public Works Loan  33,818.48  33,440.98

 194.41 27 Stationary  100.00  803.25  708.84

 202 VAT Refund

 204 Donations

 2,711.39 205 Bank Interest  2,711.39

 207 Insurance Claim

 208 Misc Hire

 213 Re-Charges

 22,284.79£2,811.39 £47,906.61 67,380.01

ADVERTS &  PUBLICITY

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 304.00 28 Adverts  484.00  180.00

-70.63 29 ICT Web-Hosting  236.25  306.88

 30 Contrbution to Hard Copy Pub.  1,000.00  1,000.00

 233.37£1,486.88 1,720.25

BEACHES

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 369.60 31 Beach Cleaning (Bins)  13,305.60  12,936.00

 235.95 32 Bouys  5,850.31  5,614.36

 33 Life Boat  2,000.00  2,000.00

-270.00 34 Lifeguard Equipment and training  9,194.00  9,464.00

 8,558.32 35 Lifeguard Hut  7,500.00  17,306.00  16,247.68

 36 Beach Safety Service  16,000.08  16,000.08

 85.00 37 Beach Storage  100.00  15.00

 21.00 38 Tourism  Blue Flag/Seaside award  900.00  879.00

 8,999.87£7,500.00 £63,156.12 64,655.99

BROADWAY CENTRE

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

-1,955.00 39 Independent Cleaner (Ad Hoc)  500.00  2,455.00

 1,104.05 40 Business Rates  5,345.55  4,241.50

-984.00 41 CCTV  2,250.00  3,234.00

-1,163.93 42 Microphones and Loop  8,400.00  9,563.93

-19.00 43 Furniture and fittings  200.00  219.00

 380.00 44 Landscape  500.00  120.00

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)

1Page
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27 April 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code (Between 01/04/2022 and 31/03/2023)

Cost Centre Name

 337.59 45 Licenses (music , microphone)  1,024.59  687.00

-18.51 46 Repair and Maintenance Door Stops  210.00  228.51

-489.05 47 Repair  & Maint. Sundries (cleaning supplies etc)  516.52  1,005.57

-897.05 48 Repair and Maint. General  (inc.window cleaning)  1,000.00  1,897.05

 746.01 49 Service Alarms/CCTV/Boiler/Electrics  1,422.86  676.85

 17.00 50 Service Fire Extinguishers  82.69  65.69

-62.71 51 Signage  102.00  164.71

 551.95 52 Utilities - Gas  2,100.00  1,548.05

 130.63 53 Utilities Water  567.00  436.37

-257.15 54 Utilities - Electric  1,506.20  1,763.35

 55.03 55 Waste Collection (General and Confidential)  1,601.25  1,546.22

 54.98 56 Waste Collection (Sanitary)  573.30  518.32

 30,545.35 206 Room Hire  30,545.35

 28,076.19£30,545.35 £30,371.12 27,901.96

CIVIC

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

-30.00 57 Remembrance Wreaths  210.00  240.00

 1,052.50 58 Remembrance Events  1,575.00  522.50

 522.42 59 Jubilee Events  1,500.00  977.58

 250.00 72 Town Crier  250.00

 1,794.92£1,740.08 3,535.00

CIVIC SPACE

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 420.83 60 Christmas Tree and Lights  1,200.00  779.17

 201.00 61 Christmas Tree and Lights New lights and Storage  1,000.00  799.00

 62 Decorative Lighting  Maintenance  2,236.51  2,236.51

 6,000.00 63 Decorative Lighting  Capital Replacement RESERVES  6,000.00

 210.00 64 Defib Pads  210.00

 2,200.00 65 Environment Officer/Planning  2,200.00

 3.00 66 Ferncliff - Grounds Maintenance and Hedge Cutting  450.00  447.00

 67 Green Towns  2,500.00  2,500.00

 2,558.73 68 Hanging Baskets Planting  3,000.00  441.27

 3,211.70 69 Hanging Baskets Watering  8,000.00  4,788.30

 1,188.16 70 Los Altos Grass Cut  5,443.20  4,255.04

 400.00 71 Revetment Lighting  400.00

 7,183.41 73 Town Improvement Fund  7,263.41  80.00

 670.10 74 War Memorial  (Esplanade) Maintenance  1,000.00  329.90

 500.00 75 War Memorial (Animal) Maintenance  500.00

 24,746.93£16,656.19 41,403.12

COMMUNITY GRANTS &  EVENTS

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 1,880.00 76 Schools  3,000.00  1,120.00

 77 Carnival Association Events  5,000.00  5,000.00

 33,000.00 78 Grants  43,000.00  2,000.00  12,000.00

 79 Youth Provision  5,000.00  5,000.00

 203 Grants

 34,880.00£43,000.00 £23,120.00 15,000.00

COUNCILLORS

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 6,000.00 80 Election  6,000.00

 253.01 81 Hospitality  525.00  271.99

 900.00 82 Mayor Allowance  1,000.00  100.00

 1,000.00 83 Training  1,000.00

 8,153.01£371.99 8,525.00

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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27 April 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code (Between 01/04/2022 and 31/03/2023)

Cost Centre Name

ISLE OF WIGHT COUNCIL PRECEPT

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 19,946.00 201 IWC Precept  335,212.00  355,158.00

 19,946.00£355,158.00 335,212.00

SANDHAM GARDENS (GENERAL)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 1,500.00 84 Grounds Maintenance, Drainage  1,500.00

 720.00 85 Grounds Maintenance, Grass Cutting Spare Ground  800.00  80.00

 2,000.00 86 Grounds Maintenance, Tree Care  2,000.00

 240.00 87 Grounds Maintenance, Weed Treatment  240.00

 2,625.00 88 Kerbing  2,625.00

 1,772.76 89 Lighting  2,000.00  227.24

 1,931.06 90 Maintenance and Repair  5,000.00  3,068.94

 250.00 91 Signage (Sandham)  250.00

 2,250.00 98 CCTV  2,250.00

 10,000.00 209 Land Lease  10,000.00

 23,288.82£10,000.00 £3,376.18 16,665.00

SANDHAM GARDENS (MUGA)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 10,000.00 92 Replacement of MUGA - RESERVES  10,000.00

 10,000.00 10,000.00

SANDHAM GARDENS (SJP)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 718.50 93 Grounds Maintenance, Grass Cutting  3,433.50  2,715.00

 1,392.50 94 Inspections  2,729.50  1,337.00

 3,503.00 95 Litter Picking  5,603.00  2,100.00

 10,000.00 96 Playground Renewal Fund - RESERVES  10,000.00

 4,132.51 97 Repair/replace (damage)  5,000.00  867.49

 19,746.51£7,019.49 26,766.00

SANDHAM GARDENS (SKATE PARK)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 2,523.25 99 Maintenance and Repair  6,000.00  3,476.75

 10,000.00 100 Replacement RESERVES  10,000.00

 12,523.25£3,476.75 16,000.00

STAFF

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 1,109.91 101 Expenses (Milage etc)  1,128.00  18.09

 1,000.00 102 Locum Clerk  1,000.00

-257.00 103 Professional Subscriptions  309.00  566.00

 9,566.23 104 Salaries  87,615.00  78,048.77

-5,328.01 105 Salaries - HMRC  7,498.00  12,826.01

 8,518.49 106 Salaries - Pension  20,269.00  11,750.51

 1,050.00 107 Training  1,050.00

 15,659.62£103,209.38 118,869.00

TOILETS

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 13,123.75 108 Cleaning and Security, Cleaning  40,000.00  26,876.25

-1,963.00 109 Refurbishment  141,963.50  143,926.50

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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27 April 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code (Between 01/04/2022 and 31/03/2023)

Cost Centre Name

-908.95 110 Repair and Maintenance , Repairs  7,500.00  8,408.95

 1,453.60 111 Repair and Maintenance , Sundries  1,453.60

 1,213.00 112 Testing and Service (inc Solar),  1,438.00  225.00

-887.60 113 Utilities, Electric  1,500.00  2,387.60

 2,020.88 114 Utilities, Water  3,104.98  1,084.10

-1,534.40 115 Inspection (inc. Legionella)  960.75  2,495.15

-21.18 116 Waste (Toilets)  573.30  594.48

 1,270.65 211 WC Income  1,270.65

 108.99 212 Contactless Running Costs -51.01 -160.00

 13,875.74£-51.01 £1,270.65 £185,838.03 198,494.13

£450,285.39 £487,728.82£-51.01  335,212.00  616,915.46  244,209.02NET TOTAL

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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SANDOWN TOWN COUNCIL

All Cost Centres and Codes (Between 01/04/2022 and 31/03/2023)

9 May 2023 (2022-2023)

Summary of Income & Expenditure 2022-2023

ADMINISTRATION

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Audit - Internal 1  262.50  250.00  12.50 12.50  (4%)

Audit - External 2  2,000.00  800.00  1,200.00 1,200.00  (60%)

Broadband and Telephone Monthly Charges 3  780.00  643.16  136.84 136.84  (17%)

Broadband and Telephone Repair and Maintenance 4  157.50  157.50 157.50  (100%)

County Association Membership Fees 5  793.56  1,221.29 -427.73-427.73  (-53%)

ICO Registration 6  36.75  35.00  1.75 1.75  (4%)

ICT Capital (equipment) - RESERVES 7  1,000.00  39.51  960.49 960.49  (96%)

ICT Consumables 8  105.00  79.90  25.10 25.10  (23%)

ICT Repair and Maintenance 9  210.00  210.00 210.00  (100%)

ICT Accounting Software 10  997.50  950.00  47.50 47.50  (4%)

ICT Domain Registration 11  203.70 -160.00  363.70 363.70  (178%)

ICT Office 365 12  355.32  338.40  16.92 16.92  (4%)

ICT Email Hosting 13  478.80  288.00  190.80 190.80  (39%)

ICT Adobe/Zoom/Survey Monkey 14  890.21  806.00  84.21 84.21  (9%)

ICT Antivirus 15  205.75  29.17  176.58 176.58  (85%)

Insurance 16  6,683.16  4,666.41  2,016.75 2,016.75  (30%)

Mayors Board 17  36.75  36.75 36.75  (100%)

Office Equipment Service  PAT Test Recalibration 18  80.00  71.50  8.50 8.50  (10%)

Photocopier 19 -425.00  536.68  442.02 -330.34 94.66-425.00  (-61%)

Postage 20  107.10 -120.89  227.99 227.99  (212%)

Professional Fees Land Reg/Sports Ass etc 21  500.00  5.00  495.00 495.00  (99%)

Professional Fees Payroll 22  528.00  277.07  250.93 250.93  (47%)

Professional Fees Legal Advice 23  5,000.00  5,000.00 5,000.00  (100%)

Professional Fees Planning, surveys etc 24  10,000.00  1,800.00  8,200.00 8,200.00  (82%)

Professional Fees Accessible Formatting 25  810.00  825.75 -15.75-15.75  (-1%)

Public Works Loan 26  33,818.48  33,440.98  377.50 377.50  (1%)

Stationary 27  100.00  803.25  708.84  194.41 94.41 100.00  (24%)

VAT Refund 202  (N/A)

Donations 204  (N/A)

Bank Interest 205  2,711.39  2,711.39 2,711.39  (N/A)

Insurance Claim 207  (N/A)

Misc Hire 208  (N/A)

Re-Charges 213  2,700.00  2,700.00 2,700.00  (N/A)

 (N/A) 25,029.29 19,942.90 47,437.11 67,380.01 5,086.39 5,086.39SUB TOTAL

ADVERTS &  PUBLICITY

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Adverts 28  484.00  180.00  304.00 304.00  (62%)

ICT Web-Hosting 29  236.25  306.88 -70.63-70.63  (-29%)

Contrbution to Hard Copy Pub. 30  1,000.00  1,000.00  (0%)

 (62%) 233.37 233.37 1,486.88 1,720.25SUB TOTAL

BEACHES

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Beach Cleaning (Bins) 31  13,305.60  12,936.00  369.60 369.60  (2%)
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SANDOWN TOWN COUNCIL

All Cost Centres and Codes (Between 01/04/2022 and 31/03/2023)

9 May 2023 (2022-2023)

Summary of Income & Expenditure 2022-2023

Bouys 32  5,850.31  5,614.36  235.95 235.95  (4%)

Life Boat 33  2,000.00  2,000.00  (0%)

Lifeguard Equipment and training 34  9,194.00  9,464.00 -270.00-270.00  (-2%)

Lifeguard Hut 35  7,500.00  17,306.00  16,247.68  8,558.32 1,058.32 7,500.00  (49%)

Beach Safety Service 36  16,000.08  16,000.08  (0%)

Beach Storage 37  100.00  15.00  85.00 85.00  (85%)

Tourism  Blue Flag/Seaside award 38  900.00  879.00  21.00 21.00  (2%)

 (85%) 8,999.87 1,499.87 63,156.12 64,655.99 7,500.00 7,500.00SUB TOTAL

BROADWAY CENTRE

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Independent Cleaner (Ad Hoc) 39  500.00  2,455.00 -1,955.00-1,955.00  (-391%)

Business Rates 40  5,345.55  4,241.50  1,104.05 1,104.05  (20%)

CCTV 41  2,250.00  3,234.00 -984.00-984.00  (-43%)

Microphones and Loop 42  8,400.00  9,563.93 -1,163.93-1,163.93  (-13%)

Furniture and fittings 43  200.00  219.00 -19.00-19.00  (-9%)

Landscape 44  500.00  120.00  380.00 380.00  (76%)

Licenses (music , microphone) 45  1,024.59  687.00  337.59 337.59  (32%)

Repair and Maintenance Door Stops 46  210.00  228.51 -18.51-18.51  (-8%)

Repair  & Maint. Sundries (cleaning supplies etc) 47  516.52  1,005.57 -489.05-489.05  (-94%)

Repair and Maint. General  (inc.window cleaning) 48  1,000.00  1,897.05 -897.05-897.05  (-89%)

Service Alarms/CCTV/Boiler/Electrics 49  1,422.86  676.85  746.01 746.01  (52%)

Service Fire Extinguishers 50  82.69  65.69  17.00 17.00  (20%)

Signage 51  102.00  164.71 -62.71-62.71  (-61%)

Utilities - Gas 52  2,100.00  1,548.05  551.95 551.95  (26%)

Utilities Water 53  567.00  436.37  130.63 130.63  (23%)

Utilities - Electric 54  1,506.20  1,917.40 -411.20-411.20  (-27%)

Waste Collection (General and Confidential) 55  1,601.25  1,707.87 -106.62-106.62  (-6%)

Waste Collection (Sanitary) 56  573.30  541.29  32.01 32.01  (5%)

Room Hire 206  33,116.93  33,116.93 33,116.93  (N/A)

 (N/A) 30,309.10-2,807.83 30,709.79 27,901.96 33,116.93 33,116.93SUB TOTAL

CIVIC

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Remembrance Wreaths 57  210.00  240.00 -30.00-30.00  (-14%)

Remembrance Events 58  1,575.00  522.50  1,052.50 1,052.50  (66%)

Jubilee Events 59  1,500.00 -1,986.42  3,486.42 3,486.42  (232%)

Town Crier 72  250.00  250.00 250.00  (100%)

 (66%) 4,758.92 4,758.92-1,223.92 3,535.00SUB TOTAL

CIVIC SPACE

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Christmas Tree and Lights 60  1,200.00  779.17  420.83 420.83  (35%)

Christmas Tree and Lights New lights and Storage 61  1,000.00  799.00  201.00 201.00  (20%)

Decorative Lighting  Maintenance 62  2,236.51  2,236.51  (0%)

Decorative Lighting  Capital Replacement RESERVES 63  6,000.00  6,000.00 6,000.00  (100%)

Defib Pads 64  210.00  210.00 210.00  (100%)

Page No. 2



SANDOWN TOWN COUNCIL

All Cost Centres and Codes (Between 01/04/2022 and 31/03/2023)

9 May 2023 (2022-2023)

Summary of Income & Expenditure 2022-2023

Environment Officer/Planning 65  2,200.00  2,200.00 2,200.00  (100%)

Ferncliff - Grounds Maintenance and Hedge Cutting 66  450.00  447.00  3.00 3.00  (0%)

Green Towns 67  2,500.00  2,014.45  485.55 485.55  (19%)

Hanging Baskets Planting 68  3,000.00  441.27  2,558.73 2,558.73  (85%)

Hanging Baskets Watering 69  8,000.00  4,788.30  3,211.70 3,211.70  (40%)

Los Altos Grass Cut 70  5,443.20  4,255.04  1,188.16 1,188.16  (21%)

Revetment Lighting 71  400.00 -151.15  551.15 551.15  (137%)

Town Improvement Fund 73  7,263.41  80.00  7,183.41 7,183.41  (98%)

War Memorial  (Esplanade) Maintenance 74  1,000.00  329.90  670.10 670.10  (67%)

War Memorial (Animal) Maintenance 75  500.00  500.00 500.00  (100%)

 (98%) 25,383.63 25,383.63 16,019.49 41,403.12SUB TOTAL

COMMUNITY GRANTS &  EVENTS

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Schools 76  3,000.00  1,120.00  1,880.00 1,880.00  (62%)

Carnival Association Events 77 -2,989.00  5,000.00  5,000.00 -2,989.00-2,989.00  (-59%)

Grants 78  43,000.00  2,000.00  12,000.00  33,000.00-10,000.00 43,000.00  (1650%)

Youth Provision 79  5,000.00  5,000.00  (0%)

Grants 203  (N/A)

 (N/A) 31,891.00-8,120.00 23,120.00 15,000.00 40,011.00 40,011.00SUB TOTAL

COUNCILLORS

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Election 80  6,000.00  6,000.00 6,000.00  (100%)

Hospitality 81  525.00  271.99  253.01 253.01  (48%)

Mayor Allowance 82  1,000.00  100.00  900.00 900.00  (90%)

Training 83 -2,500.00  1,000.00 -1,500.00 1,000.00-2,500.00  (-150%)

 (90%) 5,653.01 8,153.01 371.99 8,525.00-2,500.00-2,500.00SUB TOTAL

ISLE OF WIGHT COUNCIL PRECEPT

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

IWC Precept 201  355,158.00 335,212.00  19,946.00 19,946.00  (5%)

 (5%) 19,946.00 19,946.00 355,158.00 335,212.00SUB TOTAL

SANDHAM GARDENS (GENERAL)

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Grounds Maintenance, Drainage 84  1,500.00  1,500.00 1,500.00  (100%)

Grounds Maintenance, Grass Cutting Spare Ground 85  800.00  80.00  720.00 720.00  (90%)

Grounds Maintenance, Tree Care 86  2,000.00  2,000.00 2,000.00  (100%)

Grounds Maintenance, Weed Treatment 87  240.00  240.00 240.00  (100%)

Kerbing 88  2,625.00  2,625.00 2,625.00  (100%)

Lighting 89  2,000.00  227.24  1,772.76 1,772.76  (88%)

Maintenance and Repair 90  5,000.00  3,068.94  1,931.06 1,931.06  (38%)

Signage (Sandham) 91  250.00  250.00 250.00  (100%)
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SANDOWN TOWN COUNCIL

All Cost Centres and Codes (Between 01/04/2022 and 31/03/2023)

9 May 2023 (2022-2023)

Summary of Income & Expenditure 2022-2023

CCTV 98  2,250.00  2,250.00 2,250.00  (100%)

Land Lease 209  12,500.00  12,500.00 12,500.00  (N/A)

 (N/A) 25,788.82 13,288.82 3,376.18 16,665.00 12,500.00 12,500.00SUB TOTAL

SANDHAM GARDENS (MUGA)

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Replacement of MUGA - RESERVES 92  10,000.00  10,000.00 10,000.00  (100%)

 (100%) 10,000.00 10,000.00 10,000.00SUB TOTAL

SANDHAM GARDENS (SJP)

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Grounds Maintenance, Grass Cutting 93  3,433.50  2,715.00  718.50 718.50  (20%)

Inspections 94  2,729.50  1,053.60  1,675.90 1,675.90  (61%)

Litter Picking 95  5,603.00  2,150.00  3,453.00 3,453.00  (61%)

Playground Renewal Fund - RESERVES 96  10,000.00  10,000.00 10,000.00  (100%)

Repair/replace (damage) 97  5,000.00  867.49  4,132.51 4,132.51  (82%)

 (82%) 19,979.91 19,979.91 6,786.09 26,766.00SUB TOTAL

SANDHAM GARDENS (SKATE PARK)

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Maintenance and Repair 99  6,000.00  3,476.75  2,523.25 2,523.25  (42%)

Replacement RESERVES 100  10,000.00 -35.01  10,035.01 10,035.01  (100%)

 (42%) 12,558.26 12,558.26 3,441.74 16,000.00SUB TOTAL

STAFF

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Expenses (Milage etc) 101  1,128.00  18.09  1,109.91 1,109.91  (98%)

Locum Clerk 102  1,000.00  1,000.00 1,000.00  (100%)

Professional Subscriptions 103  309.00  566.00 -257.00-257.00  (-83%)

Salaries 104  87,615.00  78,048.77  9,566.23 9,566.23  (10%)

Salaries - HMRC 105  7,498.00  12,826.01 -5,328.01-5,328.01  (-71%)

Salaries - Pension 106  20,269.00  11,750.51  8,518.49 8,518.49  (42%)

Training 107  1,050.00  1,050.00 1,050.00  (100%)

 (98%) 15,659.62 15,659.62 103,209.38 118,869.00SUB TOTAL

TOILETS

+/- Under/over spendCode Title Budgeted Actual Variance Budgeted Actual Variance

Income Expenditure Net Position

Cleaning and Security, Cleaning 108  40,000.00  29,862.50  10,137.50 10,137.50  (25%)

Refurbishment 109  141,963.50  143,926.50 -1,963.00-1,963.00  (-1%)

Repair and Maintenance , Repairs 110  7,500.00  8,408.95 -908.95-908.95  (-12%)

Repair and Maintenance , Sundries 111  1,453.60  1,453.60 1,453.60  (100%)

Testing and Service (inc Solar), 112  1,438.00  225.00  1,213.00 1,213.00  (84%)
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SANDOWN TOWN COUNCIL

All Cost Centres and Codes (Between 01/04/2022 and 31/03/2023)

9 May 2023 (2022-2023)

Summary of Income & Expenditure 2022-2023

Utilities, Electric 113  1,500.00  2,997.13 -1,497.13-1,497.13  (-99%)

Utilities, Water 114  3,104.98  1,084.10  2,020.88 2,020.88  (65%)

Inspection (inc. Legionella) 115  960.75  2,495.15 -1,534.40-1,534.40  (-159%)

Waste (Toilets) 116  573.30  646.91 -73.61-73.61  (-12%)

WC Income 211  1,590.25  1,590.25 1,590.25  (N/A)

Contactless Running Costs 212  289.44 -289.44-289.44  (N/A)

 (N/A) 10,148.70 8,558.45 189,935.68 198,494.13 1,590.25 1,590.25SUB TOTAL

Restated  (N/A)

 452,462.57 335,212.00  616,915.46  487,826.53  246,339.50

 36,598.46  54,796.19

 489,061.03  542,622.72

 129,088.93 117,250.57NET TOTAL

V.A.T.

GROSS TOTAL

 (25%)
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Annual Governance and Accountability Return 2022/23 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities*:
• where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed

£6.5 million; or
• where the higher of gross income or gross expenditure was £25,000

or less but that:
• are unable to certify themselves as exempt (fee payable); or
• have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return 2022/23
1. Every smaller authority in England that either received gross income or incurred gross expenditure

exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
 

• The Annual Internal Audit Report must be completed by the authority’s internal auditor.
• Sections 1 and 2 must be completed and approved by the authority.
• Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2023.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or
is requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2023. Reminder letters will incur a charge of £40 +VAT:
 

• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2023
• an explanation of any significant year on year variances in the accounting statements
• notification of the commencement date of the period for the exercise of public rights
• Annual Internal Audit Report 2022/23

Unless requested, do not send any additional documents to your external auditor. Your external auditor will 
ask for any additional documents needed.
Once the external auditor has completed the limited assurance review and is able to give an opinion, the 
Annual Governance and Accountability Section1, Section 2 and Section 3 – External Auditor Report 
and Certificate will be returned to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on 
the authority website/webpage:
Before 1 July 2023 authorities must publish:
• Notice of the period for the exercise of public rights and a declaration that the accounting statements

are as yet unaudited;
• Section 1 - Annual Governance Statement 2022/23, approved and signed, page 4
• Section 2 - Accounting Statements 2022/23, approved and signed, page 5
Not later than 30 September 2023 authorities must publish:
• Notice of conclusion of audit
• Section 3 - External Auditor Report and Certificate
• Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.
It is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.

Page 1 of 6Annual Governance and Accountability Return 2022/23 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return (AGAR) 2022/23 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper

Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor.

• Make sure that the AGAR is complete (no highlighted boxes left empty) and is properly signed and dated. Any
amendments must be approved by the authority and properly initialled.

• The authority should receive and note the Annual Internal Audit Report before approving the Annual
Governance Statement and the accounts.

• Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2023.

• The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references.

• The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

• The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.
• You must inform your external auditor about any change of Clerk, Responsible Financial Officer or

Chairman, and provide relevant authority owned generic email addresses and telephone numbers.
• Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers

all the bank accounts. If the authority holds any short-term investments, note their value on the bank
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide*.

• Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the
reasons for all variances. Include complete numerical and narrative analysis to support the full variance.

• If the bank reconciliation is incomplete or variances not fully explained then additional costs may be incurred.
• Make sure that the accounting statements add up and that the balance carried forward from the previous year

(Box 7 of 2022) equals the balance brought forward in the current year (Box 1 of 2023).
• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the

exercise of public rights of 30 consecutive working days which must include the first ten working days of July.
• The authority must publish on the authority website/webpage the information required by Regulation 15 (2),

Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and
address of the external auditor before 1 July 2023.

Annual Governance and Accountability Return 2022/23 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

*Governance and Accountability for Smaller Authorities in England – a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk

Completion checklist – ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

For any statement to which the response is ‘no’, has an explanation been published?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2023 been reconciled to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Have all highlighted boxes been completed by the internal auditor and explanations provided?

Has all additional information requested, including the dates set for the period 
for the exercise of public rights, been provided for the external auditor?

Trust funds – have all disclosures been made if the authority as a body corporate is a 
sole managing trustee? NB: do not send trust accounting statements unless requested.

Has the authority’s approval of the accounting statements been confirmed by 
the signature of the Chairman of the approval meeting?

Yes No

Has the Responsible Financial Officer signed the accounting statements before 
presentation to the authority for approval?



*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual
Governance Statement.

Section 1 – Annual Governance Statement 2022/23

We acknowledge as the members of:

Page 4 of 6Annual Governance and Accountability Return 2022/23 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

our responsibility for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2023, that:

1. We have put in place arrangements for effective financial
management during the year, and for the preparation of
the accounting statements.

2. We maintained an adequate system of internal control
including measures designed to prevent and detect fraud
and corruption and reviewed its effectiveness.

4. We provided proper opportunity during the year for
the exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this
authority and took appropriate steps to manage those
risks, including the introduction of internal controls and/or
external insurance cover where required.

6. We maintained throughout the year an adequate and
effective system of internal audit of the accounting
records and control systems.

7. We took appropriate action on all matters raised
in reports from internal and external audit.

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either
during or after the year-end, have a financial impact on
this authority and, where appropriate, have included them
in the accounting statements.

9. (For local councils only) Trust funds including
charitable. In our capacity as the sole managing
trustee we discharged our accountability
responsibilities for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit.

3. We took all reasonable steps to assure ourselves
that there are no matters of actual or potential
non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances.

prepared its accounting statements in accordance  
with the Accounts and Audit Regulations.

‘Yes’ means that this authority:Yes No*
Agreed

made proper arrangements and accepted responsibility 
for safeguarding the public money and resources in  
its charge.

has only done what it has the legal power to do and has 
complied with Proper Practices in doing so.

during the year gave all persons interested the opportunity to 
inspect and ask questions about this authority’s accounts.

considered and documented the financial and other risks it 
faces and dealt with them properly.

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 
internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 
external audit.

disclosed everything it should have about its business activity 
during the year including events taking place after the year 
end if relevant.

has met all of its responsibilities where, as a body 
corporate, it is a sole managing trustee of a local 
trust or trusts.

Yes No N/A

Signed by the Chairman and Clerk of the meeting where 
approval was given:

Chairman

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

This Annual Governance Statement was approved at a 
meeting of the authority on:

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YYYY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS



Name of Smaller authority: Sandown Town Cuncil____________________ 
 

NOTICE OF PUBLIC RIGHTS AND PUBLICATION OF 
UNAUDITED ANNUAL GOVERNANCE & 

ACCOUNTABILITY RETURN 
ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2023 

 
Local Audit and Accountability Act 2014 Sections 26 and 27  

The Accounts and Audit Regulations 2015 (SI 2015/234) 
NOTICE NOTES 

 
 
1. Date of announcement   Friday, 19 May 2023_________________________(a) 

2. Each year the smaller authority’s Annual Governance and Accountability 
Return (AGAR) needs to be reviewed by an external auditor appointed by 
Smaller Authorities’ Audit Appointments Ltd.  The unaudited AGAR has been 
published with this notice. As it has yet to be reviewed by the appointed auditor, 
it is subject to change as a result of that review.  
Any person interested has the right to inspect and make copies of the 
accounting records for the financial year to which the audit relates and all 
books, deeds, contracts, bills, vouchers, receipts and other documents relating 
to those records must be made available for inspection by any person 
interested. For the year ended 31 March 2023, these documents will be available 
on reasonable notice by application to: 
 

(b)  Jennifer Armstrong, RFO___________________________________ 
 The Broadway centre, Broadway, Sandown, PO36 9GG__________ 
 rfo@sandowntowncouncil.gov.uk ____________________________ 
 
commencing on (c)  Monday, 5 June 2023_____________________  

 
 

and ending on (d)    Friday, 14 July 2023_____________________ 
 

3. Local government electors and their representatives also have: 
 

• The opportunity to question the appointed auditor about the accounting 
records; and 

• The right to make an objection which concerns a matter in respect of which 
the appointed auditor could either make a public interest report or apply to 
the court for a declaration that an item of account is unlawful. Written notice 
of an objection must first be given to the auditor and a copy sent to the 
smaller authority. 
 

The appointed auditor can be contacted at the address in paragraph 4 below for 
this purpose between the above dates only. 
 

4. The smaller authority’s AGAR is subject to review by the appointed auditor 
under the provisions of the Local Audit and Accountability Act 2014, the 
Accounts and Audit Regulations 2015 and the NAO’s Code of Audit Practice 
2015.  The appointed auditor is: 

 
BDO LLP 
Arcadia House 
Maritime Walk 
Ocean Village 
Southampton 
SO14 3TL 
 councilaudits@bdo.co.uk 
 

5. This announcement is made by (e) Jennifer Armstrong, RFO   
 

 
 
(a) Insert date of placing of the notice 
which must be not less than 1 day before 
the date in (c) below 
 
 
 
 
 
 

 
 
 
 
(b) Insert name, position and 
address/telephone number/ email 
address, as appropriate, of the Clerk or 
other person to which any person may 
apply to inspect the accounts 

 
(c) Insert date, which must be at least 1 
day after the date of announcement in (a) 
above and at least 30 working days 
before the date appointed in (d) below 

 
(d) The inspection period between (c) 
and (d) must be 30 working days 
inclusive and must include the first 10 
working days of July. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(e) Insert name and position of person 
placing the notice – this person must be 
the responsible financial officer for the 
smaller authority 

 

mailto:rfo@sandowntowncouncil.gov.uk


LOCAL AUTHORITY ACCOUNTS: A SUMMARY OF YOUR RIGHTS 
 

Please note that this summary applies to all relevant smaller authorities, including local 
councils, internal drainage boards and ‘other’ smaller authorities. 
 
The basic position 
 
The Local Audit and Accountability Act 2014 (the Act) governs the work of auditors appointed to smaller 
authorities. This summary explains the provisions contained in Sections 26 and 27 of the Act. The Act 
and the Accounts and Audit Regulations 2015 also cover the duties, responsibilities and rights of smaller 
authorities, other organisations and the public concerning the accounts being audited.  

As a local elector, or an interested person, you have certain legal rights in respect of the accounting 
records of smaller authorities. As an interested person you can inspect accounting records and related 
documents. If you are a local government elector for the area to which the accounts relate you can also 
ask questions about the accounts and object to them. You do not have to pay directly for exercising 
your rights. However, any resulting costs incurred by the smaller authority form part of its running costs. 
Therefore, indirectly, local residents pay for the cost of you exercising your rights through their council 
tax. 

The right to inspect the accounting records 
 
Any interested person can inspect the accounting records, which includes but is not limited to local 
electors. You can inspect the accounting records for the financial year to which the audit relates and all 
books, deeds, contracts, bills, vouchers, receipts and other documents relating to those records. You 
can copy all, or part, of these records or documents. Your inspection must be about the accounts, or 
relate to an item in the accounts. You cannot, for example, inspect or copy documents unrelated to the 
accounts, or that include personal information (Section 26 (6) – (10) of the Act explains what is meant 
by personal information). You cannot inspect information which is protected by commercial 
confidentiality. This is information which would prejudice commercial confidentiality if it was released to 
the public and there is not, set against this, a very strong reason in the public interest why it should 
nevertheless be disclosed.  
 
When smaller authorities have finished preparing accounts for the financial year and approved them, 
they must publish them (including on a website). There must be a 30 working day period, called the 
‘period for the exercise of public rights’, during which you can exercise your statutory right to inspect 
the accounting records. Smaller authorities must tell the public, including advertising this on their 
website, that the accounting records and related documents are available to inspect. By arrangement 
you will then have 30 working days to inspect and make copies of the accounting records. You may 
have to pay a copying charge. The 30 working day period must include a common period of inspection 
during which all smaller authorities’ accounting records are available to inspect. This will be 3-14 July 
2023 for 2022-23 accounts. The advertisement must set out the dates of the period for the exercise of 
public rights, how you can communicate to the smaller authority that you wish to inspect the accounting 
records and related documents, the name and address of the auditor, and the relevant legislation that 
governs the inspection of accounts and objections.  
 
The right to ask the auditor questions about the accounting records 
 
You should first ask your smaller authority about the accounting records, since they hold all the 
details. If you are a local elector, your right to ask questions of the external auditor is enshrined in law. 
However, while the auditor will answer your questions where possible, they are not always obliged to 
do so. For example, the question might be better answered by another organisation, require 
investigation beyond the auditor’s remit, or involve disproportionate cost (which is borne by the local 
taxpayer). Give your smaller authority the opportunity first to explain anything in the accounting records 
that you are unsure about. If you are not satisfied with their explanation, you can question the external 
auditor about the accounting records.  

The law limits the time available for you formally to ask questions. This must be done in the period for 
the exercise of public rights, so let the external auditor know your concern as soon as possible. The 
advertisement or notice that tells you the accounting records are available to inspect will also give the 
period for the exercise of public rights during which you may ask the auditor questions, which here 
means formally asking questions under the Act. You can ask someone to represent you when asking 
the external auditor questions.  

http://www.legislation.gov.uk/ukpga/2014/2/contents
http://www.legislation.gov.uk/uksi/2015/234/contents/made


Before you ask the external auditor any questions, inspect the accounting records fully, so you know 
what they contain. Please remember that you cannot formally ask questions, under the Act, after the 
end of the period for the exercise of public rights. You may ask your smaller authority other questions 
about their accounts for any year, at any time. But these are not questions under the Act.  

You can ask the external auditor questions about an item in the accounting records for the financial 
year being audited. However, your right to ask the external auditor questions is limited. The external 
auditor can only answer ‘what’ questions, not ‘why’ questions. The external auditor cannot answer 
questions about policies, finances, procedures or anything else unless it is directly relevant to an item 
in the accounting records. Remember that your questions must always be about facts, not opinions. To 
avoid misunderstanding, we recommend that you always put your questions in writing.  

The right to make objections at audit 
 
You have inspected the accounting records and asked your questions of the smaller authority. Now you 
may wish to object to the accounts on the basis that an item in them is in your view unlawful or there 
are matters of wider concern arising from the smaller authority’s finances. A local government elector 
can ask the external auditor to apply to the High Court for a declaration that an item of account is 
unlawful, or to issue a report on matters which are in the public interest. You must tell the external 
auditor which specific item in the accounts you object to and why you think the item is unlawful, or why 
you think that a public interest report should be made about it. You must provide the external auditor 
with the evidence you have to support your objection. Disagreeing with income or spending does not 
make it unlawful. To object to the accounts you must write to the external auditor stating you want to 
make an objection, including the information and evidence below and you must send a copy to the 
smaller authority. The notice must include: 
 

• confirmation that you are an elector in the smaller authority’s area; 
• why you are objecting to the accounts and the facts on which you rely; 
• details of any item in the accounts that you think is unlawful; and 
• details of any matter about which you think the external auditor should make a public interest 

report. 
 
Other than it must be in writing, there is no set format for objecting. You can only ask the external auditor 
to act within the powers available under the Local Audit and Accountability Act 2014.  
 
A final word 
 
You may not use this ‘right to object’ to make a personal complaint or claim against your smaller 
authority.  You should take such complaints to your local Citizens’ Advice Bureau, local Law Centre or 
to your solicitor. Smaller authorities, and so local taxpayers, meet the costs of dealing with questions 
and objections.  In deciding whether to take your objection forward, one of a series of factors the auditor 
must take into account is the cost that will be involved, they will only continue with the objection if it is 
in the public interest to do so. They may also decide not to consider an objection if they think that it is 
frivolous or vexatious, or if it repeats an objection already considered. If you appeal to the courts against 
an auditor’s decision not to apply to the courts for a declaration that an item of account is unlawful, you 
will have to pay for the action yourself. 
 

For more detailed guidance on public rights and 
the special powers of auditors, copies of the 
publication Local authority accounts: A guide to 
your rights are available from the NAO website. 

 
If you wish to contact your authority’s appointed 
external auditor please write to the address in 
paragraph 4 of the Notice of Public Rights and 
Publication of Unaudited Annual Governance & 
Accountability Return. 
 

 

 

http://www.legislation.gov.uk/ukpga/2014/2/contents
https://www.pkf-l.com/wp-content/uploads/2020/09/Council-accounts-a-guide-to-your-rights.pdf
https://www.pkf-l.com/wp-content/uploads/2020/09/Council-accounts-a-guide-to-your-rights.pdf
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I certify that for the year ended 31 March 2023 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.

I confirm that these Accounting Statements were
approved by this authority on this date:

Signed by Chairman of the meeting where the Accounting 
Statements were approved

Signed by Responsible Financial Officer before being 
presented to the authority for approval

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YYYY

DD/MM/YYYY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

Section 2 – Accounting Statements 2022/23 for

Page 5 of 6Annual Governance and Accountability Return 2022/23 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

The sum of all current and deposit bank accounts, cash 
holdings and short term investments held as at 31 March – 
To agree with bank reconciliation.
The value of all the property the authority owns – it is made 
up of all its fixed assets and long term investments as at  
31 March.
The outstanding capital balance as at 31 March of all loans 
from third parties (including PWLB).

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

Total balances and reserves at the beginning of the year  
as recorded in the financial records. Value must agree to 
Box 7 of previous year.

Please round all figures to nearest £1. Do not leave any 
boxes blank and report £0 or Nil balances. All figures must 
agree to underlying financial records.

Notes and guidanceYear ending
31 March 

2022 
£

31 March 
2023 

£

Total amount of precept (or for IDBs rates and levies) 
received or receivable in the year. Exclude any grants 
received.
Total income or receipts as recorded in the cashbook less 
the precept or rates/levies received (line 2). Include any 
grants received.

Total expenditure or payments made to and on behalf 
of all employees. Include gross salaries and wages,  
employers NI contributions, employers pension  
contributions, gratuities and severance payments.
Total expenditure or payments of capital and interest
made during the year on the authority’s borrowings (if any).

Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital 
repayments (line 5).
Total balances and reserves at the end of the year. Must 
equal (1+2+3) - (4+5+6).

11a. Disclosure note re Trust funds 
(including charitable)

The Council, as a body corporate, acts as sole trustee and 
is responsible for managing Trust funds or assets.

Yes No N/A

11b. Disclosure note re Trust funds 
(including charitable)

The figures in the accounting statements above do not 
include any Trust transactions.

For Local Councils Only

Item 12(9) - Paper L



BALANCE SHEET

(Last) Year Ended (Current) Year Ended

£ £CURRENT ASSETS

TOTAL ASSETS

CURRENT LIABILITIES

NET ASSETS

Represented by:

Reserves:

Stocks and stores

Work in progress

Debtors (Net of provision for doubtful debts)

Prepayments

VAT Recoverable

Temporary lendings (investments)

Cash in hand

Creditors

General fund Balance

Capital

Earmarked

Adjustments

 8,091.18

 32,725.64

 379,944.91

 420,761.73

 4,486.32

 416,275.41

 352,328.41

 63,947.00

 416,275.41

 5,914.00

 14,527.91

 435,586.07

 456,027.98

 4,388.61

 451,639.37

 451,639.37

 424,692.37

 26,947.00

The above statement represents fairly the financial position of the council as at 31 Mar 2023

31 Mar 2022 31 Mar 2023

SANDOWN TOWN COUNCIL

31/03/2023

26 April 2023 (2022-2023)

Signed

Date

Responsible Financial Officer



Year End Working Document

A - B + CCBA

SANDOWN TOWN COUNCIL

Year ending 31/03/2023

26 April 2023 (2022-2023)

Last Year Last Years This Years

Inc\Exp AdjustmentsReceiptsIncome Income

ISLE OF WIGHT COUNCIL PRECEPT 335,212  355,158.00  355,158.00

TOILETS 800.59  1,270.65  319.60  1,590.25

BROADWAY CENTRE 26,827.20  30,545.35  3,414.00  2,571.58  29,702.93

ADMINISTRATION 1,659.37  2,811.39  2,700.00  5,511.39

COMMUNITY GRANTS &  EVENTS 6,000  43,000.00  43,000.00

SANDHAM GARDENS (GENERAL) 12,500  10,000.00  2,500.00  2,500.00  10,000.00

SERVICE PROVISION 750

BEACHES 0  7,500.00  7,500.00

Restated-2,951

 452,462.57 8,091.18 5,914.00 450,285.39

Last Year Last Years This Years

Inc\Exp AdjustmentsPaymentsExpense Expense

ADMINISTRATION 56,686.58  47,906.61  195.48  47,711.13

TOILETS 173,929.20  185,838.03  955.11  4,097.65  188,980.57

STAFF 93,927.47  103,209.38  103,209.38

SANDHAM GARDENS (GENERAL) 772.11  3,376.18  3,376.18

COUNCILLORS 5,388.83  371.99  371.99

COMMUNITY GRANTS &  EVENTS 17,433.66  23,120.00  23,120.00

CIVIC 2,876.46  1,740.08  1,740.08

BROADWAY CENTRE 15,486.01  30,371.12  274.02  338.67  30,435.77

BEACHES 10,428  63,156.12  63,156.12

ADVERTS &  PUBLICITY 1,315.28  1,486.88  1,486.88

SERVICE PROVISION 50,994.23  2,964.00 -2,964.00

OTHER 17.69

LOS ALTOS 4,378.32

SANDHAM GARDENS (SJP) 18,911.49  7,019.49  50.00  7,069.49

SANDHAM GARDENS (SKATE PARK) 0  3,476.75  3,476.75

CIVIC SPACE 0  16,656.19  16,656.19

Restated-78,007.76

 487,826.53 4,486.32 4,388.61 487,728.82



Income & Expenditure Account

(Current) Year Ended(Last) Year Ended

01/04/2022 to 31/03/2023

SANDOWN TOWN COUNCIL

26 April 2023 (2022-2023)

31 Mar 2022 31 Mar 2023

Income

ISLE OF WIGHT COUNCIL PRECEPT  355,158.00 335,212.00

TOILETS  1,590.25 800.59

BROADWAY CENTRE  29,702.93 26,827.20

ADMINISTRATION  5,511.39 1,659.37

COMMUNITY GRANTS &  EVENTS  43,000.00 6,000.00

SANDHAM GARDENS (GENERAL)  10,000.00 12,500.00

SERVICE PROVISION 750.00

BEACHES  7,500.00

Restated-2,951.00

£452,462.57£380,798.16

Expense

ADMINISTRATION  47,711.13 56,686.58

TOILETS  188,980.57 173,929.20

STAFF  103,209.38 93,927.47

SANDHAM GARDENS (GENERAL)  3,376.18 772.11

COUNCILLORS  371.99 5,388.83

COMMUNITY GRANTS &  EVENTS  23,120.00 17,433.66

CIVIC  1,740.08 2,876.46

BROADWAY CENTRE  30,435.77 15,486.01

BEACHES  63,156.12 10,428.00

ADVERTS &  PUBLICITY  1,486.88 1,315.28

SERVICE PROVISION -2,964.00 50,994.23

OTHER 17.69

LOS ALTOS 4,378.32

SANDHAM GARDENS (SJP)  7,069.49 18,911.49

SANDHAM GARDENS (SKATE PARK)  3,476.75

CIVIC SPACE  16,656.19

Restated-78,007.76

£487,826.53£374,537.57

General Fund

Balance at 01 Apr 2022  427,320.21 445,378.78

ADD Total Income  452,462.57 380,798.16

 879,782.78 826,176.94

DEDUCT Total Expenditure 374,537.57  487,826.53

 391,956.25 451,639.37

 24,319.16 DEDUCT Reserves Balance

£427,320.21 £391,956.25Balance at 31 Mar 2023

Reserves: 

Capital Reserve Balance  £24319.16



26 April 2023 (2022-2023)

Reconciliation between Box 7 and Box 8
SANDOWN TOWN COUNCIL

31/03/2023

This report explains the difference between the total balance in Box 7 and the cash balance in Box 8 by showing the 

totals for each type of adjustment, the details of which can be listed using the Adjustments report . It deducts the 

additional assets which have been included on the balance sheet and adds back in the liabilities to arrive at the balance 

for actual cash and short term investments. This only applies to Annual Returns prepared on Income and Expenditure 

basis

Amount

TOTAL DEDUCTIONS

Debtors

Prepayments

VAT Recoverable

Creditors

 32,725.64

Doubtful Debts

Receipts in Advance 

TOTAL ADDITIONS

Box 7 - Balances carried forward  416,275.41

Box 8 - Total cash and short term investments

Amount

 4,486.32

 40,816.82

 379,944.91

 8,091.18

Stocks and Stores 

 4,486.32
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SANDOWN TOWN COUNCIL

5 May 2023 (2023-2024)

Prepared by:

Date:Approved by:

Date:

Name and Role (Clerk/RFO etc)

Name and Role (RFO/Chair of Finance etc)

Bank Reconciliation at 30/04/2023

Cash in Hand 01/04/2023  379,944.91

ADD

Receipts 01/04/2023 - 30/04/2023  566,728.30

 946,673.21

SUBTRACT

 41,627.61Payments 01/04/2023 - 30/04/2023

A Cash in Hand 30/04/2023  905,045.60

(per Cash Book)

Cash in hand per Bank Statements

Petty Cash  2.4130/04/2023

5 - 32 Day Access Acc Number TBC  277,773.8630/04/2023

2 - Treasurers Account  30-97-42 17764460  0.0030/04/2023

3 - Reserves  30-97-42 24097868  0.1030/05/2023

4 -  Business Bank Instant  30-97-42 07117073  62,424.8730/04/2023

1 - Treasurers Account  30-97-42 00121547  564,844.3630/04/2023

 905,045.60

B

Less unpresented payments

Plus unpresented receipts

Adjusted Bank Balance  905,045.60

 905,045.60

A = B Checks out OK
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9 May 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code

Cost Centre Name

ADMINISTRATION

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 12.50 1 Audit - Internal  262.50  250.00

 1,200.00 2 Audit - External  2,000.00  800.00

 136.84 3 Broadband and Telephone Monthly Charges  780.00  643.16

 157.50 4 Broadband and Telephone Repair and Maintenance  157.50

-427.73 5 County Association Membership Fees  793.56  1,221.29

 1.75 6 ICO Registration  36.75  35.00

 925.01 7 ICT Capital (equipment) - RESERVES  1,000.00  74.99

 25.10 8 ICT Consumables  105.00  79.90

 210.00 9 ICT Repair and Maintenance  210.00

 47.50 10 ICT Accounting Software  997.50  950.00

 203.70 11 ICT Domain Registration  203.70

 16.92 12 ICT Office 365  355.32  338.40

 190.80 13 ICT Email Hosting  478.80  288.00

 84.21 14 ICT Adobe/Zoom/Survey Monkey  890.21  806.00

 176.58 15 ICT Antivirus  205.75  29.17

 2,016.75 16 Insurance  6,683.16  4,666.41

 36.75 17 Mayors Board  36.75

 8.50 18 Office Equipment Service  PAT Test Recalibration  80.00  71.50

 94.66 19 Photocopier  536.68  442.02

 100.90 20 Postage  107.10  6.20

 495.00 21 Professional Fees Land Reg/Sports Ass etc  500.00  5.00

 104.00 22 Professional Fees Payroll  528.00  424.00

 5,000.00 23 Professional Fees Legal Advice  5,000.00

 8,200.00 24 Professional Fees Planning, surveys etc  10,000.00  1,800.00

-15.75 25 Professional Fees Accessible Formatting  810.00  825.75

 377.50 26 Public Works Loan  33,818.48  33,440.98

 194.41 27 Stationary  100.00  803.25  708.84

 202 VAT Refund

 204 Donations

 2,711.39 205 Bank Interest  2,711.39

 207 Insurance Claim

 208 Misc Hire

 213 Re-Charges

 22,284.79£2,811.39 £47,906.61 67,380.01

ADVERTS &  PUBLICITY

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 304.00 28 Adverts  484.00  180.00

-70.63 29 ICT Web-Hosting  236.25  306.88

 30 Contrbution to Hard Copy Pub.  1,000.00  1,000.00

 233.37£1,486.88 1,720.25

BEACHES

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 369.60 31 Beach Cleaning (Bins)  13,305.60  12,936.00

 235.95 32 Bouys  5,850.31  5,614.36

 33 Life Boat  2,000.00  2,000.00

-270.00 34 Lifeguard Equipment and training  9,194.00  9,464.00

 8,558.32 35 Lifeguard Hut  7,500.00  17,306.00  16,247.68

 36 Beach Safety Service  16,000.08  16,000.08

 85.00 37 Beach Storage  100.00  15.00

 21.00 38 Tourism  Blue Flag/Seaside award  900.00  879.00

 8,999.87£7,500.00 £63,156.12 64,655.99

BROADWAY CENTRE

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

-1,955.00 39 Independent Cleaner (Ad Hoc)  500.00  2,455.00

 1,104.05 40 Business Rates  5,345.55  4,241.50

-984.00 41 CCTV  2,250.00  3,234.00

-1,163.93 42 Microphones and Loop  8,400.00  9,563.93

-19.00 43 Furniture and fittings  200.00  219.00

 380.00 44 Landscape  500.00  120.00

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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9 May 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code

Cost Centre Name

 337.59 45 Licenses (music , microphone)  1,024.59  687.00

-18.51 46 Repair and Maintenance Door Stops  210.00  228.51

-489.05 47 Repair  & Maint. Sundries (cleaning supplies etc)  516.52  1,005.57

-897.05 48 Repair and Maint. General  (inc.window cleaning)  1,000.00  1,897.05

 746.01 49 Service Alarms/CCTV/Boiler/Electrics  1,422.86  676.85

 17.00 50 Service Fire Extinguishers  82.69  65.69

-62.71 51 Signage  102.00  164.71

 551.95 52 Utilities - Gas  2,100.00  1,548.05

 130.63 53 Utilities Water  567.00  436.37

-257.15 54 Utilities - Electric  1,506.20  1,763.35

 55.03 55 Waste Collection (General and Confidential)  1,601.25  1,546.22

 54.98 56 Waste Collection (Sanitary)  573.30  518.32

 30,545.35 206 Room Hire  30,545.35

 28,076.19£30,545.35 £30,371.12 27,901.96

CIVIC

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

-30.00 57 Remembrance Wreaths  210.00  240.00

 1,052.50 58 Remembrance Events  1,575.00  522.50

 522.42 59 Jubilee Events  1,500.00  977.58

 250.00 72 Town Crier  250.00

 1,794.92£1,740.08 3,535.00

CIVIC SPACE

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 420.83 60 Christmas Tree and Lights  1,200.00  779.17

 201.00 61 Christmas Tree and Lights New lights and Storage  1,000.00  799.00

 62 Decorative Lighting  Maintenance  2,236.51  2,236.51

 6,000.00 63 Decorative Lighting  Capital Replacement RESERVES  6,000.00

 210.00 64 Defib Pads  210.00

 2,200.00 65 Environment Officer/Planning  2,200.00

 3.00 66 Ferncliff - Grounds Maintenance and Hedge Cutting  450.00  447.00

 67 Green Towns  2,500.00  2,500.00

 2,558.73 68 Hanging Baskets Planting  3,000.00  441.27

 3,211.70 69 Hanging Baskets Watering  8,000.00  4,788.30

 1,188.16 70 Los Altos Grass Cut  5,443.20  4,255.04

 400.00 71 Revetment Lighting  400.00

 7,183.41 73 Town Improvement Fund  7,263.41  80.00

 670.10 74 War Memorial  (Esplanade) Maintenance  1,000.00  329.90

 500.00 75 War Memorial (Animal) Maintenance  500.00

 24,746.93£16,656.19 41,403.12

COMMUNITY GRANTS &  EVENTS

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 1,880.00 76 Schools  3,000.00  1,120.00

 77 Carnival Association Events  5,000.00  5,000.00

 33,000.00 78 Grants  43,000.00  2,000.00  12,000.00

 79 Youth Provision  5,000.00  5,000.00

 203 Grants

 34,880.00£43,000.00 £23,120.00 15,000.00

COUNCILLORS

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 6,000.00 80 Election  6,000.00

 253.01 81 Hospitality  525.00  271.99

 900.00 82 Mayor Allowance  1,000.00  100.00

 1,000.00 83 Training  1,000.00

 8,153.01£371.99 8,525.00

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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9 May 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code

Cost Centre Name

ISLE OF WIGHT COUNCIL PRECEPT

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 19,946.00 201 IWC Precept  335,212.00  355,158.00

 19,946.00£355,158.00 335,212.00

SANDHAM GARDENS (GENERAL)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 1,500.00 84 Grounds Maintenance, Drainage  1,500.00

 720.00 85 Grounds Maintenance, Grass Cutting Spare Ground  800.00  80.00

 2,000.00 86 Grounds Maintenance, Tree Care  2,000.00

 240.00 87 Grounds Maintenance, Weed Treatment  240.00

 2,625.00 88 Kerbing  2,625.00

 1,772.76 89 Lighting  2,000.00  227.24

 1,931.06 90 Maintenance and Repair  5,000.00  3,068.94

 250.00 91 Signage (Sandham)  250.00

 2,250.00 98 CCTV  2,250.00

 10,000.00 209 Land Lease  10,000.00

 23,288.82£10,000.00 £3,376.18 16,665.00

SANDHAM GARDENS (MUGA)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 10,000.00 92 Replacement of MUGA - RESERVES  10,000.00

 10,000.00 10,000.00

SANDHAM GARDENS (SJP)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 718.50 93 Grounds Maintenance, Grass Cutting  3,433.50  2,715.00

 1,392.50 94 Inspections  2,729.50  1,337.00

 3,503.00 95 Litter Picking  5,603.00  2,100.00

 10,000.00 96 Playground Renewal Fund - RESERVES  10,000.00

 4,132.51 97 Repair/replace (damage)  5,000.00  867.49

 19,746.51£7,019.49 26,766.00

SANDHAM GARDENS (SKATE PARK)

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 2,523.25 99 Maintenance and Repair  6,000.00  3,476.75

 10,000.00 100 Replacement RESERVES  10,000.00

 12,523.25£3,476.75 16,000.00

STAFF

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 1,109.91 101 Expenses (Milage etc)  1,128.00  18.09

 1,000.00 102 Locum Clerk  1,000.00

-257.00 103 Professional Subscriptions  309.00  566.00

 9,566.23 104 Salaries  87,615.00  78,048.77

-5,328.01 105 Salaries - HMRC  7,498.00  12,826.01

 8,518.49 106 Salaries - Pension  20,269.00  11,750.51

 1,050.00 107 Training  1,050.00

 15,659.62£103,209.38 118,869.00

TOILETS

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 13,123.75 108 Cleaning and Security, Cleaning  40,000.00  26,876.25

-1,963.00 109 Refurbishment  141,963.50  143,926.50

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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9 May 2023 (2022-2023)

SANDOWN TOWN COUNCIL
Net Position by Cost Centre and Code

Cost Centre Name

-908.95 110 Repair and Maintenance , Repairs  7,500.00  8,408.95

 1,453.60 111 Repair and Maintenance , Sundries  1,453.60

 1,213.00 112 Testing and Service (inc Solar),  1,438.00  225.00

-887.60 113 Utilities, Electric  1,500.00  2,387.60

 2,020.88 114 Utilities, Water  3,104.98  1,084.10

-1,534.40 115 Inspection (inc. Legionella)  960.75  2,495.15

-21.18 116 Waste (Toilets)  573.30  594.48

 1,270.65 211 WC Income  1,270.65

 108.99 212 Contactless Running Costs -51.01 -160.00

 13,875.74£-51.01 £1,270.65 £185,838.03 198,494.13

£450,285.39 £487,728.82£-51.01  335,212.00  616,915.46  244,209.02NET TOTAL

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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Town Clerks Report 

Date  20 May 2023 
Prepared by Town Clerk  

1. ADMINISTRATION

1.1. Completion of Year End Accounts 

1.2. Credit Control activities. 

1.3. Draft Annual Governance and Review Statement 

1.4. Internal Audit Process 

1.5. Town Meeting 

1.6. Regular Meeting with Isle of Wight Council Open Spaces Team 

1.7. Facilitated Bay Place Plan briefing for Shanklin, Sandown and Lake councils (inc Bay 
Revetment Working Party and possible funding request) 

1.8. Annual review of insurance schedule 

1.9. Risk Assessment review with Isle of Wight Council. 

1.10. High Street Task Force Meeting 

1.11. Back Office Support to Lake PC 

1.12. HR Pressures. 

1.13. Planning of meeting with PCC Donna Jones – Bay Project. 

1.14. Further correspondence on Conservation Area Management Plan 

1.15. Notification from the Isle of Wight of correspondence from the monitoring officer. 

2. ADVERTS, PUBLICITY AND EVENTS

2.1. Publication of 2022/2023 Q4 Transparency Data 

2.2. Coronation Bag project with school 

2.3. Supporting Community Rail Partnership with Coronation Event for local school 
children. 

2.4. Los Altos Easter project with Community Rail Partnership. 

2.5. Commemorative Events for local resident, Anzac Day with Church, and other 
presentations. 
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2.6. Coronation event at Library, with Historical association, Green Town Tree Planting, 
Coronation Champion, QAVS Bus Volunteers, Community Rail Partnership and other 
events. 

 
3. BEACHES 

3.1. Movement of sand and replacement of broken steps in conjunction with Isle of Wight 
Council (grant funded) with Isle of Wight Council. 

3.2. Installation of the Buoys. 

3.3. Ongoing work re Blue Flag process. 

3.4. Meeting with High Sheriff 

3.5. Support of SSIL   

 
4. BROADWAY CENTRE 

4.1. Continued cover for staff absences to facilitate bookings. 

4.2. Interim cleaning arrangements due to staff absences 

4.3. Guttering replaced. 

4.4. Maintaining Bank Holiday groups where appropriate 

4.5. Historical Association and support of future meetings in line with ongoing 
maintenance of the Town Council Archives at Library. 

 

5. CIVIC SPACE 

5.1. Hanging Baskets Project (plants ordered, quotes from Island Roads still pending) 

5.2. Taking forward High Street Task Force and Bay economic regeneration  

5.3. Memorial Flag Pole issues, regarding insurance and replacement. 

5.4. Pier Street Toilets correspondence. 

 

6. SANDHAM GROUNDS 

6.1. Arrangements for repair of Zip Wire. 

6.2. Ongoing insurance issue.  

6.3. Grounds works to repair damage to grass areas following vandalism to previous 
repairs.  

6.4. Litter picking issues and ongoing damage to fencing. 

6.5. Support of grant application. 
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7. TOILETS 

7.1. On-going issues with drainage at Yaverland. 

7.2. Additional collection of money due to bank holidays.  

7.3. Bank Holiday call-outs re contactless and collection. 

7.4. Work with the Isle of Wight Council on further accessibility project. 

7.5. Work with Sight for Wight on accessibility project. 

7.6. Opening of Eastern Gardens 

7.7. Further correspondence with Southern Water regarding Eastern Gardens.  
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Working Parties Update (Briefing Note)

Date  15 May 2023 
Prepared by Town Clerk  

1. PUBLIC REALM (ASSETS) AND PUBLIC ENGAGEMENT AND COMMUNICATIONS
WORKING PARTY MEETING

1.1. The working party met on Monday, 24 April 2023. 

1.2. Present: Cllrs P Lightfoot, A Lightfoot, F Baldry, I Ward & I Fletcher. 

In attendance: Clerk, RFO & Admin Officer 

1.3. Members discussed confirmation that Sandown Town Council’s application for 
Changing Place Funding had been accepted, and the project would be taken forward 
through the working Party.   

1.4. Matched funding would be required for part of the contribution, with the location 
being at Eastern Gardens, linking with wider Accessibility of the area and beach, linking 
with accessible beach wheelchairs, new toilets, and grant funds for mat.   

1.5. Clerks would include update in report for May Town Council meeting, and circulate 
more details once received, together with identifying matched funding. 

RECOMMENDATION: 

THAT match funding comprising of unspent monies relating to the beach cost code be 
brought forward in addition with monies from the general reserve to support the 
project.  

1.6. Members noted discussions for Christmas Funday, utilising Public Realm Assets, and 
that the Christmas Event was being developed, members would propose freeing up 
resource to support the initiative in line with arrangements for the Big Picnic, with 
£1,000 identified to support the Christmas project subject to further details. 

RECOMMENDATION: 

THAT £1,000 of the 2022/2023 unspent grant monies be used to support the Christmas 
Funday. 

1.7. Members discussed the new Toilets at Eastern Gardens, with income around £70 a 
week (representing around 350 users a week, not including Radar key users, etc) and 
that a recommendation to increase charging to 50p for July and August to coincide 
with Beach Safety Service and Showering Facilities, would be taken to May Council 
meeting. 
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RECOMMENDATION: 

THAT the charge for Eastern Gardens Toilets be increased to 50p through July and 
August.  

1.8. Members discussed possible contributions to the forthcoming ‘Guide’ and 
communicating projects delivered, and planned in 2023. 

1.9. Members discussed possible options at Pier Street subject to IWC clarifying the 
position regarding Economic Regeneration of the site, and also taking forward 
Yaverland replacement – members noted initial exchange of correspondence with 
PWLB and the success of the Sandown Sprint, and the ongoing issues experienced at 
Yaverland.   

1.10. Members noted that internal audit’s were currently in hand, and once completed 
would free up capacity to progress Yaverland project through Working Party. 

1.11. Members noted progress of Blue Flag application with embargoed result due before 
the end of April. 

1.12. Members noted submission of an expression of interest for Sandham Grounds project, 
and once confirmation or further details received members will be updated. 

1.13. Members discussed timings of lights for summer season, and were updated on delays 
for hanging baskets, and other projects, involving Island Roads. 

1.14. Members were updated on repairs at Sandham Grounds, with ongoing damage to 
safety matting near zip wire, and arrangements to make safe. 

1.15. Members noted recent High Street Task Force meeting and linking workplan of the 
working parties with these projects. 

 

2. EVENTS WORKING PARTY WORKING PARTY MEETING 

2.1. The working party met on Monday, 4 April 2023. 

2.2. Present: Cllrs P Lightfoot, I Fletcher, J Hicks, F Baldry, H Humby & I Ward  

In attendance: Alan & Jean Jones, Rev. Mark Williams, Richard Priest (Clerk), Jenn 
Armstrong (RFO) and Rainie Elliss (Amin). 

2.3. The Clerk outlined details of the Island Church service planned for the Coronation, in 
Cowes as the Minster is undergoing repairs, and members noted the difficulty of 
arranging a local service given the logistics of dates and other local events; 

2.4. Members noted the work undertaken with the Community Rail Partnership, and 
involvement of local school children in a coronation party planned for the centre on 
the Afternoon of the Friday of the Coronation weekend (5 May 2023), and clerk will 
circulate more details once available from the Partnership; 

2.5. Rainie outlined work with local school to design logo for coronation bag, in line with 
2022 budget for school projects, and linking with local Library to display all 
designs.  Members were mindful of tight timescales and as soon as designed received 
from school after Easter break, members will need to judge the designs, and advise 
contractor in advance of Coronation weekend; 
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2.6. Clerk outlined other projects with Rail Partnership, including Defib at Rail Station, 
and Easter event; 

2.7. Clerk outlined small wordsearch project with school and library; 

2.8. Working with Historical association, the clerk outlined Royal Film project and 
discussion regarding launch at the library and link to other presentations; 

2.9. Members noted involvement with colleagues at Lake regarding Bay Coronation 
events; 

2.10. Members noted planned Community Bus event in May, involving Lord Lieutenant, 
and presentation of special badges for Voluntary service; 

2.11. Members discussed possible Volunteers event to ‘spring clean’ parts of the Town, 
and this would link with the Sandown Conservation Area Management Plan, and it 
may start with small Town Council Projects such as repainting Lifeguard Station and 
grow into larger event in the future; 

2.12. Members discussed Big Picnic event at Battery Gardens, working with Community 
Association, with around £500 available through the Town Council for the 
Coronation/Big Picnic event, and members also noted current situation regarding the 
guide and plans for 2023; 

2.13. Members also noted progress on High Street Task Force, Bay Place Plan, Funding 
secured for community projects, and noted proposed date for Town Meeting on 
Monday 24 April, providing an opportunity to highlight planned Coronation events; 
and 

2.14. Members also noted small community events to mark Anniversary event at war 
Memorial on 11 April and on 25 April, working with the Church and Historical 
Association. 
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	1. PURPOSE AND SCOPE
	2. PRINCIPLES
	2.1. No disciplinary action will be taken against an employee until the case has been fully investigated
	2.2. At every stage in the procedure the employee will be advised of the nature of the complaint against him or her and will be given the opportunity to state his or her case before any decision is made.
	2.3. At all formal stages the employee will have the right to be accompanied by a trade union representative or work colleague during the disciplinary interview.
	2.4. No employee will be dismissed for a first breach of discipline except in the case of gross misconduct when the penalty of dismissal without notice or payment in lieu of notice may be applied.
	2.5. An employee will have the right to appeal against any disciplinary penalty imposed.
	2.6. The procedure may be implemented at any stage if the employee's alleged misconduct warrants such action.
	3. MISCONDUCT and GROSS MISCONDUCT
	3.1. The following list provides examples of misconduct which will normally give rise to formal disciplinary action:
	3.2. This list is not exhaustive and offences of a similar nature will result in disciplinary action being instigated N.B. persistent or frequent absence on medical grounds and long term sickness absence will be dealt with using a procedure for Incapa...
	3.3. The following list provides examples of offences which are normally regarded as gross misconduct:
	3.4. This list is not exhaustive and other offences of a similar gravity will result in disciplinary action being instigated at Gross Misconduct level which carries a potential penalty of dismissal. Gross Misconduct is generally any conduct which plac...
	4. PROCEDURES
	Suspension
	4.1. If you are accused of an act of gross misconduct, you may be suspended from work on full pay while the council investigates the alleged offence. Only the appropriately convened committee has the power to suspend. This enables a swift and thorough...
	4.2. The Investigator who compiles evidence for the disciplinary hearing must play no part in the subsequent decision-making to ensure impartiality. Councils need to consider the implications of such arrangements on its hearing and appeal panel plans ...
	Informal Action
	4.3. Minor misconduct will be dealt with informally usually in a confidential one-to-one meeting between the employee and line manager. In the case of the Clerk being the individual against whom there is a complaint or allegation the matter should be ...
	Formal Action
	4.4. The level of warning you may receive for misconduct/gross misconduct will depend on how serious the council considers the alleged actions to be and your previous conduct in all the circumstances. In the event of alleged gross misconduct the forma...
	Disciplinary Letters
	4.4.1. If there is a concern about an employee's conduct or behaviour then a letter will be given to the employee advising him/her of the allegation(s) and reasons why this is unacceptable. The letter should invite the employee to attend a meeting at ...
	4.4.2. The letter will specify at which stage the disciplinary procedure is being invoked (see 4 stages below) and if invoked at Stage 4 for Gross Misconduct the letter will warn that a potential outcome could be dismissal. The time, date and venue of...
	Disciplinary Meetings
	4.4.3. The time and location of a disciplinary meeting should be agreed with the employee and it should be held in a private location with no interruptions. This will normally be without undue delay but allowing the employee to prepare their case e.g....
	4.4.4. If the employee is unable to attend the meeting due to unforeseeable reasons out of their control (e.g. illness) then the council will reasonably rearrange the meeting. However, if the employee fails to attend the meeting without good reason th...
	5. OUTCOMES AND PENALTIES
	Stage 1 - Oral Warning
	5.1. In the instance of a first complaint that conduct does not meet acceptable standards, the employee will normally be given a formal ORAL WARNING. He or she will be advised of;
	5.2. A brief note of the oral warning will be kept but ii will be spent after 6 months, subject to satisfactory conduct.
	Stage 2 - Written Warning
	5.3. If the offence is a serious one, or if further to previous formal disciplinary action, a WRITTEN WARNING will be given to the employee by the Line Manager.
	5.4. This will give details of the complaint, the improvement required and the timescale. It will warn that action under Stage 3 will be considered if there is no satisfactory improvement and will advise of the right of appeal. A copy of this written ...
	Stage 3 - Final Written Warning
	5.5. If there is still a failure to improve and conduct or performance is still unsatisfactory, or the misconduct is sufficiently serious, a FINAL WRITTEN WARNING will normally be given to the employee. This will give details of the complaint, will wa...
	5.6. A copy of this final written warning will be kept by the Line Manager (or in the case of the Clerk being disciplined by the Chair of the Hearing Panel) but it will be spent after 12 months (in exceptional cases the period may be longer) subject t...
	Stage 4 - Dismissal or other sanctions
	5.7. If conduct is still unsatisfactory and the employee still fails to reach the prescribed standards, or where the Society reasonably believes Gross Misconduct has occurred, DISMISSAL may result.
	5.8. Only the appropriately convened hearing panel can take the decision to dismiss an employee.
	5.9. The employee will be given a written statement of allegations against him/her, invited to a meeting and then be notified in writing of the reasons for the decision taken at the hearing. Penalties at this stage may include dismissal with notice or...
	5.10. If dismissal is the outcome, the employee will be advised of the date on which employment will terminate. In all cases the employee has a right of appeal.
	5.11. Very exceptionally, if an offence of Gross Misconduct is extremely serious an employee can be dismissed immediately without a meeting. In this situation a letter setting out reasons for dismissal would be sent to the employee offering the opport...
	6. APPEALS
	6.1. The Appeals stage of the disciplinary process is part of the Code of Practice to which an employee has a right. It can be exercised after any of the stages of disciplinary action for Misconduct, Poor Performance or Gross Misconduct.
	6.2. An employee who wishes to appeal against a disciplinary decision should inform the Chair/Mayor (or Chair of the relevant committee) within five working days, in writing and giving reasons for the appeal. An Appeal may be raised if:
	6.3. Where possible the Appeal will be heard by a separate panel of elected members who have not been involved in the original disciplinary hearing, who will view the evidence with impartiality. The employee will have the right to be accompanied by a ...
	6.4. At the Appeal hearing any disciplinary penalty imposed will be reviewed but it cannot be increased. The decision taken at the Appeal hearing will be final.
	7. THE RIGHT TO BE ACCOMPANIED
	7.1. At each formal stage of disciplinary interview an employee has the right to be accompanied and can make a reasonable request for such a person to accompany them. An employee can ask any other employee or a trade union representative or an appropr...
	7.2. This right is enshrined in the 1999 Employment Relations Act. As this is an internal process there is no provision to have any external person accompany or represent an employee e.g. partner, parent, solicitor etc. present.
	7.3. The companion can address the hearing, put and sum up the employee's case, respond on behalf of the worker to any views expressed at the meeting, confer with the employee. The companion cannot however answer questions on the employee's behalf or ...
	8. HEARING PANELS
	8.1. The town council will establish hearing panels to hear disciplinary and grievance hearings on an annual basis so that if a dispute does arise in the workplace the elected members involved are already trained and briefed on their duties as a heari...
	9. NOTE-TAKING
	9.1. It is highly recommended that a note-taker be provided to every meeting/hearing which arises as a result of a disciplinary process as Employment Tribunals are particularly keen to view contemporaneous notes of events which have led to an employme...
	10. GRIEVANCES RAISED DURING DISCIPLINARY PROCESSES
	10.1. In some circumstances when a disciplinary process has commenced an employee chooses to exercise his/her right to raise an internal grievance about the employment relationship with the council or individual Members. It is recommended that in line...
	11. CRIMINAL CHARGES OR CONVICTIONS
	11.1. If an employee is charged with or convicted of a criminal offence this does not automatically give rise to a disciplinary situation. Consideration needs to be given to how a charge or conviction may affect an employee's ability to undertake his ...
	12. GETTING IT WRONG
	12.1. Failure to follow the ACAS Code of Practice (available at www.acas.org.uk) can lead to an Employment Tribunal awarding an uplift of an award against the council of up to 25%.
	12.2. Tribunals dealing with unfair dismissal claims are particularly interested in whether the employer followed a procedure and whether the employer acted fairly and reasonably. One way in which to avoid such a penalty is to have an agreed procedure...
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