AGENDA FOR THE MEETING OF TOTNES TOWN COUNCIL
MONDAY 15T APRIL 2019 AT THE GUILDHALL, TOTNES

You are hereby SUMMONED to attend the Meeting of the Council, which is to be held in the
Guildhall, Totnes on Monday 15t April at 7pm for the purpose of transacting the following business:

No | Subject Comments
1 To receive apologies. Cllr K Tremain, Clir R
Adames, Cllr M Parker

2 The Mayor will request confirmation that all Members have made any
amendments necessary to their Declaration of Interests, if appropriate.
Councillors are reminded that we are currently in Purdah prior to local Enclosure
elections.

3 The Council will adjourn for the following items:

Public Question Time: A period of 15 minutes will be allowed for members
of the public to ask questions or make comment regarding the work of the
Council or other items that .affelrct Totne§. a) Clir Birch
Reports from County and District Counciilors b) Clir Green

The Council will convene.

4 To approve and sign the Minutes of the following Meetings:
(Please note confidential minutes can be agreed but any discussion must be
held in Part 2):
a. Full Council 4t March 2019 Enclosures
b. Council Matters 11 March 2019
c. Town Matters 21% March 2019
5 To consider any matters arising from the Minutes and to approve any
recommendations from Committees
(Please note confidential recommendations can be agreed but any
discussion must be held in Part 2):
a. Full Counci! 4™ March 2019 Enclosures
b. Council Matters 11" March 2019
c. Town Matters 215 March 2019
6 To receive an update on the Neighbourhood Plan process and consider an Enclosure
update to the proposed budget allocation.
7 To note that the Standing Orders are currently under review. The current Enclosure
working draft is attached. A new proposed document will be sent to Full
Council on 13" May for consideration and adoption. Councillors are asked
to note draft dates of meetings.
8 To note future dates:

e Elections - Thursday 2" May 2019

e Councillor Induction Session — Wednesday 8" May 2019

e Mayoral Choosing — Thursday 16" May 2019

¢ Annual Town meeting — Thursday 23™ May 2019 at 6.30pm in the Civic Hall

9 To note the date of the next meeting: Monday 13t May 2019 at 7pm in The Guildhall,

Catherine Marlton

Town Clerk QXWWAN_/




ITEM 2
PURDAH GUIDELINES

This year, the Purdah rules will apply from 21 March 2019 when the notice of election is posted, until the
ballot closes on 2nd May.

The pre-election restrictions mean that Councils cannot: “publish any material which in whole or in part,
appears to be designed to affect public support for a political party.”

This does not mean that councils are not allowed to communicate with their residents:

What councils are not allowed to do:

Produce publicity on matters which could be seen as promoting any political group or individual
Make reference to individual politicians or groups in press releases

Arrange proactive media events involving candidates

Issue photos which include candidates

Help with national political visits

What councils are ailowed to do:

Continue to carry on with normal council business and continue to make council decisions
Publish factual information

Use relevant lead officers rather than members for reactive media releases {in practice this means the
Clerk for your councils)
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John Birch
SHDC Member for Totnes

Report for Totnes Town Council
meeting to be held on Monday 1 April 2019

I report on the following matters;

JOINT LOCAL PLAN APPROVED

At SHDC's Full Council meeting on 21 March 2019 the JLP was voted through
even though councillors were given less than 48 hours to consider 4 key
documents running to over 500 pages.

Furthermore, at the time, two of the documents had not been published by SHDC
on its website for access by the public.

I, together with Cllr Robert Vint, called for council discussion of the documents to
be deferred by 5 working days to enable councillors sufficient time to consider
the reports in full and consult the residents they represent. Opposition
councillors supported our proposal for deferment.

Unfortunately the Conservative members voted the proposal down resulting in
an important long term planning policy going through without, in my opinion,
proper examination or discussion by councillors.

When it came to the vote on the approval of the JLP I abstained and I had two
reasons for doing so and they are as follows;

Firstly when the policy documentation came to the vote I abstained on the basis
that as councillors we had not had sufficient time to read the 500 page plus
reports and as such were not in a position to pass judgment.

Secondly I did not wish to vote against a plan that provided Totnes with a level of
protection against widespread expansion of the town. The housing numbers
initially proposed in the early stages of the draft plan included proposals for
housing on the central car parks and in the grounds of KEVICC. A successful
campaign to prevent such development resuited in a reduction of housing
numbers in the plan for Totnes.

These are the sites situated within the Totnes Town Council boundary that are
allocated for housing for the plan period up to 2034.

e KEVICC - 130 dwellings ~ included in previous local plan
e Baltic Wharf - 190 dwellings — under construction.

s Great Court Farm - 75 dwellings — under construction.

+  ATMOS - 62 dwellings - planning permission granted



Arejection of the JLP would have left Totnes exposed to the possibility of
widespread development especially on that part of the town adjoining Berry
Pomeroy.

BALTIC WHARF DEVELOPMENT SCANDAL

When the planning application for the Baltic Wharf development in Totnes came
before the SHDC planning committee in 2010 members were informed in an
planning officer’s report that a draft Full Travel Plan had been agreed between
Devon County Council and the developer that provided “a comprehensive and
effective strategy to minimizing car use and encouraging walking, cycling and
alternative means of transport such as buses, car clubs and car sharing schemes”. It
was reported that the measures in the travel plan “will reduce traffic to and from
the site”.

It was further stated that the plan “will be managed and developed by a site Travel
Plan Coordinator and enforced through site wide control of the site with sticks and
carrots to effectively encourage uptake of the Travel Plan initiatives”.

The Travel Plan initiatives, as agreed between developer and Devon County
Council, were subsequently incorporated into a $106 agreement between the
parties dated 4 December 2012,

The Baltic Wharf developer was and is required, by the legal agreement with
Devon County Council, to implement a travel plan for the development and this it
has failed to do.

This, in my opinion, is an appalling state of affairs when you consider that Phase
1 of the Baltic Wharf development is nearly complete, All the promises made by
the developer in support of its planning application have counted for nothing,
What is more galling is that these promises were turned into legal obligations
and these have been ignored.

There are two culprits in this sad state of affairs. The first is the developer who
has failed to fulfil its legal obligations and the second is Devon County Council as
it has failed to ensure that the developer has complied with its legal obligations.

Its time for Devon County Council to accept its failure and press the developer to
comply with its obligations as well as provide compensation for its past failures.
I have taken this matter up with the Executive Member responsible at DCC and |
await his response,

39 HIGH ST, TOTNES - LATEST

The Enforcement officer from SHDC has had a meeting on site with the owner
and received an assurance that those items of work that require urgent attention
and pose a danger to the public will be dealt with as a matter of urgency.

There are continuing discussions concerning the repairs required to the rest of
the building. I will press for regular updates on progress and will report back.




TOTNES PUBLIC TOILETS - LATEST

This matter came before the Executive Committee of SHDC on 14 March 2019
and the report that was put before Members was, in my opinion, insufficient and
did not report on the proposals submitted by the Town Council,  brought this to
the Chief Executive’s attention and an updated report was circulated prior to the
meeting. This document entitled “Totnes Public Toilets - Briefing note for
Members is submitted with this report. The proposal sent out in the last
paragraph of the note has been accepted by SHDC and the next step is for the
Town Council to submit a formal proposal following the elections in May.
Meanwhile the installation of Pay on Enter equipment is put on hold pending the
Town Council’s proposal.

Clir John Birch
SHDC Member for Totnes
24 March 2019




Tatnes Public Toilets
Briefing note for Members

Following the call in and consideration by Overview &
Scrutiny Committee, officers advised Totnes Town Council
that we would be revisiting the consultation with them in
respect of Pay on Entry (PoE) for the three facilities in the
town, which are Civic Hall, Coronation Road and Steamer

Quay.

As a result, District Council Ward Members and officers met
Totnes Town Councillors and officers on 10 January, and
discussed various options. It was agreed that Town
Councillors would consider further and that the Town Clerk
would come back to the District Council with a proposal.

On 11 February, the Town Clerk informed officers that the
Town Council, in principle, was supportive of a proposal to
prevent PoE being installed. However, no decisions had been
made about how this was to be funded by the Town Council,

The Clerk was given delegated responsibility to negotiate with
the District Council in respect of making financial
arrangements to compensate the District Council to delay the
installation of PoE until the matter had been considered by the
new Town Council, following the election in May.

An officer meeting was held on 27 February, to clarify some
points and review the timetable moving forward.

Following this, the Town Clerk confirmed, on 28 February,
(see extract below) that the Town Council wishes to
compensate the District Council for PoE income, pending a
final decision by the new Council in May 2019. This income
has been profiled in accordance with seasonal usage of the
toilets.

Therefore, the current position is that the Town Council has
requested to fund the lost income from PoE as an interim
measure, pending further consideration of the way forward by
the new Town Council, following elections in May, when a
formal proposal will be submitted by the Town Council to the
District Council.
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District Councillor’s Monthly Report
March 2019

John Green, SHDC Councillor for Totnes

Joint Local Plan
The Joint Local Plan for Plymouth, the South Hams and West Devon has been adopted and is now in force.

Borough Park

Financial support from s106 funding is available for clubs that are located in Borough Park. A meeting is
being held on 1% April with the clubs to discuss the opportunities this presents and how funding can be
obtained.

FoHaton Arboretum

SHDC is minded to formalise its recognition of Follaton Arboretum being a Public Open Space.

Totnes Travel Partnership

Following the forthcoming Town Council and District Council elections it would be beneficial for a member
of the Town Couneil to join District Councillors and SHDC Officers in discussing and deciding on the
priorities for transport-related s106 funding from Baltic Wharf and other developments.

Thank you
1 will not be standing in the forthcoming District Council elections.

T have felt very privileged to be a District Council representative for Totnes. T have often felt humbled by the
openness, integrity, creativeness and insight shown by people from all walks of life. The people of Toines
and the town itself will always have a special place in my thoughts.
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DRAFT MINUTES FOR THE MEETING OF TOTNES TOWN COUNCIL
MONDAY 4™ MARCH 2019 AT THE GUILDHALL TOTNES

Present: Councillors Westacott MBE (Chair), Paine, Piper, Hodgson, Vint, Allen, Simms, Whitty, Sweett, M Adams and

Price.

Apologies: Councillors Parker, Sermon, Webberley, R Adams, and Hendriksen

In Attendance: Catherine Marlton {Town Clerk), Christina Bewley (minutes), Peter Bethel {Town Sergeant), District Councillor
Green, District Councillor Birch, Soundart Radio x 1, Press x 1, and 5 members of the public.

No | Subject Comments
1 To receive apologies. Apologies were given by Councillors Parker, Sermon,
Webberley, R Adams, and Hendriksen

2 The Mayor waII request conﬁrmatlon that all Members .No__r_\_e,
have made any amendments necessary to thew S
Declaratmn of !nterests |f appr_oprlate

3 The Councn’ will adjoum for the. foﬁowmg items:

Public Question Time:: A penod of 15 mmutes will be::
allowed for members. of the publlc to ask questlons
make comment regarding the work of the Counul or- ';
other 1tems that affect Totnes. :

1A mem:ber of th bllC ra lsed concerns_about the

being done to momtor and protect the Dart Valley
wildlife coridor and the Greater Horseshoe bats. He
asked whether any European Protected Species
licences have been issued for Totnes as indications
are that none have. The Mayor responded to advise
that the Town Council does not have any planning
authority.

An organiser from the Community Interest Company,
Jamming Station, advised that they are trying to
expand their project but are finding the cost of hiring
the Civic Hall a concern.

Reports from County and District Councillors District Clir Green provided a written report. He
advised that 14 Sparkwell Drive fence is to be refused.
The path at Follaton Qak is now open. Unfortunately
the signs for showers near the river will no longer go
ahead hut D.ClIr Green intends to pursue this.

District Cllr Birch provided a written report. He
confirmed that the South Hams Enforcement officer
has been trying to make contact with the owner of 39
High Street to arrange an inspection of the property




The Councrl will convene

with Historic England. The owner is in the country and
has been located. South Ham DC can issue an urgent
repair notice and a meeting is being planned to take
this forward. The Ground Floor shop is separately
owned. DCC and the H&S Executive have said it is
SHDC’s responsibility. Clirs questioned how it could
be made safe in the interim whilst an urgent repair
notice is being arranged.

District Cllr Vint advised that the District Council
budget has been approved. He is also dealing with a
parking problem at Swallowfields.

County Clir Hodgson handed out a written report. She
expanded on the issue of the protection of bats that
was raised by a member of the public and suggested
the Town Council asked for a bat protection licence to
be included with planning applications submitted to
SHDC, She also advised that:DCC preceptis going. up
by 3.99% to raise the funding for: Care Services. A -

Climate Emergency_meetlng has taken place and the
{"next meeting is pléhned for 6/4/19. Consideration

. ;_needs to be given to askmg central government for
s "funding ' ~

To approve and sign- the Mlnutes'ofthe followmg
Meetings: : - &
(Please note conf:denttal mmutes can be agreed
but any dfscussmn must be held in Part. 2) -
Full Council 4" February 2019
b " Council Matters 11t February 2019
c. Town Matters 215t February 2019

|t was RESOLVED to approve and sign the Mmutes of
| the foEIowmg meetmgs

a. 'FuIE Couhéil 4th February 2019,
b. Council Matters 11t February 2019
c. Town Matters 215 February 2019

To consider any matters arising from the Minutes
and to approve any recommendations from
Committees
(Please note confidential recommendations can be
agreed but any discussion must be held in Part 2):
a. Full Council 4" February 2019
b. Council Matters 11" February 2019
c. Town Matters 21% February 2019

The foliowing matters arose:

a. Full Council 4" February 2019

ltem 3 —a Museum meeting has not taken place yet.

b. Council Matters 11t February 2019

Item 7 — It was RESOLVED to accept the
recommendation,.

ltem 12 — It was RESOLVED to accept the
recommendation.

c. Town Matters 215 February 2019

ltem 4 — ClIr Vint has no further information yet,

10




item 4 - ltem 5, It was RESOLVED to accept an
amended recommendation to say ‘The Clerk will e-
mail the various authorities, including the Police and
the fire services, to reiterate concerns on the safety
of the building. The Town Clerk will also ask the Town
Ranger to install high vis tape and signage to stop
people walking through the pillars’.
item 8 — ClIr Vint enquired about the use of Fairtrade
products by the Council. The Mayor confirmed this is
the case and the Clerk advised we do as much is
feasibly possible.
6 Update on the public toilets negotiation The Clerk provided a written report on the current
situation and advised that time is needed to carry out
a community consulfation to assess whether keeping
the public toilets free from pay-on-entry is a priority
for the use of the community budget funds. The
proposal is to pay SHDC the money they expected to
:receive from the pay-on-entry system for the next
‘few months until the community consultation has
been carried out and a decision can be made about
how it is taken forward.
~ | The toilets on Coronation Rd are temporarily closed
- while some maintenance work and design out crime
work is being undertaken.
7 | To note that the Standing Orders are currently | Noted".
under review. Councillors are asked tosend e
feedback to the Town Clerk by 31 March 2019. A
new proposed document willbesenttoFull - | . 0
Council on 13*" May for consideration and
adoption.
3 To ratify the internal office policy for how to It was RESOLVED to adopt the policy.
proceed following the death of a national figure.
9 To note future dates: Noted
s Civic Mayoral dinner ~ Friday 22" March
2019 at the Seven Stars
¢ Mayoral Choosing — Thursday 16™ May
2019
e Annual Town meeting — Thursday 23" May
2019 at 6.30pm in the Civic Hall
10 | To note the date of the next meeting: Monday 15t | Noted.
April 2019 at 7pm in The Guildhall.

Ended 8.15pm

Catherine Marlton
Town Clerk

\\
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DRAFT MINUTES OF THE COUNCIL MATTERS COMMITTEE

MONDAY 11™ MARCH 2019 AT THE GUILDHALL TOTNES

Present: Councillor T Whitty, Clir E Price, Cllr P Paine, Cllr ] Hodgson, Clir | Sweett, Clir M Adams, Clir ] Westacoit
MBE, Clir A Simms

Apologies: Cllr R Adams, Clir M Adams

In Attendance: Catherine Marlton {Town Clerk)

No

Subject

Comments

1

To receive apologies and to confirm that any
absence has the approval of the Council,

The apologies were noted.

The Committee will adjourn for the following ftem:

Public Question Time: A period of 15 minutes will be
allowed for members of the public to ask questions or make
comment regarding the work of the Committee or other

itemns that affect Totnes.

None

The Committee will convene to consider the following items:

2 To discuss any matters arising from the minutes
It was suggested that a quarterly Cemetery Workmg Group he built
~a) -Council Matters 11th|:ebruary 2019 - into-the Standing Orders, The Town Clerk will include thls
o (a'lreél'd'y' agreed thrdugh Full CdUncil) suggestion in the Standmg Orders review.’

3 To conssder the’ current year’s budget- .. The current year budget monitor was consndered ‘and AGREED. |t
a|]0cat|on5 and ba!ances and any Vlrements was AGREED to vire £150 from Civic and Mayoral Events to
needed : Nlayoral Travel and Expenses to cover a small overspend

- L '_Cllr5|mms arrlved AL s

4 To receive an update on the Nelghbourhood “A'meeting had been set by the Town Clerk for Wednesday 20t

Plan (standmg ltem) : . 5_ '_._March 2019 at 11am to flnd out the current posmon and start to
] suml

2|7 a new Nelghbourhood Plannmg Group. Councu[lors were asked to

| circulate this meeting date to other NP Task and lesh members.

5 To conslder an empioyee Absence iva nagement It was RECOMMENDED to Full Council that the draft Absence
pgimy . . Management: Pohcy be ratified.

6 To consider a letter from SHDC regarding the The draft statement from the Clerk was AGREED as the correct
2019/20 precept increase and how to word a response.
response.

7 To ratify the appointment of the Administrative | It was AGREED to ratify the appointment subject to the usual pre-
Assistant, employment checks.

3 To note the date of the next meeting: Monday | Noted.

8% April at 7pm in The Guildhall.
The Committee RESOLVED to exclude the press and public “by reason of the confidential nature of the business” to be discussed
and in accardance with the Public Bodies {Admission to Meetings} Act 1960.
9 To note the last 12 months of sick leave, Noted.
10 To discuss a staffing matter in relation to It was AGREED to give the Clerk delegated authority to:

serious iliness.

1. Extend paid sick leave by up to 12 working days.

2, Implement any adjustments needed to facilitate the employee
being able to return to work, up to and including appointing
temporary staff to cover any phased start required.

Catherine Marlton

Town Clerk

%
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ABSENCE MANAGEMENT POLICY

TOTNES TOWN COUNCIL
Adopted: 15t April 2019 TBC

1  Introduction

The Council is committed to providing effective, high quality service to all its
customers and to optimising the contribution of all employees. As part of this aim, it
is essential that all employees are committed to maximising attendance.

The Council is concerned for the wellbeing of its employees and seeks to protect
their health and safety by creating a safe working environment. In return, the
Council expects all employees to take reasonable care of their own health, seek
medical help whenever appropriate, and to attend work when fit to do so.

The Council recognises that genuine medical grounds will occasionally result in
employee absence. Itis the Council’s policy to treat all such sickness absence in a
fair, sensitive, and consistent manner across all areas of the workforce.

The Council must balance the sensitive management of genuine individual sickness
against its need to be publicly accountable for its resource allocation and, as such,
cannot sustain high levels of sickness absence. Action will therefore be taken to
address recurrent short term sickness or extended periods of absence as
appropriate.

1.1 Aims
In order for the Council to meet its responsibilities, it will ensure that:
e It provides a supportive environment for those employees affected by ill-
health;
e Managers and employees adhere to this policy and procedure; and
e Levels of sickness absence are the subject of routine monitoring.

1.2 Responsibilities

The onus for attending work on a regular basis and for reporting absence in
accordance with the Council’s agreed procedures rests with the employee. Itis also
an employee’s responsibility to appropriately detail any periods of absence on their
record of hours worked.

The responsibility for recording, monitoring, and managing absence on a day-to-day
basis lies with the Town Clerk. It is therefore essential that they ensure that all
employees are aware of the Council’s Absence Management Policy and Procedures.

Totnes Town Council Absence Management Policy 1
Version: March 2019
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1.3 Reporting
Employees who are unable to work due to illness/injury must contact the Town Clerk
as soon as possible or arrange for someone else to do this on their behalf. This
should be no later than 09.30 on the first day of absence or the nearest warking day.
The employee should provide some indication of:

® The nature of the absence;

» The date the injury/iliness began (including weekends and holidays);

* The expected duration of the absence; and

¢ Whether there are any immediate work commitments that need

completing/reassigning during the absence.

If the Town Clerk is unavailable, the employee should ensure that contact is made
with the office.

The employee must maintain contact with his or her Line Manager during any period
of sickness absence lasting longer than one day, so that the Line Manager is aware of
any progress and the expected date of return to work. If the employee is unable to
do so, they must arrange for someone else to do this on their behalf.

Failure to follow the sickness reporting process might lead to the absence from work
being considered as unauthorised, resulting in loss of pay and possible disciplinary
action.

2  Certification

Where the absence is for a period of up to seven days (inclusive of weekends) and
not covered by a doctor’s certificate, the employee will be asked to complete a self-
certification form on their return to work.

If the absence exceeds seven days — and the employee has not already done so —the
employee should provide a doctor’s certificate for the remainder of the absence.
The employee will need to ensure that there is always a current certificate. The
doctor’s certificate (‘fit note’} will include whether or not the employee needs to see
a doctor again before returning to work.

If the doctor’s certificate states that the employee "may be fit for work", the
employee should inform the Town Clerk immediately. They will discuss with the
employee whether there are any additional measures that may be needed to
facilitate the return to work, taking into account the doctor's advice. This may take
place at a Return to Work Interview or an Absence Review Meeting. If appropriate
measures cannot be taken, the employee will remain on sick leave and the Town
Clerk will set a date to review the situation.

3 Return to Work Meetings

When the employee returns to work after any period of absence, the Town Clerk will
arrange to meet with them. This meeting will occur on the first day back or as soon
as possible. The purpose of this meeting is:

Totnes Town Council Absence Management Policy 2
Version: March 2019
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e To provide an opportunity for the Town Clerk to check that the employee is
fit enough to return to work;

e To give the employee an opportunity to voice any concerns that they may
have and/or to identify any domestic, welfare, or work-related problems in
an appropriate forum;

e To ensure that the employee is aware of work-related matters that have
occurred during their absence; and

¢ Fill out the Sickness Declaration Form.

4 Miscellaneous
It is important that the employee complies with these procedures so that:
¢ The Council can be aware of any potential prohlems and provide assistance
to the employee where necessary; and
e Any sick pay to which the employee would otherwise be entitled is not
withheld or refused.

Records retained in respect of sickness absence will be treated with sensitivity and
confidentiality at all times, in accordance with the provisions of prevailing Data
Protection legislation. The employee is entitled to access their records on request.

5  Frequent Intermittent Absence

In addition to the Return to Work interviews after all periods of absence, the Council
will institute a more formal review of attendance records and reasons for abhsence
with an employee if there has been either (a) four episodes of absence or (b) a total
of 10 days’ short-term sickness absence within any period of 12 months. The
relevant manager will arrange an Absence Review Meeting to meet with any
employee whose absence record matches or exceeds the above criteria.

During the meeting, the manager should draw the employee’s attention to their
poor attendance record and the problems that their absences are causing for the
Council and other employees. Where no underlying medical condition is disclosed,
the employee will be advised that their attendance record will be monitored {(over a
period of not less than 3 months) and that significant improvement will be required.
In addition, employees will be warned that if no such improvement is forthcoming,
serious consideration will be given to reviewing their employment situation. This will
be confirmed in writing.

Return to Work interviews will continue to be carried out following any absences
that occur during this monitoring period. These interviews afford the manager the
opportunity to remind the employee of the Council’s concerns.

if no significant improvement in attendance is demonstrated after the period of
monitoring has elapsed, a further Absence Review Meeting will be arranged. At this
meeting, the employee will once again be reminded of the problems caused by the
absences and asked if they wish to disclose any underlying medical condition or
problem of which the manager is unaware. If such a condition is disclosed, a medical
referral should be arranged. Where no underlying medical condition exists, the

Totnes Town Council Absence Management Policy 3
Version: March 2019
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employee should be told that their attendance record will be subject to a further
period of monitoring (of not less than 3 months) and that their employment may be
terminated if the required improvement is not effected, Employees have the right to
be accompanied to this meeting by a trade union representative or a work colleague.

Employees whose levels of attendance improve satisfactorily during periods of
informal or formal monitoring will be reminded that they will be expected to
maintain these levels of attendance. Failure to do so will result in further monitoring
or the initiation of formal action.

Where an employee’s attendance has not improved to the required level, an
Attendance Hearing will be arranged (see Section 8) to consider whether or not the
employee shouid be dismissed.

6 Long-Term Absence

All cases of long-term absence will be treated sympathetically and every assistance
will be given to the employee to return to work. The Council will maintain contact
with the employee and advise them that they should keep the Council informed of
developments relating to their medical condition. The Council will hold Sickness
Review Meetings with the employee during their absence, as appropriate, to: keep
up to date, review the on-going absence, and offer support to the employee where
appropriate.

In order to ensure that the Council has access to guidance and advice in respect of
the best course of action to follow in relation to such cases of absence, employees
who have been absent for a continuous period of four weeks might, depending on
the nature of the absence in question, be referred to an Occupational Health
Physician. Where the Occupational Health Physician makes a recommendation that
might affect the employee’s continued employment, the relevant manager will hold
an Absence Review Meeting with the employee to discuss the alternative options.
Employees may wish to have the support of a trade union representative or a work
colleague present during such a meeting, and this should be positively encouraged.

Where a return to work following a period of prolonged absence might be facilitated
by temporary redeployment or phased re-introduction (e.g. job sharing or part-time
working} an employee can discuss these options with their manager and, if such
measures are appropriate, the Council will ensure that the support mechanisms
necessary for this to occur are provided. Such arrangements will be for a defined
period and will be subject to joint review.

In certain cases, the Occupational Health Physician might find that an employee is
unfit to perform a particular job but fit enough to undertake other types of work. In
such cases, full consideration will be given to the possibility of redeployment into
alternative positions. Consideration will also be given to redeployment in cases
where work in a particular place poses problems with attendance.

Where an employee remains absent and a return to work is not foreseeable within a
reasonable timescale, the Town Clerk will arrange a Final Absence Review meeting

Totnes Town Council Absence Management Policy 4
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(see Section 7), which may lead to an Attendance Hearing (see Section 8} to consider
dismissal.

7  Final Absence Review Meeting |

Prior to dismissal being considered for either frequent intermittent absence or long-
term absence, the Town Clerk will meet with the individual to explore whether there
are any reasonable adjustments that could be made to enable an employee to
remain employed.

Termination of employment may take place where:

e An employee is declared permanently unfit for work;

e An employee is declared medically unfit for their work and alternative
employment cannot be found;

e A decision has been taken that the service can no longer tolerate a high level
of absence; or

e A decision is taken, within the Council’s disciplinary process, that an
employee has wilfully abused the sickness absence/payments provisions or
absented themselves without permission.

8 Attendance Hearing

To reach a decision about whether dismissal is appropriate, an Attendance Hearing
will be arranged. The employee will be invited in writing to attend the hearing and
notified of their right to be accompanied by a Trade Union Representative or
colleague.

The Hearing Panel will comprise of Personnel Sub-Committee, who will make the
decision. The Town Clerk or relevant manager will attend to outline the history of
absence and any relevant steps taken and advice received.

All paperwork relating to the hearing will be circulated 5 days in advance of the
hearing to all parties attending.

Once the Panel has considered the manager’s and employee’s cases, and all other
relevant information, it will adjourn to make a decision.

The decision of the Panel will be confirmed to the employee in writing within 5
working days. The letter should clearly set out:

1. The Panel’s decision:
a. If a warning has been issued the timescale for this and the level of
improvement required;
b, If the decision is not to take action at this point and to review again in
a certain time period, the applicable timescale for this; or
c. If the decision is to dismiss the employee, inform them of their
relevant notice period and provide them with any relevant pension
information; and
2. The employee’s right of appeal.

Totnes Town Council Absence Management Policy 5
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9 Appeals

Employees have the right to appeal against any decision to issue a formal warning or
dismissal under this procedure. if an employee wishes to appeal, they should write
to the Town Clerk setting out the grounds of their appeal. This must be done within
10 days of the date of the letter informing them of the outcome of the Attendance
Hearing.

Appeals will be heard by a separate panel of members, who will also normally be
part of the Council Matters Committee. An appeal hearing will be held where the
employee can present their appeal. The Chair of the original panel will also attend to
explain the original decision. Witnesses may be called.

Once the Appeal Panel has considered both the employee’s appeal and the Hearing
Chair’s case, and considered all other relevant information, it will adjourn to make a
decision.

The decision of the Appeal Panel is final and will be confirmed to the employee in
writing within 5 working days. There is no further right of Appeal,

10 Aicohol/Drug Dependency

Where an employee discloses that their absences are a consequence of alcohol- or
drug-related problems, they will be encouraged to seek help and treatment
voluntarily through the Council’s Occupational Health Service or through resources
of their own choosing. Employees may be granted, if necessary, leave to undergo
treatment and any such leave will be regarded as sick leave within the terms of the
Council’s sick pay scheme, with the monitoring of progress by the Occupational
Health Service.

Should an employee refuse or discontinue any programme of assistance designed for
them, then any unacceptable behaviour or inadequate standard of work will be dealt
with on its merits through the Council’s Disciplinary Procedure.

11 Welfare

If, as a consequence of medically related absence, the relevant manager has any
concerns about an employee’s ability to undertake the full range of duties and
responsibilities associated with their post, consideration should be given to
suspending them with pay, or finding alternative duties whilst medical advice is
sought from a qualified medical professional or Occupation Health service.

12 Monitoring

Monitoring is an important part of sickness absence. In order for reports to be
issued to managers, it is important that all absence from the workplace is reported.
All signed absence forms should be returned as soon as possible after the
employee’s Return to Work Interview has been conducted. The Town Clerk will
ensure that an absence history is maintained for each employee. These records will
provide the base data for the compilation, at regular intervals, of statistics showing
the level of sickness absence across the Council.

Totnes Town Council Absence Management Policy 6
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The sickness monitoring system will also enable the Town Clerk to identify Individual
cases where frequent or lengthy absences have occurred, or where patterns of
absence have been identified. However, the manager should view such notifications
as a secondary means of identifying problems or potential problems.

The manager should ensure that they maintain comprehensive records at all times
for each employee in relation to contact during and immediately following periods of
sickness absence. These details should be maintained on the employee’s personal
file and should be treated with sensitivity and confidentiality at all times. Employees
will be entitled to access these records on request.

13 Terminal illness
The Town Council promises to support any employee diagnosed with a terminal illness.
whilst the contractua!l amount of full paid and half paid sick leave will still apply, as

below, the Council will provide as much support as possible to allow the employee to
choose their own path in terms of whether they are able to continue working or not.

The maximum entitlement to occupational sick pay is:

During 1st year of service:
one month’s full pay and {after four months’ service) two months’ half pay.

During 2nd year of service:
two months’ full pay and two months’ half pay

During 3rd year of service:
four months’ full pay and four months’ half pay

During 4th and 5th years of service:
five months’ full pay and five months’ half pay

After 5 years’ service:
six months’ full pay and six months’ half pay.

From the moment of diagnosis of a terminal illness the worry of being dismissed and
losing pension related ‘death in service’ benefits for family members will be lifted.

14 Death in Service

The Town Council recommends that every employee opt into the Local Government
Pension Scheme which provides death in service benefits as outlined at the following
link. https://www.lgpsmember.org/arm/already-member-prot,php

In addition to this the Town Council has insurance coverage for personal accidents
during employment as outlined below. following such an accident the Town Council
will decide how to claim and how the proceeds of the claim should be allocated
between the employee/employees family or the Town Council as the employer.

Totnes Town Council Absence Management Policy 7
Version: March 2019

T\




1. Death - £50,000.

2. Total and permanent loss of sight in one or both eyes and/or permanent loss of
hearing in one or bath ears - £50,000.

3. Lossof one or more limbs - £50,000,

4. Any other total and permanent disablement which lasts without interruption for
more than 12 months from the date of the accident and prevents the person from
pursuing any occupation - £50,000,

5. Temporary total disablement which prevents the person from pursuing their
normal occupation - £500 per week for 104 weeks.

6. Temporary partial disablement which prevents the person from pursuing a
substantial part of their normal occupation - £250 per week for 104 weeks.

Coverage applies for 24 hours a day, so it does hot mean that the incident had to
happen to the employee whilst at work.

Totnes Town Council Absence Management Policy 8
Version: March 2019

(AR




APPENDIX 1

RETURN TO WORK / ABSENCE REVIEW
* ¥ CONFIDENTIAL * * *

Return to work and absence review interviews must be conducted after every period of
absence and during periods of longer term absence.

Date of discussion

Method of discussion Faceto Face[ | Telephone [ |

Full Name:

lob Title

Start date of absence

Date of return

Reascon for absence

Dates of absences in
jast rolling 12 month
period {refer to
managers desktop or
local employee file)

Has the employee been updated on any issues that occurred during
his/her absence? Yes L] No []

If the period of absence has been long term does the employee require
any retraining?

Yes |:| No |:|

Any issues that the
employee wishes to
raise following their
recent absence?

Totnes Town Council Absence Management Policy 9
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Does the employee consider themselves to have a disability? Yes [ ] No []

If yes, please provide an explanation of the disability and if any support is required.

If yes, please provide details of the reasonable adjustments.

Do any reasonable adjustments need to be considered? Yes ]:I No D

Has the employee received a fit note? Yes [:] No[ |

If yes, are there any recommendations/adjustments to support the employee at work?

Has the employee met the corporate trigger points in a rolling 12
month period?

e 4 or more episodes of sickness
e 10 working days of absence

Trigger points for employees that work fewer than 5 daysin a week
will need to be pro rata to the number of days.

Yes

If yes, please
refer to the
absence
management
poficy.

No

If yes to the above question please state what stage you are up to within the Absence Management Policy.

LS

If the employee has triggered and the line manager along with the senior manager’s approval have decided
not to start/progress with the Absence Management Policy then please document the reasons why:.




Has the employee been made aware of future actions in accordance

with the Absence Management Policy if they are absent again in the
near future? ves |[] No

Is a referral to Occupational Health required?

If yes, plfease complete the relevant referral form and send it to Ves D No
Occupational Health

Details of support offered to employee (actions agreed, including timescales)

Please include any additional information discussed at the return to work interview

Iunderstand that this information will be used for the purposes of recording and monitoring sickness
absence.

Signed Employee Date

Signed Manager Date
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ABSENCE MANAGEMENT PROCESS

Triggers: 4 episodes of absence or a total of 10 days’ short-term sickness
absence within any period of 12 months.

FIRST ABSENCE REVIEW MEETING
Conducted with relevant manager.
Attendance monitored for not less than 3 months.
Attendance improvement required.
If no improvement is made, serious consideration will be given to reviewing the
employee’s employment situation, which will be confirmed in writing.

If no improvement after 3 months

SECOND ABSENCE REVIEW MEETING
Employee asked if they wish to disclose any underlying medical conditionh or
problem:

4 1

If ‘Yes' If ‘No':
¢ medical referral e Subject to a further period of

monitoring, of not less than 3 months.
¢ Employment may be terminated if
requested improvement is not effected.

If no improvement after 3 months

FINAL ABSENCE REVIEW MEETING
Conducted with the Town Clerk.
Are there any reasonable adjustments that can be made to enabie the employee
to remain employed? '
if ‘No’, consider termination of employment.

1

ATTENDANCE HEARING
Hearing Panel comprises 3 Councillors from the Council Matters Committee.
Town Clerk and employee attend.
Hearing Panel to consider whether employee should be dismissed.
Decision of Hearing Panel confirmed in writing within 5 working days of hearing.

4

EMPLOYEE RIGHT OF APPEAL
Must be made in writing to the Town Clerk within 10 days of the date of the
letter from the Attendance Hearing.
Heard by a separate panel of Councillors.
The Appeal Panel decision is final.
Decision of Appeal Panel confirmed in writing within 5 working days of appeal.

[
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\Tem 4c

DRAFT MINUTES OF THE TOWN MATTERS COMMITTEE
THURSDAY 215" MIARCH 2019 AT THE GUILDHALL TOTNES

Present: Councillors J Sweett {Chair), } Hodgson, P Paine, B Piper, R Vint and L Webberley.

Apologies: Clirs R Hendriksen, M Parker and K Sermon.

Not Present: Clir G Allen,

in Attendance: One member of the public and Sara Halliday {Committee and Cemetery Administrator).

No | Subject Comments

1 | To receive apologies and to confirm that any absence | It was resolved to accept the apologies.
has the approval of the Council.

The Committee will adfourn for the following items:

A period of 15 minutes will be allowed for members
of the public to ask questions or make comment

regarding the work of the Committee or other |tems
that affect Totnes.

"2019, due to tﬁé{gduced use of cash and the
inability to give Totnes £5 as change. An event will

The Committee will convene to consi
items:

2 | To update on any matters arising from the ml'nutes of
21% February 20189.
(Note: already agreed through Full Council:

. in need of ork but not presenting any immediate
danger and the property owner has been
contactéd..High visibility tape had been put up by
the Town Ranger as agreed by Full Council but had
been removed.

| Item 2.4.7 — There has been no update from Mr
| Black about resolving the issue of use of the
footbridge connecting to South Devon Railway as
part of the cycle path.

ltem 2.8 — Fairtrade signs have been erected below
the “Welcome to Totnes’ road signs. It is hoped that
stickers showing the Fairtrade logo will soon be
added.

To note or make recommendations on the following To note: decision notices for both applications have
tree works orders: already been issued.

Works to Trees in a Conservation Area:

3a) 0173/19/TCA — T1: Eucalyptus — Crown height | No objections.
reduction by up to 3m, lateral reduction by up to
2m on all sides, crown raise to 3m from ground
level. To ensure overhead service lines are clear
from moving branches and bring the tree to a safe
size. 3 Baring Cottages, Weston Lane, Totnes, TQ9
S5AP.
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3b) 0578/19/TCA —T1: Lawson’s Cypress — Lateral | No objections.
reduction by 1.5m away from property and shape

top. T2: Walnut — Crown lift by a 1.5m lateral It was AGREED that a comment will be passed to the
reduction over highway. Mixed species hedge ~ Tree Officer that it would be helpful if the

reduction by 2.5m. Chy Vean, Priory Avenue, applications stated the overall height of the tree, as
Totnes, TQY 5HR. this would provide context for how the proposed

works will affect the size and shape of the tree.

4 | To make recommendations on the following planning

applications:
4a) 0694/19/FUL — Erection of 2 detached Objection. The Committee is concerned that the rear
dwellings with associated parking. Follaton Farm boundary is too close to the Plymouth Road and it
Barns, Plymouth Road, Totnes, TQ9 5NA. should be put back to potentially allow space for a

footpath and to improve visibility for vehicles at this
v point on the road (the proposed planting will

4b) 0611/19/0PA - Erection of dwelling (outiine .
with all matters reserved). 5 Redworth Terrace;
Redworth Terrace and Radnor Terrace Access
Road, Totnes, TQS 5N,

4¢) 0549/19/HHO ~ Householder
proposed rear extension, convers
and erection of new detached garag
Jubilee Road, Totnes, TQY 5BP.

_:plication for

'rNo objection.

ails reserved by conditi
Building:Consent 4109/18/LBC. 57 High Street,
Totnes, TQ9 5NS.

»

4f) 0488/19/ARC'& 0364/19/ARC — Application for | No objection.
approval of details reserved by conditions 3
(Canopies), 4 (Roofl 6 (Windows) of
planning consent 3688/18/LBC and 3376/18/LBC.
Bull [nn, High Street, Totnes, TQ9 5SN.

4g) 0669/19/VAR — Application for variation of Objection, as this is a reduction in amenities being
conditions 4 and 5 of planning permission provided. The Committee would wish to see some
56/1355/12/RM. Follaton Oak, Plymouth Road, play equipment retained near the existing oak tree,
Totnes. and clarification of the surface of the land at the

bottom right hand corner of the plan, previously
identified for play/trim trail equipment, A map
showing the location of the site in relation to he
main roads would have been helpful.

NQTE: Cllrs JH and RV observe and do not vote on any applications which would potentially be discussed at a
Development Management Committee meeting at SHDC,
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5 | To make recommendations on the following planning | No objection.
application from Devon County Councii: Retention of
5 modular classrcom block (17, 36, 37, 42, 44} for 15 It was AGREED that the new Council will ask KEVICC
years at King Edward VI College, Ashburton Road, for an update to Committee on their future plans.
Totnes, TQS 5JX.

6 | To consider a new premises licence application from No chjection.

Gather Restaurants Ltd for 50 Fore Street.

7 | To discuss the Totnes and District Traffic and The Totnes and District Traffic and Transport Forum
Transport Forum scoting of the proposed schemes in {(TDTTF) have now completed the prioritisation of
the draft Totnes Town Council Transport Policy and the schemes and this information has been passed
Strategy. to South Hams District Council (SHDC) for use in the

Air Quality Action Plan (AQAP). The priorities are
footpaths on the Plymouth Road and a pedestrian
crossing &t Follaton. It was AGREED to invite the
SHDCOfficer to update on the AQAP to a future
es will then be reviewed
imittee In June and a

8 | To consider a Devon Authorities Strat mmittee agreed that the good work of
Committee consultation on the revie ish Totnes should be supported as it benefits
Credit Scheme [ReFurnish, Totnes].

Replies to the consultation supporting
Option 3 - Continue to fund the Reuse
Credit Scheme under current arrangements;
and
s Writes to the Devon Authorities Strategic

Waste Committee expressing concern about
the running down of recycling schemes by

__ DCC. _ _

9 | To note the notification of tree works {sycamore to be | Noted. It was observed that the tree is hoilow and it
pollarded) opposite Shute Road, was AGREED that DCC should be asked to review the

overall safety of the tree when pollarding.

10 § To note the following upc‘ ents requests to
SHDC:

9a) Artisan Market (commercial event}, the Noted.
Rotherfold between 10am-4pm on Saturday 22"
June 2019.
9h) Dragon Boat Festival {charity event), Noted.
Longmarsh green space and car park between
10am-6pm on Sunday 14" july 2019,
11 | To note the date of the next meeting of the Town Noted. The Administrator will speak with the Chair

Matters Committee, if required — Thursday 25" April
2019 at 7.00pm in the Guildhall.

week commencing 15" April to determine if a
Committee is required on 25" April 2019.
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Consultation - Review of the Reuse Credit
Scheme (RCS)

The Reuse Credit Scheme (RCS) is a joint funded Devon Authorities Strategic Waste Committee (DASWC) initiative
which pays a discretionary financial ‘credit’ to 14 registered groups for furniture and other items recovered from
the domestic waste stream for redistribution.

This review recognises the positive contribution that individual groups have made since the launch of the RCS
twenty-two years ago. However, in October 2018, DASWC noted that consideration was being given to the
cofitinued allocation of RCS joint funding to ensure the committee continued to fulfil its more strategic purpose
within a limited budget,

This project review was prompted by a recogniticn that partner authorities are increasingly supporting a wider
range of community-based reuse activities at a time when additional obligations are being placed on authorities
through National and partner-wide strategies.

A desk-based review of the RCS was carried out during November 2018, resulting in the consuitation options
below;

Option 1. {Proposed)
Discontinue the RCS through a phased reduction in allocation as follows; 2019/20 - £49,000, 2020/21 - £25,000
{furniture only), 2021/22 - £0.

Note: Payments for ‘furniture only’ (2020/21) returns claim eligibility to the original intent of the RCS and will
ensure that groups continue to receive funding for furniture items.

Option 2,
Continue to fund the RCS, with modifications (please indicate suggested modifications),

Option 3. {no change)
Continue to fund the RCS under current arrangements.

Retained funding would potentially be used to support emerging strategic DASWC objectives subject to member
agreement.

For further information see: Reuse Credit Scheme Impact Assessment: https://new.devon.gov.uk/impact freuse-

credit-scheme/ (https://new.devon.gov.uk/impact/reuse-credit-schemey),

If you need this consukation in an alternative format, please contact waste@devon.gov.uk
{mailto:waste@devon.gov.uk) or 0345 155 1010

This consultation will clese on the 5th April 2019,

¥ Required

1. In your view, what are the main benefits of the Reuse Credit Scheme?
fFor example, environmental / financial / other benefits

Enter your answer

2. Do you currently use RCS funded projects? *
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ITEM 6
NEIGHBOURHOOD PLAN UPDATE

| met with Councillors ON Wednesday 20" March 2019 to take stock of work carried out by

the Neighbourhood Plan Task and Finish Group and to determine where we are before the current council

ends on 1st May. From the updates by Task and Finish Group members Cllr Allen and Claire Alford it is clear

that a lot of work has been carried out to review some of the 12 policies identified back in January 2018 as
needing re-work following the public consultation in Summer 2017, but that these various inputs need to
be pulled together and collated into the draft NP document. It was agreed that the following steps will be
taken:

e Collation of all sub-group work into the draft document. Task and Finish Group members to send their
work to the Senior Administrator (Committees) who will carry out this task and identify any gaps.

e Professional advice to review the collated document and advise on whether the policies and narrative
'fit for purpose’, help identify areas that need revising to meet the requirements before further public
consultation leading to formal submission,

e 13 May - Full Council will consider an amended version of the Standing Orders, which includes a NP
Working Group. Councillor membership of this group wili be ratified at the Mayoral Choosing on 16th
May. The NP working Group will concentrate on filling the gaps and identifying members of the public
to be part of the group, likely including those involved in the current Task and Finish Group should they
be willing.

e Annual Town Meeting on 23rd May, present the collated document in its rough draft format , which
will restart the community engagement process and show that some of the concerns raised have been
addressed

In attendance: Clirs Allen, Piper, Price (Chair), Sweett, Vint, Whitty, Claire Alford {Bridgetown sub-group of
the Task and Finish Group, Town Clerk and Senior Administrator {Committees).
Apologies: Cllrs Hendriksen, Webberley and Westacott.

Current 18/19 allocated budget = £12517

Current 18/19 expected year end spend = £11586

This figure includes the previously agreed expenditure for Green Infrastructure, Ecology and Mapping costs
currently being undertaken by agreed professionals.

2019/20 budget agreed = £13088

To commence from 1st April 2019, 6 months (26 weeks) funding for internal admin support of
1950 | 5 hours a week

8400 | Professional Planning Policy Support

1000 | Final design and layout works

1000 | Printing

750 i Consultation events and promotion

TOTAL = £13100
Officer recommendations:

1. That Council RESOLVES to allocate existing officer time to the NP coordination and that a transfer
equivalent to 5 hours a week plus associated on costs be vired from Neighbourhood Planning to the
Staffing budget.

2. That Council RESOLVES to delegate authority to the Town Clerk to appoint a planning professional to
undertake a review of the document once all the parts have been collated and suggested amendments
made by the internal administrative support. Once complete the collated document and report from the
review will be presented to the new NP group for progress.
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STANDING ORDERS

TOTNES TOWN COUNCIL
Adopted May 2013
Currently;j.underi!Rewe

meetmg before it starts ln an mformal settmg

2. Quorum for all meetmgs - Ful! Counc1| and committees suggested
as no less than a thlrd (legal mlmmum is 3) | s

3. Town Matters committee to cover commumty issues and Plannlng
split out into a separate committee. Town Matters to be held 2
monthly. Planning to be held monthly (mid-month) with any urgent
items to come before Full Council.

4. Council Matters will remain covering Finances, general operation
updates and staffing policies. A sub-committee of this committee will
be set up for sensitive staffing matters

5. Five Working Groups — Cemetery, Venues, Arts, Public Realm and
Neighbourhood Plan. Need to consider the remit for these groups an
they are non-decision making.

6. Formalisation of a Council Overview Group (previously Mayors and
Chairs) held monthly consisting of the Clerk, Chair of the Council and
Chairs of Committee.
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1. Meetings

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

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

c) Councillors are expected to attend meetings.

d) Meetings shali 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 ail of a meeting shall be
by a resolution which shall give reasons for the public’s exclusion.

e} Mernbers of the public may make representations; taise guestions, ‘give evidence during a 30 minute open and.informal session
prior to Full Council.

) Any items raised by members of the public that require a decision will be referred by.the Chair to the refevant committee for

conSideratibn by 'the -u's'u'a'-'l :6onir'ni'ttee-proc' :

' Questlons requiringa: factual answer’ may be ans ered by the Chalr or be referred by

the Chair to; the Cierk or a re]evant Councu]lor

g) Photographmg, recordmg, broadcastmg or transmtttmg the proceedings ofa meetmg by any means is permrtted for non-

confidential ltems

h) The press: shall he prowded w;th reasonable faCl|ltIES for the takmg of the|r report « of aII or part ofa meetmg at which they are

entitled to be present

i) Subject to Standmg Orders Wthh |ndlcate otherwrse, anythlng authorised or requrred to be done by the Chalr of the Council

may in their absence be done by the Deputy Chalr y

j} The Chair, |f present, shall premde at a meetmg lf the Chalr s absent from a meetmg, the Deputy Chair, if present shall

preside. If both the:

the meeting shall ore5|de at the meetlng

k) All questions at a meeting shall be decided by a majority of the Counciliors present and by voting thereon.

n) The Chair 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.

I) Unless Standing Orders provide otherwise, voting on a question shall be by a show of hands. At the request of a Counciilor, the
voting on any question shall be recorded so as to show whether each Councilior present and voting gave their vote for or against
that question.

m) The minutes of a meeting shall record the names of the Counciliors present or if late time of arrival or leaving prior to the end.
n) The code of conduct adopted by the Council shall apply to Councillors in respect of the entire meeting {Appendix A).

o) An interest arising from the code of conduct adopted by the Councll, the existence and nature of which is required to be
disclosed by a Councilior at the meeting shall be recorded in the minutes.

p) A Councillor with voting rights who has a disclosable pecuniary 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 cade on their right to participate and
vote on that matter.

q) 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.
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r) If a meeting is or becomes inquorate no business shall be transacted and the meeting shall be adjourned,

2. Ordinary Council meetings
a) In an election year, the annual meeting of the Council shall be held on or within 14 days following the day on which the new
Counciliors elected take office.
b} In a year which is not an election year, the annual meeting of a Council shall be held on such day in May as the Council may
direct.
c} If no other time is fixed, the annual meeting of the Council shall take place at 7.00pm.
d) In addition to the annual Town Council meeting of the Council, at least three other ordinary meetings shall be held on such
dates and times as the Council directs.
e) The election of the Chair and Deputy Chair of the Councit shall be the first business completed at the annual meeting of the
Council.
f) The Chair of the Council, unless they have resigned or become disqualified, shall continue in office and preside at the annual
meeting until their successor is elected at the next annual meeting of the Council.

B} The Deputy Chalr ef the Council, if any, unl 55 they resign or become disqualified, shall hold office untll lmmedlately after the

election of the Chalr of the Council at the next annual meeting of the Counc:l

h) Inan electlon year, if the current Chair of the Counml has not been re elected asa member of the Council, they shall preside at

the meeting untif a successor Charr of the Council has been elected The current Chair: of the Council shall not have an original

vote in resp f the ElECt]OI’I of the new Chair of the Council but must glve a casting vote in the case of an equalaty of votes.

i) Inan e[ectmn year, if the current Chalr of the Councni has been re- elected asa memher of the Councrl they sha!l preside at the

'.._T.he election of

meeting unt1[ a successor Chalr of the Councll has been elected. They may exermse an orlgmal vote in respect )
the new Cha:r of the Councrl and must glve a castmg vote in the case of an equallty of votes :

j) Following the elect|on of the Chair of the Council and Deputy Cha[r of the Councnl at the annual meeting of the Councﬂ the order

of business shall be as foilows

i.inan electlon year, delivery by Counclllors of their declaratlons of acceptance of office forms and to grant permission
for absent Councillors to sign their declarations in the presence of the Clerk outside of the Annual Meeting.
ii. In a non-election year, delivery by the Chair of their acceptance of office form.
i, Review delegation arrangements to committees and sub-committees and make appointments where appropriate;
v, Review terms of reference for committees;
vi. Appointment of members to existing committees;
vii. Approve the Council’s Standing Orders;
vill. Set the dates, times and place of ordinary meetings of the Council and any committees and sub-committees agreed for
the year ahead.
3. Extraordinary meetings of the Council
a) The Chair of the Councif may convene an extraordinary meeting of the Council at any time.
b) If the Chair of the Council does not or refuses to cali an extraordinary meeting of the Council within seven days of having been
requested in writing to do so by two Councillors, any two Counciliors may convene an extraordinary meeting. The statutory

public notice giving the time, venue and agenda for such a meeting must be signed by the two Councillors,
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4. Committees, sub-committees and working groups
a} The Council may appoint standing committees and sub-committees at any meeting.
b) Terms of reference, membership and Chair of any committee or sub-committee shall be approved by Council and form part of the
Standing Orders
c) The Council will determine whether the public may participate at a meeting of the committee or sub-committee.
d) The Council may dissolve a committee or sub-committee at any meeting.
&) The members of a committee may include non-Councillors unless it is a committee which regulates and controls the finances of
the Coundil.
f) Subject to Standing Order 4 {e) above, the Council, any committee or sub-committee may appoint working parties and/or open
public forum groups comprised solely of Councillors, or of both Coundillors and non-Counciilors or entirely of non-Councillors.

5. Motions

a) 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 three clear working days before the meeting. Clear days do not include the day of the notice or the day of the

meeting.

of the forthcomlng meetmg, _or the Councmors that have convened the meetmg, to consrder whether the rnot;on shall be included

or rejected.

c) Subject to Standrng Order above the. deusron ofthe Proper Offlcer as to whether or not to mclude the motlon on the agenda

shall be flnal

f} The followmg motions may be moved at a meetlng without wrltten _notu:e to the Proper Ofﬂcer

i.to appomt a person to pressde at a meetmg,

k. to approve the absences of Councrllors

iii. to 'pprove the accuracy of the minutes ofthe prevaous meeting;
iv. to dispose of any business remammg from the Iast meeting;

v. to alter the order of business on the agenda;

vi. to proceed to the next business on the agenda;

vii. to close or adjourn debate;

viii, to move to a vote;

ix. to defer consideration of a motion;

X. to require a written report;

xi. to extend the time limits for speaking;

xii. to exclude the press and public for all or part of a meeting;

Xiii. to silence or exclude from the meeting a Councillor or a member of the public for disorderly conduct;

xiv. to temporarily suspend the meeting;

xv. to suspend any Standing Order except those which are mandatory by law;

xvi. to appoint representatives to outside bodies and to make arrangements for those representatives to report back;
xvil. to adjourn the meeting;

xviil. to close a meeting.
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6. Rules of debate at meetings

a) A motion shall not be considered unless it has been proposed and seconded.
b} Motions must be clear and concise.
c) The Chair shall decide the order in which amendments are considered and dealt with.
d) Only one amendment shall be moved at a time.
e} The mover of a motion or the mover of an amendment shall have the right of reply.
f) During the debate of a motion, a Councillor may interrupt ondy on a point of order or if the Chair asks for an explanation, 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 identify any irregularity.
g) A point of order shall be decided by the Chair and their decision shall be final,
h} The Chair shall be satisfied that a motion has been sufficiently debated before it is put to a vote,
i) When a motion is under debate no other mation shall be moved except:
i. To amend the motion;

ii. To proceed to the next business;

iii. To adjourn the debate;

iv. To put the motion to a vote; -
v. To ask a person to be silent or for them to leave the meeting; - -

vi. To éxclude the publ_i_é and pre:z:s'_:s;

vii. To adjourn the mfe..f_('{:‘_tfing;

viii. To suspend any Standing Qrder, except those whicﬁ_:_'é'r_e mandatory.

B : 7. Code of Conduc't:"::{'

a) All Counullorsand h.bﬁicauncillors Wlth voting righ't';f.,_.sha_l__l :(Sl.i.serve the code ofconduct ':adopted by the Counc{lt;d.;n November 6t

2017 (Appendix A). | | ' |
EXPLANTION OF PECUNAIRY INTEREST TAKEN FROM CODE OF CONDUCT

Disclosable Pecuniary Interests

7. The interests you must register are:
7.1 Those disclosable pecuniary interests defined by the Regulations, namely:

(a) Employment - any employment, office, trade, profession or vocation carried on for profit or gain by you or a
relevant person;

(b) Sponsorship - any payment or provision of any other financial benefit (other than from the Council) made or
provided within the relevant period in respect of any expenses incurred in carrying out your duties as a Member,
or towards your expenses, including any payment or financial benefit from a trade urion within the meaning of
the Trade Union and Labour Relations (Consolidation) Act 1992;

(¢} Contracts - any contract which is made between you or, so far as you are aware, a relevant person (as
defined at Paragraph 2 above) (or a body in which the relevant person has a beneficial inferest) and the
Council:

(1) under which goods or services are to be provided or works are to be executed, and
{2) which has not been fully discharged
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(d) Land - any beneficial interest in land held by you, or so far as you are aware, a relevant person, which is
within the area of the Council;

(e) Licence - any licence (alone or jointly with others) to occupy land held by you, or so far as you are aware, a
relevant person in the area of the Couneil which will last for a month or longer

(A Corporate Tenancies -any tenancy where (to your knowledge):
(1) the landiord is the Council; and
(2) the tenant is a body in which you or, so far as you are aware, a relevant person has a beneficial

interest.

(q) Secutities - any beneficial interest that you or, so far as you are aware, a relevant person has in securities of
a body where:

(1) that body (to your knowledge) has a place of business or land in the area of the Council and
(2) either:

(a) the total nominal value of the securities exceeds £25,000 or one hundredth of the total issued share
capital of that body; or

i ':.'(b) if the share capital of thatbody is of more than.one class, the total nommaf valiie of the shares of any
“one class in which the relevant person has a beneﬂcral interest exceeds one huridredth’ of the fotal issued
. share caprtal of that ciass i i

b} Unless they have been granted a d|spensati0n a Councrllor or non Councrtlor with voting rlghts shall wrthdraw from a meeting
when it is consrderrng a matter i which they have a disclosable pecumary lnterest They may return to the meetrng after it has

considered the matter in whlch they had the mterest

¢) Unless they have bheen granted a dlspensatmn a Councrllor or. Fnon-C "ni:'ille'rrwith vdtmi'n“g rights shall withdraw”from a meeting

when it is consaderlng a matter in whrch they have another |nterest if so requIred by the Councrl‘s code of conduct They may return

d} Dlspensatlon requests shall be in wrltlng and submltted to the Proper Offlcer as soon as possible before the meetmg, or failing
that, at the start of the meeting for which the dispensation is required.
e) A decision as to whether to grant a dispensation shall be made by a meeting of the Council, or committee or sub-committee for
which the dispensation is required and that decision is final.
f} A dispensation request shall confirm:
i. the description and the nature of the disclosable pecuniary interest or other interest to which the request for the
dispensation relates;
ii. whether the dispensation is required to participate at a meeting in a discussion only or a discussion and a vote;
iii. the date of the meeting or the period (not exceeding four years} for which the dispensation is sought; and
iv. an explanation as to why the dispensation is sought.
h) A dispensation may be granted in accordance with Standing Order 7{e} above if having regard to all relevant circumstances the
following applies:
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; or
ii. granting the dispensation is in the interests of persons living in the Councii's area; or

jii. it is otherwise appropriate to grant a dispensation.
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8. Disorderly Conduct
a) No person shall obstruct the transaction of business at a meeting or behave offensively or improperly.
b} If, in the opinion of the Chair, there has been a breach of Standing Order 8 (a) above, the Chair shall express that opinion and
thereafter any Councillor (including the Chair) may move that the person be silenced or excluded from the meeting, and the motion,
if seconded, shall be put forth with and without discussion.
¢) If a resclution made in accordance with Standing Order 8(b} is disobeyed, the Chair may take such further steps as may
reasonably be necessary to enforce it and/or they may adjourn the meeting.
9. Minutes
a) Minutes, including any amendment to correct their accuracy shall be confirmed by resolution at the subsequent Council meeting.
b} A motion to correct an inaccuracy can be moved and agreed amendments shall be made to the final minutes,
10. Voting on appointments
a) Where two or more persons have been nominated for a position by the Council and none of those persons has an absolute
majority of votes in their favour, the person having the least number of votes shall be struck off the list and a fresh vote taken,

b} This process shaH contmue until a majo ty of votes is given in favour of one person. Any tle may be settled by the: Chalr s casting

vote.

113 Prewous resolutlons

ajA resolutlon sha!i not be reversed wrthm six months except erther by a specral mot;on whlch requires written not|ce by at least 3

Councillors to be given to the Proper Offlcer -

b} Whena motfon moved pursuant o Standmg Order 11(a) above has been dlsposed of no snmllar motlon may be moved within a

further six months

12 Handlmg confldentlal' or sensmve mformatlon

a) Councrfiors and staffshould not dlsclose conf;dentla] mforma'tion

“13. Proper Officer |

a) The Council shall appoint a Proper Officer who shall be the Town Clerk and a Deputy Town Clerk who will undertake the work of
the Praper Officer when the Proper Officer is absent,
b} The Proper Officer shali:
i. give public notice of the time, date, venue and agenda at least three working clear days before a meeting of the
Council or a meeting of a committee or subcommittee {provided that the public notice with agenda of an extraordinary
meeting of the Council convened by Councillors is signed by them);
li. send to Councillors the date, time, venue and agenda of the meetings of the Council at least three clear days before the
meeting by email;
iii. convene a meeting of Council for the election of a new Chair of the Council, occasioned by a casual vacancy in their
office;
iv. attend Council meetings OR delegate to the Deputy Clerk;
v. make the minutes of meetings available for inspection by the public;
vi. receive and retain copies of byelaws made by other local authorities;
vii. receive and retain declarations of acceptance of office forms from Councillors;

viil. process all requests made under the Freedom of Information Act 2000 and General Data Protection Regulation;
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ix. receive and send general correspondence and notices on behalf of the Council except where there is a resolution to the

contrary;

x. manage the organisation, storage of, access to and destruction of information held by the Council in paper and electronic
form;

xi. arrange for legal deeds to be executed;

xii. arrange authorisation, approval, and instruction regarding any payments to be made by the Council in accordance with
the Council’s financial regulations;

xiv. have overall managerial responsibility for the organisation, including staff;

xv. implement the decisions of the Council via delegated authority;

xvi. provide objective, professional advice on all matters.

14. Financial Matters

The Council shall appoint the Proper Officer to be the Responsible Financlal Officer. The Deputy Town Clerk shall undertake the
work of the Responsible Financial Officer when the Responsible Financial Officer is absent.

a) The Council shall con5|der and approve | fmancral regulations drawn up by the Respon5|ble Fmanma! Offlcer, which shall include

detailed arrange__ 1 nts 1n respect of the fo[lowmg_. o

i the keeplng of accountmg records and systems of rnternai controls

il. the assessment and management of flnanclal risks faced by the Councn

themtemalaudltor whlch sha[I-_ereqmre at least annuaiiy, and [

iv, the lnspection and. copylng b____ ouncﬂlors and local e[ectors ofthe Councrl s accounts and/or orders of payments

b} Financial regulatlons shaII be rewewed_ regularly and at Ieast every 2 years for fitness, of purpose {Appendix B)

15, Fmancnal controls and procurement

a) Financial regulatlons shali confirm that a proposed contract for the supplv of goods, materlals, services and, the execution of

works with an estrmated value in excess s of £25,000 shali be procured on the ba5|s ofa formal tender as summarlsed in standing

order 15_(b) below.

b) 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 (i) 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; '
fii. the invitation to tender shall be advertised on the Town Council website and Facebook page and must consider whether
the Public Contracts Regulations 2006 (Sl No. 5, as amended) and the Utilities Contracts Regulations 2006 (S! No. 6, as
amended) apply to the contract and, if either of those Regulations apply, the Council must comply with EU procurement
rules.

¢} The Council or committees are not bound to accept the lowest value tender.

16. Accounts and accounting statements

a) “Proper practices” in Standing Orders refer to the most recent version of Governance and Accountahility for Local Councils —a

Practitioners’ Guide {(England).
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b} All payments by the Council shall be authorised, approved and paid in accordance with the law, proper practices and the Council’s
financial regulations.
¢} As soon as possible after the financial year end at 31 March, the Responsible Financial Officer shall provide:
i. The Council Matters Committee with a statement summarising the Council’s receipts and payments for the last year to
date for information; and
ii. to the Full Council the accounting statements for the year in the form of Section 1 of the annual return, as required by
proper practices, for cansideration and approval.
) The year-end accounting statements shall be prepared in accordance with proper practices and applying the form of accounts
determined by the Council {receipts and payments, or income and expenditure) for a year to 31 March.
f) The annual return of the Council, which is subject to external audit, including the annual governance statement, shall be
presented to Council for consideration and formal approval before 30 June.

17. Annual budget and precept

a) At least one community participatory budget event will take place prior to the annual budget setting by the Council.

b} The Councﬁ shail approve a budget for the commg financial year before the end of January and lnstruct the ResponSIbie

Financial Ofﬁcer to submit the precept demand to the District Counc;l

18 Executlon and sealmg of legal deeds

a) A legal dee_' ' shall not be executed on behalf ofthe Councn unless authorlsed by a reso[ution

b) Subject to standmg order 18( ) above any two Councrllors may 5|gn oh behalf of the Councﬂ any deed requnred by law and the

Proper Offacer shal! withess thelr sagnature

19. Allegatrons of Breaches of the Code of Conduct

a)On recelpt of an alleged breach ofthe code of conduct by a Counc or, the' Proper Offcer shall report this to the Councrl

b) Where the notlflcatlon refates toa complamt made by the Proper Officer, the Proper Ofﬂcer shali notify the Chalr of Council and

Order,
c) The Council may:
k. provide information or evidence where such disclosure is necessary to progress an investigation of the complaint
asrequired by law;
ii. seek information relevant to the complaint from the person or body with statutory responsibility for investigation of the
matter,
d) Upon notification by the District Council that a Councillor has breached the Council’s code of conduct, the Council shall consider
what, if any, action to take. Such action excludes disqualification or suspension from office.
20. Handling staff matters
a) A matter personal to a member of staff that is being considered by a meeting of Council OR the Council Matters Committee is
subject to Standing Order 12 above.
b') flh're'la'tiooto matters of staff -'ébserice and éickhess"éfi staff will conﬁrm 'to'*che' 'AbseriCe'Man'e'g'erhen't' 'Poii'cs'r adobté’d in A'Pril 2019.
Proper.O_ff_l_cers_.preferen_ce will:undertake _t_he_:ma_nagemen_t r_ole;and_'repor_t_.back to the Council M atters Personnel -Su'b.Committee;
¢} The Chair of the Coungil Matters Committee and a Councillor of the Proper Officers preference shall condlct a review of the
performance and annual appraisal-of the work of the Proper Officer. The appraisal will be written tp and reported 16 the Courdil
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Matters 'Personnel Sub Comm'itte'e

Chair of the Council or in their-absence, the Deputy Chair of the Council in respect of an informal or ‘formal grievance matter, and
this matter shall be reported back and progressed by the Council Matters Committee,

e) Subject to the Council’s policy regarding the handfing of grievance matters, if an informal or formal grievance matter raised by the
Proper Officer relates to the Chair or Deputy Chair of the Town Council, this shall be communicated to another member of the
Council Matters Committee which shall be reported back and progressed by resolution of the Council Matters committee OR the
Town Council.

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

g) The Council shall keep all written records relating to employees secure.

h) Only persons with line management responsibilities shall have access to staff records referred to in Standing Orders 19(f} and (g)
above if so justified.

i) Access and means of access to rer.ords of empioyment referred to in Standlng Orders 20( ) and (g) above shall be provrded only to

the Clerk and_ _the C_ha_l_r Of'.t-.h-_e Council, EiE

21 Requests for lnformation

a) Councnlors and staff must comply wrth the new General Data Protection Regu!atlons (GDPR) effective from 25th May 2018. The
Deputy Town CIerk is the appointed Data Protectlon Ofﬂcer for the Town Counml
b) Requests for information he[d by the Councrl shall be handled |n accordance with the Councd's pohcy in respect of handling
requests under the Freedom of Informatlon Act 2000 the Data 'Protectlon Act 1998 to be superseded by the GDPR
c) Correspondence from, and notlces served by, the Informat:o Commrssroner shall be, referred by the Proper Ofﬁcer to the Chair
of the Counc:l The Town Councn shall have the power to do anythmg to facmtate comphance with the Freedom of lnformatron Act
2000. An admm fee may be apphcable for these requests dependlng on the comptemty, at the discretion of the Town Clerk,
o 22, Restrictions on Councillor activities |
a} Unless authorised by a resolution, no Counciilor shall:
i, inspect any land and/or premises which the Councll has a right or duty to inspect; or
ii. issue orders, instructions or directions.
23. Standing Orders generally
a) All or part of a Standing Order, except one that incorporates mandatory statutory reguirements, may be suspended by resolution
in relation to the consideration of an item on the agenda for a meeting.
h) A motion to add to or vary or revoke one or more of the Council’s Standing Orders, except one that incorporates mandatory
statutory requirements, shall be proposed by a special motion, the written notice by at least 3 Councillors to be given to the Proper
Officer in accordance with Standing Order 9 above.
¢} The Proper Officer shall provide a copy of the Council’s Standing Orders to a Cou ncillor as soon as possible after they have
delivered their acceptance of office form.

d) The decision of the Chair of a meeting as to the application of Standing Orders at the meeting shall be final,
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24. Committee Terms of Reference

24.1 Council Matters Committee

1. Authority

The Council Matters Committee is a Principal Committee of the Town Council and its membership is appointed by the Town Council
annually. The Committee’s remit is defined and agreed by the Full Council. These powers will be exercised in accordance with any
policy adopted or directions given by the Towa Council and subject to the Council’s Standing Orders, Standing Orders on Contracts
and Financial and Administrative Regulations and Personnel Policies. Meetings of the Council Matters Committee will be held
monthly.

A Personnel Sub-Committee will be formed, consisting'of the Chair and 3/4.other elected members of the standing committee and

will meet only when needed. For example; staffing appeals committee or for a complex staffing restructure. The quorumof this

committee will be @ third of the'agreed membership.

2. Membership

The Committee will consist of no fewer than 8 elected Town Councillors and a maximum of 10, and its membership and the Chair
will be elected by the Full Council annually. Both the Chair and Committee members will be re-elected each year in March/April. A
Deputy Chair can be elected by the committee to fulfil the role of the Chair in their absence {if both are absent then any elected
member can take the chair by agreement of the committee)},

The quorum will be a minimum ‘of a third of the elected committee membership.

3. Responsib_i_[ﬁ__ies e S e S :
The Council Matters Committee will act as the Scrutiny Committec:of the Council, monitoring the operational, civic; administrative,
staffing and financial responsibilities as well as the assets of the Council. The day to day management of Council matters rests with
the Town Clerk: The Council Matters Committee will be responsible for initiating, developing and monitoring any.policies required

for the Town Council to carry out its functions. = A = i b

The Committee will be responsible for all staff 'ah_p'gj_ntments; annual appraisal; training and development; the setting of staff
salaries, hours of work and all matters relating to theéir individual contracts; sickness and staff welfare issues; and_'g_rievance and
disciplinary matters, s e S = ok o

The Committee must er_:sure'that matters relating td_tﬁg personal matters of st ff are not published and that all_gtéff records are
held securely, oo i = il _ At

4. Operating Principles
The Council Matters Committee will meet monthly to accept reports, raise issues and act as a conduit to the Full Council on all of its
responsibilities,

The Committee will be able to recommend the creation of subcommittees which need to be constituted to aid the work of the
Committee. Membership of the subcommittee would come from the membership of the Council Matters Committee, However, it is
envisaged that most work will be done by the Committee itself, as it is from the Committee that recommendations to Full Council
need to emerge.

The Committee may, of course, ask individual members to undertake any work which needs te be undertaken in relation to the
workings of the committee e.g. developing a proposal, implementing tasks, working with the Clerk etc,

The Council Matters Committee may also recommend establishing Working Groups to undertake specific tasks within the
responsibilities of the Committee (or across committee responsibilities} as defined within Standing Orders. Working groups are
constituted with fixed terms of reference, and are time limited to the Council year they are constituted in, If they are to continue
they will need to be reconstituted. Working groups may include Councillors not on the Council Matters Committee and members of
the public, and their membership will be agreed at Full Council. They may be a task and finish group, or have a broader remit e.g.
cemetery.

Alf committees, subcommittees and working groups are subject to the Town Council Standing Orders. The quorumfor
subcommittees and working groups would be a-third of the agreed membership.
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Prior to the commencement of the Committee meeting members of the public will have the opportunity to speak to the Committee,
as defined within Standing Orders. With the agreement of the Committee, the Chair may suspend Standing Orders, if appropriate, to
enable any interested parties to speak on a particular issue during the meeting.

5. Delegated Powers
The Council Matters Committee may approve the income and expenditure of the Council on behalf of the Council, within the remit
of existing agreed Town Council financial regulations.

The Council Matters Committee has delegated powers to act on behalf of the Council in all matters relating to staff appraisals, staff
appointments, staff grievances, the setting of staff salary scales and staff training.

6. Records of Proceedings
Written minutes will be taken to record the Committee’s deliberations and decisions. They will be received at the next Full Council
meeting, formally adopted and any matters arising would be brought up at the next Council Matters Committee meeting.

The minutes of any subcommittee will be included into the Council Matters Committee minutes to inform Council of the workings of
that subcommittee. Working groups are not required to publish minutes, but are expected to prepare a report for consideration by

the Council Matters Committee on completion of their work, and may choose to prepare interim reports if they wish.

Minutes of committees and Full Councll will be agreed and signed at the following Full Council meeting.

7. Admmlstratlve Support : s SEL e R v
The Town Clerk w;l! beor: Wl“ nomlnate an offlcer to be responsable for the support and admimstratlve du’nes of that Commlttee

24,2 Town Matters Commlttee
1. Authority = i IR :
The Town Matters Commtttee isa Pr[nupal Committee of the Town Councﬂ and its membershlp is appointed by the Town Council
annually. The. Commlttee 5 remlt is deflned greed by the Fu!l Council. These powers will e’ exercised in accordance with any
policy adopted or directions given by the Town;Co'unr.ll and subject to the Councul’s Standing Orders Standing Orders on Contracts
and Fmam:lai and Admlmstratlve Regulat[ons and PersonneE POlICieS :

Meetings of fgh_'e Town Matte’rs'-pommitte_e: will be he_l_d_ every _2._r_n_'onths'6n a set date.

2. Membershlp . : = : e
The Committee W|II consust of no fewer than 8 elected Town Counmllors anda maxnmum of 10 and its membershlp and the Chair
will be elected by the Full Council annually Both the Chair and Committee members will be re-elected each year in March/April. A
Deputy Chair can be elected by the Committee to fulfil the role of the Chair in their absence (if both are absent then any elected
member can take the chair by agreement of the committee).

The guorum will be’a minimum of a third of the elected committee membership;

3. Remit
The Town Matters Committee will consider on behalf of the Town Council any matters, including the physical nature of the town,
and anything concerning the quality of life of people who live, work in or visit the town. This will include:

s The welfare of the elderly and vulnerable.

e  Enrichment for children and young people

e Provision of social, leisure, sporting and recreational facilities.

e Provision of adult education, cultural and library services.

+« Employment Strategy.

s Tourism Development.

s Crime and anti-social behaviour.

n.b. Where these areas overlap with services provided by the Town Council e.g. Totnes Information Point or the Civic Hall, the
Council Matters Committee will deal with the issue.

4. Operating Principles

The Town Matters Committee will meet every month to consider any significant issues in relation to its remit. The Town Matters
Committee may consider any matter referred to it by a member of the public. The Committee will work in partnership with relevant
organisations in the town and where necessary will seek to provide leadership or coordination for the activities of individuals or
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organisations involved in quality of life issues. tn issues in conjunction with outside groups and with a Council mandate it can act in
an advocacy capacity to support specific issues.

The Committee may, of course, ask individual members to undertake any work which needs to be undertaken in relation to the
waorkings of the Committee e.g. developing a proposal, implementing tasks, working with the Cierk etc.

The Town Matters Committee will also be able to recommend the creation of Working Groups to undertake specific tasks within the
responsibility of the Committee {or across Committee responsibilities) as defined within Standing Orders. Working groups are
constituted with fixed terms of reference and are time limited to the Council year they are constituted in. tf they are to continue
they will need to be reconstituted. Working groups may include Councillors not on the Committee and members of the public, and
their membership will be agreed at Full Council.

All committees, subcommittees and working groups are subject to the Town Council Standing Orders. The quorum for
subcommittees and working groups would be 50% of the membership and in no case less than 3.

Prior to the commencement of the Committee meeting members of the public will have the opportunity to speak to the Committee,
as defined within Standing Orders. With the agreement of the Committee, the Chair may, during the Committee meeting suspend
Standing Orders, if appropriate, to enable any interested parties to speak on a particular issue during the meeting.

5. Delegated Powers
The Committee does not have delegated authority, and will be expected to make recommendations to Full Council for ...
consideration, o S D

6. Records of Proceedings -~ T
Written minutes will be taken to record the Committee’s deliberations and decisions, will be received at the next Full Council
meeting, formally adopted and any matters arising would be brought up at the next Town Matters Committee meeting.

The minutes of any subcomm'i'it'éfe wilt bé included into the Town Matters 'Cf}::r_nmittee minutes to inform Full Council of the workings
of that subcommittee. Working groups are not required to publish minutes; but are expected to prepare a report for consideration
by the Town Matters Committee on completion of their work, and may choose to prepare interim reports if they wish,

7. Administra't'i_'\:fe Support S A e w
The Senior Administrator (Committees) be responsible for the support and administrative duties of that Committee,

24.3 Planning Committee
1. Authority '

The Town Matters Committee is a Principal Committee of the Town Council and its membership is appointed by the Town Council
annually. The Committee’s remit Is defined and agreed by the Fuli Council, These powers will be exercised in accordance with any
policy adopted or directions given by the Town Councit and subject to the Council’s Standing Orders, Standing Orders on Contracts
and Financial and Administrative Reguiations and Personnel Policies.

Meetings of the Town Matters Committee will be held every month, mid month ta allow any urgent planning applications to be
considered by Full Council.

2. Membership

The Committee will consist of no fewer than 8 elected Town Councillors, and a maximum of 10 and its membership and the Chair
will be elected by the Full Council annually. Both the Chair and Committee members will be re-elected each year in March/April. A
Deputy Chair can be elected by the Committee to fulfil the role of the Chair in their absence (if both are absent then any elected
member can take the chair by agreement of the committee).

The quorum will be a minimum of a third of the élected committee membership.

3. Remit
The Town Matters Committee will consider on behalf of the Town Council any matters, including the physical nature of the town,
and anything concerning the quality of life of people who live, work in or visit the town. This will include:
¢ Lead responsibility for the development of the Neighbourhood Plan, with appropriate input to the NP Working Group
{please note any financial matters in relation to the Neighbourhood Plan needs to be considered by the Council Matters
Committee).
* Planning applications, tree orders etc
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»  Traffic and Transport.
«  Public Realm and Open Space {where these areas concern assets and services specifically provided by the Town Council
e.g. the cemetery or the Town Council controlied allotments, the Council Matters committee will deal with the issue).
e  Housing.

n.b. Where these areas overlap with services provided by the Town Council e.g. Totnes Information Point or the Civic Hall, the
Council Matters Committee will deal with the issue.

4. Operating Principles

The Town Matters Committee will meet every month to consider any significant issues in relation to its remit e.g. planning. The
Town Matters Committee will consider all but only matters referred to it by the Full Council by letter evidence. The Town Matters
Committee may consider any matter referred to it by a member of the public. The Committee will work in partnership with relevant
organisations in the town and where necessary will seek to provide leadership or coordination for the activities of individuals or
organisations involved in quality of life issues. In issues in conjunction with outside groups and with a Council mandate it can act in
an advocacy capacity to support specific issues.

The Committee may, of course, ask individual members to undertake any work which needs to be undertaken in relation to the
workings of the Committee e.g. developing a proposal, implementing tasks, working with the Clerk etc.

The Town Matters Committee will also be able to recommend the creation of Working Groups to undertake specific tasks within the
responsibility-of the Committee (or across Committee responsibilities) as defined within Standing Orders. Worklng groups are
constituted wrth ﬁxed terms of reference. and are trme fimited to the Council year they. are constrtuted in; If they are to continue
they will need-io be reconstltuted Workmg groups may include Councrllors not on the Commrttee ‘and members; ofthe publlc and
their membershrp will be agreed at Full Councrl ' _ S

Prior to the commencement of the Commrttee meeting members of the publrc will have the opportunlty to speak to the Committee,
as defrned wrthm Standlng Orders With the agreement of the Commrttee, the Charr may, durlng the Commlttee meet;ng suspend

5. De!egated Powers . : O

The Town Matters Commrttee has full delegated powers to make a Council decrsmn regardlng representations to South Hams
District Council or ‘other appropriate bodres on all planning applications in the town re standing Orders, unless the Committee
decides, following Council guidelines, that the application should be passed to Full Council due to its size, contraversial nature or
potential effect on local people.

The Committee may also comment on behalf of the Town Council on licenses or street naming if requested to do so.

On all other aspects of its activity, the Committee does not have delegated authority, and will be expected to make
recommendations to Full Council for consideration.

6. Records of Proceedings

Written minutes will be taken to record the Committee’s deliberations and decisions, will be received at the next Full Council
meeting, formally adopted and any matters arising would be brought up at the next Town Matters Committee meeting.

The minutes of any subcommittee will be included into the Town Matters Committee minutes to inform Full Council of the workings
of that subcommittee. Working groups are not required to publish minutes, but are expected to prepare a report for consideration

by the Town Matters Committee on completion of their work, and may choose to prepare interim reports if they wish.

7. Administrative Support
The Senior Administrator (Committees) be responsible for the support and administrative duties of that Committee.
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25. Terms of Reference for Link Councillors
L. Link Councillors
The Town Council seeks to appoint Link Councillors annually. It is open to any Councillor to put themselves forward to be elected to
a link Councillor role or to propose new areas of interest, The areas currently are:

s  Business and Employment *  Network of Wellbeing

s Cultural Links * Police and Crime Commissioner Advocate
¢ Elderly and Vuinerable People * Totnes Hospital League of Friends

*  Young People/Youth * TADPOOL

*  Heritage s  Totnes Allotments Association

*  Arts ¢ Vire Twinning Association

*  Open Space

¢ Traffic and Transport

* Environment and Sustainability

* Open Space, Sports Provision and Leisure
s  Disability

* Totnes Municipal Charities and Totnes Bounds
Charity

*  Parish Paths Partnership

*  River Dart Non-Beneficiaries Group

s DALC County Committee

Links on outside bodies *  DALC Larger Councils Committee

s Carlng Town
¢ Daisy and Rainbow Childcare

* Totnes -Ttaffi_ﬁ_&:Ttansport Foru'rh :
*  KEVICC Foundation Governors

» Totnes Chamber of Commerce
The Town Council created these roles in order to provide nominated Councillors who can;-
a) develop particular knowledge about each key area;

* Bridgetown A,Iive;__._ -

- ®  Police and Crime Commissioner.

o ©®  Totnes Fairtrade

b) liaise with groups inthe town with relevant interests to'be aware of current issties and activity;
¢) take up particular cases for individuals with an issue in their remit; e

d) develop relationships with relevant service providers; © i D :
e) take information and views from the Town Council back to the. groups; ST G
f) take matters for consideration back to Full Council yia'a motion or report. - . o

G 26. Terms of Reference for Advisory Bodies (Forums)
There is currently one group operating as advisory bodies to the Town Council. This is: -
¢ The Traffic and Transport Forum

Each forum has developed its own Terms of Reference which indicate why it exists and how it wishes to operate. These Terms of
Reference do not wish to cut across those stated aims, and are written solely to clarify the nature of the relationship with the Town
Council, to whom each acts as an advisory bady only.

1. The Town Counci! will nominate at least one Councillor to act as a link point with each forum,
2. The Council will seek the views of its advisory bodies on all matter of relevance to them.

3. Where an issue needs further consideration, the Town Council could request consideration of the issue by the forum. Or the
Council could set up a working group, asking the forum if they would nominate members to join with the Council on the working
group to consider the relevant issues.

4. It must be noted that ultimately responsibility lies with Councillors, and they may not always choose to take the advice of the
forum.

5. The Town Council values the forum members. It will encourage people from across the town to join the Forum, as the recognised
place for members of the community to air their detailed concerns and become involved on matters of relevance to the forum. In
return it expects the Forums to;
* Regularly promote their meetings and seek to encourage individuals and community groups to join them, in order to make
them as representative as possible.
* achieve transparency and openness by holding open meetings, publicising the agenda and reporting on their activity.
* recognise the right of any individual or organisation to operate unilaterally, respecting everyone’s opinions.
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27 Terms of Reference for the Mayor and Deputy Mayor
The Mayor should provide a visible and strong presence in the town representing the Town and the Council. The Mayor should act
within their role as a way for the Town Council to engage with the community as agreed by the Council and set out within Town
Council policies and procedures. They act as an independent advocate for both Totnes and the Council on all occasions both within
and outside of the Town.
The Mayor’s role in all Civic events is to act as the senior public face of the Town/Council, representing its continuity and heritage
and using the dress and regalia of the Town Mayor when appropriate, They are expected to attend events.,
In undertaking the role of community leader the Mayor should help to develop partnerships with all sectors of the community for
the benefit of Totnes. In achieving this they will reflect policies and recommendations of the Council in an independent manner, to
further the interests of Totnes.
As Chair of the Council the Mavor fulfils both the statutory responsibilities of the Chair of the Council and the specific responsibilities

of the role as directed by the Council within its Standing Orders. Their principal role is to preside at meetings of the Town Council:

a) To determine that the meeting is properly constituted and that a quorum Is present;
b) Toinform themself as to the business and objects of the meetmg,
¢) To preserve order in the conduct of those present; -, .
d}  To confing discussion within the scope ‘of the meeting and reasonable limits to t|me
e} To decide whether proposed motions and amendments are in order, _ -
fil To formulate for discussion and decrsron questlons which have been moved for the consrderat;on of the meetlng,
gl To decrde points of order and other incidental questrons whlch require decrsron at the time;
h) To ascertain the sense ofthe meetlng by: - : : i
. puttang relevant questrons to the meetlng and taking the vote thereon (and rf 50, minded giving a casting vote);
s declaring the result; and : ' i T
. causmg a ballot to be taken if duly demanded L
i}  Toapprove the draft of the minutes or other record of proceedmgs (wrth the consent of the meeting);
k) To adjourn the meeting when drﬁumstanceswstlfy or require that course; and '
[} Todeclare the meeting closed when its business has been completed.

Additionally, together with the Committee Chairs, all Councillors and the Town Clerk, the Mayor through the Council committee
meetings who report to Full Council, will oversee the effective management of all the resources of the Town Council, to deliver
services to achieve the greatest benefit for the residents and businesses,. including support for health and welibeing, infrastructure,
heritage and the economy of the town.

in undertaking the role of the Mayor they will receive support in their Civic role and in communications by the Mayor’s PA. In their

statutory and non-civic role, the Mayor will be supported by the Clerk.

The policy in relation to Mayoral expenditure is attached as Appendix D.

28 Council Strategy Group

The Council Strategy Group (previously Mayors and Chairs) will consist of the Clerk, Chair of the Council, Chair of Town Matters,
Chair of Council Matters and Chair of Planning.

The group will meet on the 2™ Monday of the month at 2pm in the Guildhall Offices. These meetings are not open to the public.
The quorum for this group will be half of the agreed membership and in no case less than 3.

This is an informal meeting to discuss current and upcaming issues within and impacting the Town Council and to review agenda
items for consideration. This group is advisory only and does not have delegated authority to make decisions.
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