AGENDA FOR THE MEETING OF COUNCIL MATTERS

MONDAY 8™ FEBRUARY 2021 AT 6.30PM — HELD REMOTELY USING ZOOM
MEETING LINK: https://zoom.us/i/95965632400
Meeting ID: 959 6563 2400 Passcode: Not required

You are hereby SUMMONED to attend the Council Matters Committee, which is to be held using remote
meeting service Zoom on Monday 8" February 2021 at 6.30pm for the purpose of transacting the following
business:

Committee Members: Councillors E Price {Chair), M Adams, C Allford, J Hodgson, C Luker, P Paine, B Piper, V
Trow.

. WELCOME AND APOLOGIES FOR ABSENCE

The Chair will read out the following statement:
Welcome to everyone attending and observing the meeting.

A reminder that open proceedings of this meeting will be video recorded on Zoom and live streamed on
social media. If members of the public make presentations, they will be deemed to have consented to being
recorded, By entering the Council Chamber or Zoom meeting, attendees are also consenting to being
recorded. If a member of the public wishes not to be recorded they are able to turn their video off or watch
the meeting via the Town Council Facebook page.

Can members of the public please note that given the current climate Councillors and staff are adapting to
remote and mainly paperless working and therefore you may see use of mobile phones and other devices for
reference to the agenda and associated papers.

As Council meetings are not permitted to be held in a location where alcohol is served, we ask that all
attendees refrain from consuming alcohol directly prior or during the meeting as per our Code of Conduct.

This meeting is limited to 90 minutes/2 hours and therefore members are asked to raise their points
succinctly and not repeat the same view expressed by colleagues if it does not add to the debate.

To recelve apologies and to confirm that any absence has the approval of the Council.

The Committee will adjourn for the following items:

PUBLIC QUESTION TIME ' \
A period of 15 minutes will be allowed for members of the public to ask questlons or make comment
regarding the work of the Committee or other items that affect Totnes.

i
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The Committee will convene to consider the following items:

. CONFIRMATION OF MINUTES

To approve the minutes of 18" January 2021 and update on any matters arising. Document enclosed.

FUNDING REQUESTS -

To consider urgent funding requests from TRAYE (Tot'nes Rural Area Youth Engagement Project) and Totnes
Caring. Document to follow.

COMMUNITY GRANT. SCHEME
To consider a Community Grant Scheme application process, Document to follow.

BUDGET MONITOR
To consider the Budget Monitor. Document to follow.

RESERVES POLICY
To consider a draft Reserves Policy. Document enclosed

GDPR PRIVACY NOTICE AND POLICY

To consider an updated GDPR {General Data Protection Regulation} Privacy Notice and Privacy Policy.
Documents enclosed.

PAYMENTS TO COUNCILLORS POLICY
To review the Payments to Councillors Policy. Document enclosed

CIVIC AND MAYORAL BUDGET POLICY :
To review the Civic and Mayoral Budget Policy. Document enclosed

10. COUNCILLOR ALLOWANCES ~ TIMELINE

To note the timeline, eligibility and process for claiming the Councillor allowance. Document enclosed.

11. SOLAR BENCHES

To note the grant money for solar benches. Document enclosed.

12, TOWN COUNCIL WEBSITE

To note the expected live date for the new Totnes Town Council website. No document.

13. OFFICE MIOVE

To note an update on the proposed office move. Verbal u'pdate from the Town Clerk.

14. DATE OF NEXT MEETING

To note the date of the next meeting of the Council Matters Committee — Monday 8 March 2021 at 6.30pm.
No document.

The Committee will be asked to RESOLVE to exclude the press and public “by reason of the confidential nature
of the business” to be discussed and in accordance with the Public Bodies (Admission to Meetings) Act 1960.
(CONFIDENTIAL by virtue of relating to legal and/or commercial matters, staffing and/or the financial or
business affalrs of a person or persons other than the Council)

15. LEGAL ISSUE

To note an update on an insurance query. Verbal update Town Clerk,
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16. STAFF ATTENDANCE
To note sickness and overtime balances, Document enclosed.

17. BANK STATEMENTS AND RECONCILIATIONS (Standing ltem)
To consider the bank statements and reconciliations. Documents enclosed.

18. STAFF APPOINTMENT
To ratify the appointment of the Town Maintenance Officer. No document.

19, STAFFING UPDATE (Standing ltem)
For any general or urgent updates that required confidential sharing with Councillors. No document.

Catherine Marlton
Town Clerk
3™ February 2021

USE OF SQUND RECORDINGS AT COUNCIL & COMMITTEE MEETINGS

The open proceedings of this Meeting will be audio and video recorded. If members of the public make a representation, they
will be deemed to have consented to being recorded. By entering the Council Chamber or Zoom meeting, attendees are also
consenting to being recorded.

Televlsed, vision and sound recordings or live broadcastings by members of the press ot public at Council or Committee debates
are permitted and anyone wishing to do so is asked to inform the Chairman of the respective Committee of their intention to
record proceedings.
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DRAFT MINUTES OF THE MEETING OF COUNCIL MATTERS
MONDAY 18™ JANUARY 2021 AT 6.30PM ~ HELD REMOTELY USING ZOOM

Present: Councillors E Price {Chair), M Adams, C Allford, J Hodgson, C Luker B Piper and V Trow.
Apologies: ClIr Paine

In Attendance: Cllrs Collinson and Hendriksen, C Marlton (Town CEerk) and C Bewley {Finance, Assets and
Lettings Managet). :

1, APOLOGIES FOR ABSENCE :
To receive apologies and to confirm that any absence has the approval of the Commlttee
Apologies were received from Clir Paine. : L

The Committee will adjourn for the following items:
PUBLIC QUESTlON TIME

A period of 15 minutes will be a"DWed for members ofthe public to ask fuestions or male comment
regarding the work of the Commlttee of other iteris that affect Totnes

There were no members of the‘-;:j'u_bﬂlic who_Wished to sp'eark.
The Committee 'rfé'édn'véhed'."

2. DEPUTY CHAIR : :

To elect a Deputy Chair (who will chalr in Chalr s absence).

Clirs Allford and Hodgson were nommated as candidates for the Deputy Chair. Cllr Allford was appointed by a
majority. v L

3. CONFIRMATION OF MINUTES . -
To update on any matters arising from the minutes of 14t pecember 2020.
The minutes have already been ratified by Full Council. There were no matters arising.

4, 2021/2022 DRAFT BUDGET :

To consider the draft annual budget for 2021/2022 and make a recommendation to Full Council. _
The Clerk explained the costing for a number of lines of the budget and that an underspend of at least £11k
is anticipated in the current financial year for public realm projects which haven’t been progressed due to
the pandemic. Further detail will be circulated on the detailed hreakdown of the staffing budget including
the monies received from S106 and grants which offset the costs from public funds for Part 2 of Full Councll.
Cllr Trow proposed a 2 percent increase on the precept (an actual increase of 4.14 percent) which was
seconded by Cllr Piper and passed by four votes in favour, two against with one abstention.
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It is RECOMMENDED to Full Council that the draft budget is agreed subject to the minor
amendments suggested by the Clerk during the meeting. Document enclosed.

Subject to the above recommendation it is RECOMMENDED to Full Council that the annual precept figure for
2021/22 be increased by 2% from £535280 to £545986. Because of the lower tax base this year this
represents an actual increase of 4.14% for the taxpayer, making an average band D property a change from
£3.49 per week (£181.61 per year) to £3,64 per week (£189.13 peryear), which is an increase of 15 pence
per week or £7.52 per year.

5. TERMS OF REFERENCE FOR TOTNES FUTURE FORUM
To consider what is appropriate in terms of remit and structure for this new forum.

It was AGREED that the first Totnes Future Forum would be held i March/April 2021,

It is RECOMMENDED to Full Council that the Traffic and Transport Fcrﬁm.and the Totnes Future Forum terms
of reference are aligned (with the exception of the regularity of meetings) and that live streaming/recording
of meetings be added. o e

It is RECOMMENDED that the Standing Orders structu'r'é' diagram be-amended td'i'r'tclude the changes
outlined in the above Terms of Reference. Please note that the first order of business when each group
meets is to ratify the use of these Terms of Reference. Lo '

6.  OUR PLACE Lo -
To consider expenditure of £585 from the Climate Change Budget to provide the website similar to the
following: https://ourplaceotirplanet.org/ at a cost of £585, . .

Cllr Hodgson updated on the ’O_u{_PIacé’ Wﬁbsite and c')th_gr potentiai local collaborative options.
It was RESOLVED to approve expendi‘__t_uré of £585.00 for the provision of the website.

7. DATE OF NEXT MEETING _
To note the date of the next meeting of the Council Matters Committee ~ Monday 8" February 2021 at
Noted,

The Committee will be asked to RESOLVE to exclude \the press and public “by reason of the cbnﬁdenﬁal hattire
of the business” to be discussed and in accordance with the Public Bodies (Admission to Meetings) Act 1960.
{CONFIDENTIAL by virtue of relatirig to legal and/or commercial matters, staffing and/or the financial or
business affairs of a person or persons other than the Counci)

8. RESIDENTIAL PROPERTIES

To consider an issue in relation to management of our tenanted properties and consider future property
management options.

It was RESOLVED to:

a) Write to our current property management provider outlining our concerns with the service provision and
give notice. ‘

b) Move to the new suggested provider at a lower % fee and increased out of hours provision for tenants.

c) Refund the resident for costs incurred for repairs.
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9. ALARM SERVICE

To note a change in the alarm service and monitoring.

In relation to one of the TC buildings it was RESOLVED to:

a) Contact the storage users to see if they wish to pay for the monitoring.

b} Check there is no requirement from the freeholder.

¢) If monitoring is not requested, the alarm will not be set so as not to disturb the neighbouring properties.

10. LEGAL ISSUE

To note any actions or updates from a meeting with the legal advisors on Monday 18th January 2021,
Noted. Further information will be taken by a Link Councillor report to the Full Council meeting in February

11, STAFFING UPDATE {Standing ftem) A -
Far any general or urgent updates that required conﬂdentlal sharmg Wlth Councillors,
It was RESOLVED to: : -
a) Circulate the Nolan principles to all Councillors and staff as a reminder., _
b) One of the Councillors offered to contact a member of staffd[rectly to offer an apology.
¢) Discretionary use of the Guildhall for a funeral was hot. granted :

Catherine Marlton
Town Clerk
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ITEM 3 8th February 2021 Council Matters — Funding requests and $137 allocations

Council Matters is asked to consider the following urgent requests for funding in the current year from
5137 allocations. : :

TRAYE
£2,000

As you may know TRAYE has recently taken on responsibility for delivering the Forum service previously
the responsibility of Caring Town. '

| have discussed funding with Cllir Hodgson, who chairs TRAYE, and we agreed that | would write to you
about your support for the work of the Forum, - '

There are between 15 and 20 young people whose development we are continuing via meetings, albeit on
Zoom, twice a month, '

| know that the Councit supported financially the Forum and | am asking for £2000 as part of the Funding
we need to continue the work. '

TRAYE is of course a Registered Charity and you may be interested in looking at our
website https://trave.org. TRAYE is a Company and Registered Charity which would be fully responsible for
any funding we receive. We have recently submitted our 2019 Accounts to the Charity Commission.

Totnes Caring
£4,010

The demands on Totnes Caring are particularly high currently and we expect them to remain so well into
the new financial year. :

You will recall that the Town Council helped to fund the costs of two fuli time members of staff so that we
could extend their contracts to the end of September 2020 . We then received a National

Lottery Coronavirus Community Support Fund grant which allowed us to extend their employment until
the end of March 2021. However, we now anticipate that they will still be needed well into 2021, One of
them focuses on supporting vulnerable people who have just been discharged from hospital and well as
wider wellbeing support for some of our most vulherable clients while the other is coordinating our
important telephoneé befriending service.

Do you think that Totnes Town Council might be in a position to provide any funding to support the costs
of emp[oyin‘g them? We continue to try to access further funding to ensure that we can fund at least one,
but preferably both, of these positichs in the longer term (and of course always happy to recelve your
excellent funding recommendatlons Lesley!} . However, meanwhile.more short-term funding would be
invaluable in allowing us to retain the services of these highly skilled individuals who are providing much
support, both practical and emotional, for many vulnerable local people at this very testing time.

The total cost of the two full-time posts, including employet’s NI and pension contributions, Is £4,010 a
month. Any help towards these costs in the earfy months of 2021 will be greatly appreciated.

q




Section 137 Expenditure

2020/21 ~ 6838 electors = £56892.16 maximum allocation for the year

Totnes Town Council RESOLVED during 2020, in accordance with its powers under section 137 of the Local
Government Act 1972, that they should ratify the following expenditure {in black type in the table).

Council Matters of 8th February 2021 are asked to consider whether the proposals in red, in accordance
with its powers under section 137 of the Local Government Act 1972, will be spent in the interests of the
area of its inhabitants and will benefit them in a manner commensurate with expenditure. If they do
agree they must RECOMMEND to Eull Council of 1st March 2021 that these allocations be RESOLVED.

Name Amount of grant . Reason
Transition Town PHASE 1 Support for large Climate Change Lottery
£5,809 : )
Totnes : Bid
Caring Town/Tothes
Caring/Citizens £25,000 Community service to the vulnerable
- Advice . )
£15000 {includes £2750 of 8
Totnes Caring weeks staff support by Emergency COVID 19 crisis
secondment)
Food in Community .. £800 . Refrigeration costs during COVID 19
Totnes Eig”ewo” | £561 ' Food for food bank during COVID 19
Totnes Gardens £2,000 “Support for annual programme of improvements
Bridgetown Alive ' £1344 Community Hall improvements
Totnes Caring - £4,010 Covid Response
TRAYE £2,000 : . Youth Engagement
TOTAL £56,624 ‘
Remaining allocation £360.00 Until the new financial year
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Council Matters 8t February 2021 — Community Grant Scheme 2021/22

The budget for 2021/22 outlines 5137 allocations of £50,000 for community groups to apply

for.

It is suggested to Councillors that rather than a rolling application process of only one
opportunity to apply, the pot of funds available is split into two amounts of £25,000 for two
rounds of applications over the course of the financial year. '

Suggested timeline:

8t Fehruary 2021 Council Matters consider recommending this process to Full
Council
15t March 2021 Full Council considers ratifying the grants process

ROUND 1

27 March — 12 April — applications accepted for Round 1.

14 April — applications circulated to Council Matters committee members.

19t April — Council Matters considers the requests for funding and makes a
recommendation to Full Council. '

10% May Full Council — recommendation from Council Matters con51dered by Full
Council. .

11 May — applicants are informed and asked to invoice for the funds agreed.

ROUND 2

1 July — 6% September — applications accepted for Round 2.

gth September — applications circulated to Councll Matters committee members.
13t September — Council Matters considers the requests for funding and makes a
recommendation to Full Council,

4™ October Full Council — recommendation from Council Matters c0n31dered by Full

“Council,

5th October — applicants are informed and asked to invoice for the funds agreed.

All applicants must complete the application form included to be considered for funding.




COMMUNITY GRANTS
POLICY

TOTNES TOWN COUNCIL
February 2021

The Totnes Town Council Community Grant Scheme is to support local charities and
community organisations in Totnes {up to 2 miles of the parish boundary).

Grants awarded by Tothes Town Council are public monay,

collected as part of the town precept and

we are accountable to local people for all expenditure. Therefore we apply very stringent criteria to
each application,

Scoring Mechanism to assess applications

Every application recelved during one of the two application windows wilt be considered by the
Council Matters committee,

a} Working with others; networking/partnering

b} Providing something different

¢} Getting more people involved - widening participation
d} How the project meets the Town Council priorities,

Important Terms & Conditions

a)

c)
d)
e}
f)

g)

Grant applications will only be considered where
® The project or activity directly benefits residents within the parish boundaries of Totnes.
* The project is not funded by any other means by Totnes Town Council,
There is clear evidence of need for the project.
The organisation has clearly defined aims and objectives,
The organisation has its own bank account with at least 2 authorised signatories.
Grants cannot cover costs that have already been incurred.
The organisation must be a non-party political and non-profit making. Individuals will not be
funded. .
Applications from organisations and services which receive other sources of government and
local government funding must demonstrate how the project differs from their core services and
how the wider community is involved {for example schools must provide evidence that the
project is not for the primary purpose of teaching its students),
All supporting documents are required to be submitted with the application form.
The organisation must invoice the Town Council for the grant awarded and submission of this
Inveice and the application form will be considered acceptance of the terms and conditions
outlined in this policy, '




Exampies of projects considered:

e Groups that support the ongoing needs of vulnerable people to ensure that their health
and wellbeing Is maintained : .

» Groups and activities that support vuinerable people shielding and self-isolating (older
people, people with pre-existing medical conditions etc)

» Support for organisations working to combat hardship
» Community response coordination

s Volunteer costs for new and existing organisations responding to the effects of the
pandemic

« Additional costs of working remotely and adapting services dellvered in the wider
community

e Costs associated with youth support, mental health, bereavement and emotional needs,
not already funded as a statutory service.

The following guidelines should be considered:
» The grant period will be for a maximum of 6 months from the date the grant is awarded

s Please tell us the least amount of funding you need in order to help make funds go as far
as possible

« Each application will be considered on an individual basis and In light of what funding Is
availahle at the point of receipt

» Bear in mind that we are expecting to receive a high number of applications and may only
he able to part fund your project or not fund it at all

Who can apply:

» Not-for-profit, constituted organisations
 Registered charities

* Social enterprises, including CICs

» Unincorporated clubs and associations

« Schools, where the support is outside of statutory provision and is directed at addressing
hardship faced by families with children at the school, such as provision of IT equipment to
enable children from known vulnerable families to access online education support at home

All applicants must:

» Be governed by an active management committee of at least 3 unrelated people, such as
Trustees and Directors '

3o




* Have a bank account in the name of the organisation with at least 2 unrelated signatories
* Have a Governing document, such as a Constitution, set of rules, Memorandum and
Articles of Association :

* Have up-to-date annual Accounts

¢ Have Safeguarding and Equality Policies in place, which are up-to-date and comply with
latest legislation

What can’t be funded

* Applications from individuals

* Loss of income

° Large capital items, including vehicles

* Parties, alcohol or shopping trfps

* Promotion of religious or political activity

* Large scale building works

* Grants awarded to individuals by the funded orgapisation

* Support delivered by a national charity where there Is no local branch
* Retrospective funding

Supporting documents_:

The following documents WILL BE REQUIRED to support your application:

o A copy of your latest Accounts

* A cashflow breakdown for the past & months, to clearly show Income and
expenditure

* Acopy of a bank statement, dated within the last 3 months and clearly showing the
account name, number and sort code

e Alist of your Management Committee

* A copy of your Governing Document (Constitution, set of rules, Articles or
Memorandum of Association)

e A Safeguarding Policy. If you do not have a Safeguarding Policy, we would ask that
you provide an outline of what safeguarding measures you have in place to protect
the people that you support and your volunteers. This should be uploaded with your
application;

Online applications will be assessed by the Town Council team in date order of receipt. You
may be contacted to request additional information or documents to support your
application.

Eligible applications will be reviewed by the Council Matters committee and ratified by Full
Council as per the timeline and deadlines outlined on our website,

h




Monitoring and Reporting

Organisations receiving grants are required to report on how the funds are spent against the project
criteria and budget breakdown. A form will be provided and you will be notified of the date by which
it must be completed and returned.

Totnes Town Council representatives may request to visit the project, to talk to staff, participants to
gain a better understanding of its merits and benefits to local people. -

Payment Requirements

Grants should be spent for the purposes stated on the application only

Totnes Town Council reserves the right to recall any grant given to an organisation which
ceases to operate during the financial year for which the grant has been glven

The Council reserves the right to request a copy of invoices/receipts as evidence that
expenditure has been incurred and under spends may need to be returned, please ensure
receipts are kept for 12 months following expenditure.

Publicity Requirements

Tothes Town Councll expects its logo to appear on published information about the funded
project and to be mentioned in press and associated publicity and will ask for evidence to be
provided for monitoring purposes.

For our own publicity material, the Councit may require photos with agreement from
participants and may use the hame of the organisation and project

Totnes Town Council will publish grants awarded and summarise the projects using
information contained in the grant application form.

If the Council becomes aware of evidence of dishonesty or negligence which could bring the
reputation of Totnes Town Council into disrepute, action will be taken and the grant terminated.
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37| Totnes Guide and Website income -18260 -15844 458 468 -15000 Y PR e L S
38fBank Charges / Paypal 272 20 2 100 210

Cther TIC axpenditure '
39 - 553 275 300 600
* {Post/Phone/Uniform/Utilitis etc) 172
40[5UB TOTAL 11847 15284 4953 18446

, Actual 31st March: Actual 3Tst Mareh::- .
“ Guilchall 2019 YEAREND | 2070 YEAR BN :
42[Cleaning 2738 1545 3000- c:n_m_.mnm:ﬂ mcmg Eamnmm cmmm_m
N Roof, pl Boiler, aia d
23|Building Mainzenance 27453 1260 " lspop of, pl u&mﬂ:m. Qmm_‘ a m:.: mﬁ.mB mm_ nmnmz.m \_.:m":wm_:mm ﬂmnw:mw
' . R e s0.not large costs m:dgnmﬂmu Reserves would cover ::mx_umﬂmn Costs
44Business Rates 5880 5015 5113 5113 7000
45 Water 111 120 250 300 200 -
4sfUtilities 3782 2046 2051 2500 3500 Underspent due to reduced usage -
47|Equipment Maintenance 2559 1281 314 ' |500° 2060 {Underspent due to-reduced usage
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Introduction
Totnes Town Council is required to maintain adequate Financial Reserves to meet the
needs of its operations and to ensure financial security. The purpaose of this policy is to

set out how the Council will determine and review the level of reserves.

The Joint Panel on Accountabllity and Governance Practitioners Guide (JPAG) (March

2020 edition) advises:

“As with any financial entity, it is essential that authoﬂffé‘-s have sufficient reserves

(General and Earmarked) to finance both its day f operations and future plans. it

Is important, however, given that its funds a : geherate from taxation/public levies,
. ¥

that such reserves are not excessive,”

BN

Sections 32 and 43 of the Local Government Finanée Act 1992 require local authorities
Rt G g 7.‘,"

General Reserves are funds which do not have any restrictions on thelir use. They
cushion the impact of uneven cash flows, offset budget requirements, if necessary, or
can be held in case of unexpected events or emergencies. Setting the level of General

Reserves Is agreed with the Annual Budget.

JPAG {(March 2020 edition) advises:

' 1?-\‘




e Developers Contributions ~ proceeds from developers which can only be used for
specified purposes,
¢ Other Earmarked Reserves —these may be set up from time to time to meet

known or predicted fiabilities.

Where the purpose of an Earmarked Reserve becomes obsolete, or where there is '
an over-provision of funds, the excess may, on the approval of the Town Council, be

transferred to other budget headings within the revenue budget, to General

Reserves or to one or more other Earmarked Reserves,?

EMRs will be established on a “needs” basi Inline with ; ticipated requirements

and these are to be reviewed annually whén the budget Is agreed.

Mo_ ments in Earma <ed Reserves and General Reserves shall be reported to the

Councui Matters commlttee as part of the budget monitor documentation. The use of

Reserves shali be apprO\‘f'_d by the Town Council,

\._*___.
L

The level of Ge eral Reserves shall be reviewed on an annual basis during the annual

budgetary review and/ reed by the Town Council. The minimum level of General
Reserves shall be recommended to the Town Council by the Town Clerk {(who is the
Responsible Financlal Officer). This will form part of the recommendations for the

Annual Budget and Precept request by the Town Council.
Earmatked Reserves shall be reviewed on an individual basis, Approval for the

creation, amendment, cessation or continuation of Earmarked Reserves will be

considered by Council Matters and ratified by the Town Council.

Z2N




2.2

“The generally accepted recommendation with regard to the appropriate minimum
level of a Smalfer Authority’s General Reserve is that this should be maintained at

between three (3) and twelve (12) months Net Revenue Expenditure (NRE).”

“The smaller the authority, the closer the figure should be to 12 months NRE, the larger
the authority the nearer to 3 months. In practice, any authorlty with an NRE in excess

of £200,000 should plan on 3 months equivalent.”

The primary means of building General Reserves w1 beij\'hrough a reallocation of

funds {underspend on a completed project) and<all:

ation from the annual budget.

This will be in add!tion to any amounts need dto repl\e::ri'j" Jreserves which have been

term resources.

Earmarked Reserveég“ngMR’

EMRs must bé: held for gequ:ne and mtended purposes{‘and their level should be

subject to annual revlew ar%d justlf:catlon They should be separately identified to

EMRs aj‘__e_heid for several reason's ajld shall only be used for the purpose for which

R

\ )
they wer'e created \\‘
i

* Renewals—toe __Ibl’é the planning and financing of an effective program of
equipment replacement and property maintenance/refurbishment. The funds
required are built up incrementally over several years when considering asset

conditions and asset life, They are a mechanism to smooth expenditure without

the need to vary budgets.
e Carry forward of underspend on an uncompleted project — expenditure
committed to a project but not spent in the budget vear. Reserves can be used as

‘a mechanism to carry forward those resources.

sh .{”’:’ (6
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TOTNES TOWN COUNCIL
GENERAL PRIVACY NOTICE — REVIEWED FEBRUARY 2021

Your personal data — what is it?

“bersonal data” is any information about a fiving individual which aliows them to be identified from
that data (for example a name, photographs, videos, email address, or address). Identification can
be directly using the data itself or by combining it with other information which helps to identify a
living individual (e.g. a list of staff may contain personnel ID numbers rather than names but if you
use a separate |ist of the D numbers which give the corresponding names to identify the staff in the
first list then the first list will also be treated as personal data). The processing of personal data is
governed by legislation relating to personal data which applies in the United Kingdom including the
General Data Protection Regulation {the “GDPR) and other legislation relating to personal data and
rights such as the Human Rights Act.

Who are we?

This Privacy Notice is provided to you by Totnes Town Councll which is the data controller for your
data.

Other data controllers the council works with:

. Other data controllers, such as local authoritles, public authorities, central government and
agencies such as HMRC and DVLA

. Community groups

a Charities

. Other not for profit entities

. Contractors

We may need to share your personal data we hald with them so that they can carry out their
responsibilities to the council. If we and the other data controllers listed ahove are processing your
data jointly for the same purposes, then the council and the other data controliers may be “loint
data controllers” which mean we are all collectively respansible to you for your data. Where each of
the parties listed above are processing your data for their own independent purposes then each of
us will be independently responsible to you and if you have any questions, wish to exercise any of
your rights {see below) or wish to raise a complaint, you should do so directly to the relevant data
controller,

A description of what personal data the council processes and for what purposes is set out in this
Privacy Notice, '

The council will process some or all of the following personal data where necessary to perform its
tasks: ‘

o Names, titles, and allases, photographs;
o Contact details such as telephone numbers, addresses, and email addresses;
. Where they are relevant to the services provided by a council, or where you provide

them to us, we may process information such as gender, age, marital status,
nationality, education/worl history, academic/professional qualifications, hobbies,
family composition, and dependants;

Y Ll‘




Where you pay for activities such.as use of a council hall, financial identifiers such as
bank account numbers, payment card numbers, payment/transaction identifiers,
policy numbers, and claim numbers;

The personal data we process may include sensitive or other special categories of
personal data such as criminal convictions, racial or ethnic origin, mental and
physical health, details of injuries, medication/treatment received, political heliefs,
trade union affiliation, genetic data, blometric data, data concerning and sexual life
or orlentation.

How we use sensitive personal data

We may process sensitive personal data including, as appropriate:

information about your physical or mental health or condition in order to monitor
sick leave and take decisions on your fitness for worl;

your racial or ethnic origin or refigious or similar information in order to monitor
compliance with equal opportunities legislation;

in order to comply with legal requirements and obligations to third parties.

These types of data are described in the GDPR as “Special categories of data” and
require higher levels of protection. We need to have further justification for
collecting, storing and using this type of personal data,

We may process special categories of personal data in the following circumstances:
In limited circumstances, with your explicit written consent.

Where we need to carry out our legal obligations.

Where it is needed in the public interest,

Less commonly, we may process this type of personal data where it is needed in
relation to legal claims or where it is needed to protect your interests {or someone
else’s interests) and you are not capable of giving your consent, or where you have
already made the information public.

Do we need your consent to process your sensitive personal data?

In limited circumstances, we may approach you for your written consent to allow us
to process certaln sensitive personal data. If we do so, we will provide you with full
detalls of the personal data that we would like and the reason we need it, s0 that
you can carefully consider whether you wish to consent.

The council will comply with data protection taw. This says that the personal data we hold about

you must be:

Used lawfully, fairly and in a transparent way.

Collected only for valid purposes that we have clearly explained to you and not used
inany way that ts incompatible with those purposes.

Relevant to the purposes we have told you about and limited onhkly to those
purposes,

Accurate and kept up to date.

Kept only as long as hecessa ry for the purposes we have told you about.

" Kept and destroyed securely including ensuring that appropriate technical and

security measures are in place to protect your personal data to protect personal
data from loss, misuse, unauthorised access and disclosure.




We use your personal data for some or all of the following purposes:

° To deliver public services including to understand your needs to provide the services
that you request and to understand what we can do for you and inform you of other
relevant services, for example Civic Hall and Guildhall booking forms, and burial

information;

. To confirm your identity to provide some services;

. To contact you by post, email, telephone or using social media {e.g., Facebook,
Twitter, WhatsApp);

o To help us to build up a picture of how we are performing, for example responses to
public consultations; ‘

° To prevent and detect fraud and corruption in the use of public funds and where
necessary for the law enforcement functions; '

o To enable us to meet all legal and statutory obligations and powers including any
delegated functions;

. To carry out comprehensive safeguarding procedures {including due diligence and

complaints handling) in accordance with best safeguarding practice from time to
time with the aim of ensuring that all children and adults-at-risk are provided with
safe environments and generally as necessary to protect individuals from harm or

injury;

® To promote the interests of the council;

° To maintain our own accounts and records;

. To seek your views, opinions or comments;

e To notify you of changes to our facilities, services, events and staff, councillors and
other role holders;

. To send you communications which you have requested and that may be of interest

to you. These may include information about campaigns, appeals, other new
projects or initiatives;

° To process relevant financial transactions including grants and payments for goods
) and services supplied to the council; Co
. To allow the statistical analysis of data so we can plan the provision of services.

Our processing may also include the use of CCTV systems for the prevention and prosecution of
crime. :

What is the legal basis for processing your personal data?

The council is a public authority and has certain powers and obligations. Most of your personal data
Is processed for compliance with a legal obligation which includes the discharge of the council’s
statutory functions and powers. Sometimes when exercising these powers or duties it is necessary
to process personal data of residents or people using the council’s services. We will always take
into account your interests and rights. This Privacy Notice sets out your rights and the council’s
obligations to you. ‘

We may process personal data if it is necessary for the performance of a contract with you, or to
take steps to enter into a contract, An example of this would be processing your data in connection
with the use of sports facilities, or the acceptance of an allotment garden tenancy

Sometimes the use of your personal data requires your consent. We will first obtain your consent to
that use.

Sharing your personal data

This section provides informatlon about the third parties with whom the council may share your
personal data, These third parties have an obligation to put in place appropriate security measures
and will be responsible to you directly for the manner in which they process and protect your
personal data. It is likely that we will need to share your data with some or all of the following {but
only where necessary):
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o The data controllers listed above under the heading “Other data controllers the
council works with”;

. Our agents, suppliers and contractors, For example, we may ask a commercial
provider to publish or distribute newsletters on our behalf, or to maintain our
database software;

. On occasion, other local authorities or not for profit bodies with which we are
carrying out Joint ventures e.g. in relation to facilities or events for the community.

How long do we keep your personal data?

We will keep some records permanently if we are legally required to do so, We may keep some
other records for an extended period of time. For example, It is currently best practice to keep .
financial records for a minimum period of 8 years to support HMRC audits or provide tax
information. We may have legal obligations to retain some data In connection with our statutory
obligations as a public authority. The council Is permitted to retain data in order to defend or pursue
claims, In some cases the law imposes a time [imit for such claims (for example 3 years for personal
injury claims or 6 years for contract claims), We will retain some personal data for this purpose as
long as we beileve it iy necessary to be able to defend or pursue a claim, In general, we will
endeavour to keep data only for as long as we need it. This means that we will delete it when It [s ho
longer needed.

Your rights and your personal data
You have the following rights with respect to your personal data:

. When exerclsing any of the rights listed below, in order to process your request, we may need to
verify your identity for your security. In such cases we will need you to respond with proof of your
[dentity before you can exercise these rights. ‘

1) The right to access personal data we hold on vou

» At any point you can contact us to request the perscnal data we hold on you as well
as why we have that personal data, who has access to the personal data and where
we obtained the personal data from. Once we have received your request we will
respond within ane month. '

. There are no fees or charges for the first request but additional requests for the
same personal data or requests which are manifestly unfounded or excessive may
be subject to ah administrative fee.

2) The right to correct and update the personal data we hold on vou
. If the data we hold on you is out of date, incomplete or incorrect, you can inform us
and your data will be updated.
3) The right to have your personal data ergsed
. If you feel that we should no longer be using your personal data or that we are
unlawfully using your personal data, you can request that we erase the personal
data we hold, ‘
s When we recelve your request we will confirm whether the personal data has been

deleted or the reason why it cannot be deleted (for example because we need it for
o comply with a legal obligation). ‘

4) The right to object to processing of your personal data or to restrict it to certain burposes
only '
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° You have the right to request that we stop processing your personal data or ask us
to restrict processing. Upon receiving the request we will contact you and let you
know if we are able to comply or if we have a legal obligation to continue to process

your data.
5) The right to data portabllity
. You have the right to request that we transfer some of your data to another

controller. We will comply with your request, where it is feasible to do so, within
one month of receiving your request.

6) The right to withdraw your consent to the processing at any time for any processing of
datd to which consent was obtained

. You can withdraw your consent easily by telephone, email, or by post (see Contact
Details below).
7) The right to lodge a complaint with the Information Commissioner’s Office.
* You can contact the Information Commissioners Office on 0303123 1113 or via

email https://ico.org.uk/global/contact-us/email/ or at the Information
Commissioner's Office, Wycliffe House, Water Lane, Wiimslow, Cheshire SK9 5AF.

Transfer of Data Abroad

Any personal data transferred to countries or territories outside the European Economic Area
(“EEA”) will only be placed on systems complying with measures giving equivalent protection of
personal rights either through international agreements or contracts approved by the European
Union. Our webslte is also accessible from overseas so on occasion some personal data (for exam ple
in a newsletter) may be accessed from overseas.

Further processing

If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we
will provide you with a new notice explaining this new use prior to commencing the processing and
setting out the relevant purposes and processing conditions. Where and whenever necassary, we
will seek your prior consent to the new processing,

Changes to this notice

We keep this Privacy Notice under regular review and we will place any updates on
www.totnestowncouncil.gov.uk. This Notice was last updated in May 2018.

Contact Details

Please contact us if you have any questions about this Privacy Notice or the personal data we hold
about you or to exercise all relevant rights, queries or complaints at:

The Data Controller, Totnes Town Council, 5 Ramparts Walk, Totnes, TQ9 5QH.

Email: clerk@totnestowncouncil.gov.uk
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TOTNES TOWN COUNCIL

PRIVACY POLICY For Staff, Councillors and Role Holders** - REVIEWED FEBRUARY 2021

Definitions:

“StafP” means employees, workers, agency staff and those retaineid_':(_'in a temporary or permanent
basis. T

“Councillors’ means individuals who are elected or co-opted' to the Council or any of its Committees,
Working Groups or similar bodies. e

“Role Holders” Includes, volunteers, contractors, agents, and other role holders within the Council
including former staff and former Councillors. Thi._s;_a'iso includes applicants or candidates for any of

these roles,

Totnes Town Council is committed to protecting the bi‘ivacy and,s'e:(':urity of your p’eféOnal
information and the personal information that you come into contact with through yaur Council
role. This privacy policy describes how we collect and use persanal information about you during and

after your working relationship with us, aﬁd,,_hdw youasa Counciil'or.g.Staffor role holder should use
information in accordance with the General Data Protection Regulation (GDPR). It applies to all
employees, Councillors; Wﬁlfke__rg.wd contractars. e o

Totnes Town Counci'l'is-'é_ffdata coﬁﬁr_tii[!er“. This means that we are fesponsihle for deciding how we
hold and use personal infofrm‘ationf.f‘We are required under data protection legislation to notify you
of the information contained in this privacy policy. ~.

1. Personal Data—Whatlslt?

1.1 “Personal data” is any ififormation about a living individual which allows them to be
identified from that data (for exémple a name, photographs, videos, email address, or address}.
Identification can beé directly using the data itself or by combining it with other information which
helps to identify a !iviﬁgfindividg'_al.{e.g. a list of staff may contain personnel ID numbers rather than
names but If you use a separate list of the ID numbers which give the corresponding names to
identify the staff in the firstist then the first fist will also be treated as personal data). The
processing of personal data Is governed by legislation relating to personal data which applies in the
United Kingdom including the General Data Protection Regulation (the “GDPR) and other legislation
relating to personal data and rights such as the Human Rights Act.

2. Other Data Controllers

2.1 The Council works together with:

» Other data controllers, such as local authorities (South Hams District Council and Devon
County Council}, public authorities, central government and agencies such as HMRC and
DVLA

. Staff pension providers
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o Former and prospective employers

® Community groups

e Charities

. Other not for profit entities
® Contractors

2.2 We may need to share your personal data we hold with them so that they can carry out their
responsibilities to the Council, If we and the other data controliers listed above are processing your
data Jointly for the same purposes, then the Council and the other data controliers may be “joint
data controlfers” which mean we are ali collectively responsible to you for your data. Where each of
the parties listed above are processing your data for their own independent purposes then each of
us will be independently responsible to you and if you have any questions, wish to exercise any of
your rights {see below) or wish to raise a complaint, you should do so directly to the relevant data
contraller, o

2.3 A description of what personal data the council pro(_:_gséé_s'é'nd for what purposes is set out in
this Privacy Policy, e

3. Data Protection Law?

31 The Council will comply with data prote‘c':t'io‘_n faw. This says that the personal data we hold
about you and any information that we hold as a Council must be;

e Used lawfully, fairly and in a transparent way, S . o

. Collected only for valld purposes that we have clearly explained to you and not used in any
way that is incompatible with those ;‘i'urp_pses. L .

J Relevant to the purposes we have told you about and limited only to those puUrposes.

. Accurate and kept up to date. e B i

. Kept only as long as hecessary for thé‘ﬁu‘rpo,_sg_s_ we have told you about,

e Kept and destroyed securely including ensuring that appropriate technical and security

measures are in place to protect your pérsdrj__’al data to protect personal data from loss,
misuse, unauthorised access and disclosure.

4. V\_?_hat Data Does the Council Process?

4.1 The Council will process some of all of the following personal data where necessary to
perform its tasks: ' : ~

N Names, -t'if'les,_,and aliase‘fs',_p;hotographs;

. Start date / leaving date; *'+
° Cantact details such as telephone numbers, addresses, and email addresses;
° Where they are relevant to the services provided by the Council, or where you provide

them to us, we may process information such as gender, age, marital status, nationality,
education/work history, academic/professional qualifications, hobbies, family composition,
and dependants;

° The personal data we process may include sensitive or other special categories of personal
data such as criminal convictions, racial or ethnic origin, mental and physical health, details
of injuries, medication/treatment received, political beliefs, trade union affiliation, genetic
data, biometric data, religion, data concerning and sexual life or orientation.

° Non-financial identiflers such as passport numbers, driving licence numbers, taxpayer
identification numbers, staff identification numbers, tax reference codes, and national
insurance numbers.

* Financial identifiers such as bank account numbers,

o Financtal information such as National Insurance number, pay and pay records, tax code, tax
and benefits contributions, expenses claimed.

3]
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5,
5.1

Use of Your Personal Data

Other operational personal data created, obtained, or otherwise processed in the course of
carrying out our activities, including but not limited to, CCTV footage, [P addresses and
wehsite visit histories, and logs of accidents, injuries and insurance claims,

Next of kin and emetgency contact information,

Recruitment information (including coples of right to work documentation, references and
other information included in a CV or cover letter or as part of the application process)
Location of employment or workplace,

Other staff data (not covered above) including; level, performance management
information; certificates, immigration status; employment status; information for
disciplinary and grievance proceedings; and personal biographies.

CCTV footage and other information obtained through electronic means.

Where people pay for activities such as use of a council hall, financial identifiers such as bank
account numbers, payment card numbers, payment/transactlon identifiers, policy numbers,
and claim numbers;

We use your personal data for some or all of the followmg purposes

Please note: We need all the categories of personaI data In the list above. primarily to allow us to
perform our contract with you and to enable us to. comply with legal obhgations

Malking a decisioh about your recruitment or appointment
Determining the terms on which you work for us.: .
Checking you are legally entitled to.work in the UI\’ K
Paying you and, if you are an employee, deductlng tax and Natlonal [nsurance contributions.
Providing any contractual benefits. to you o

Liaising with your pension provrder B

Administering the.contract we have entered mto wEth You.

Management and piannmg, including accountmg and auditing.

Conducting performance re\news managmg performance and determining performance
reguirements. -7 .

Making decisions about sa!ary rewews and compensataon

Assessing quahﬂcatlons fora partlcularjob or task, including decistons about promotions.

. Conducting grievance or dls,c_lpllnary proceedings.

Making declsions about your 'continued employment or engagement.

Makmg arrangements for the termlnat:on of our working relationship.

Education, training and: development requurements

Dealing with.legal drsputes involving you, including accidents at work.

Ascertaining your fitness to. work.

Managing slckness absence

Complying with heaEth and safety obligations,

To prevent fraud,

To monitor your use of our information and communication systems to ensure compliance
with our IT policies.

To ensure network and Information security, mcIudmg preventing unauthotised access to
our computer and electronic communications systems and preventing malicious software
distribution.

To conduct data analytics studies to review and better understand employee retention and
attrition rates,

Equal opportunities monitoring.

To undertake activity consistent with our statutory functions and powers including any
delegated functions,

To malntain our own accounts and records.

To seek your views or comments.

3 - o
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6 To process a job application.

e To administer Councillors’ interests.

e To provide a reference.

5.2 Our processing may also include the use of CCTV systems for monitoring purposes.

53 Some of the above grounds for processing will overlap and there may be several grounds
which justify our use of your personal data..

54 We will only use your personal data when the law allows us to. Most commonly, we will use
your personal data in the following circumstances;

® Where we need to perform the contract we have entered into with youl.
° Where we need to comply with a legal obligation.

5.5 We may also use your personal data in the following situations, which are likkely to be rare:

° Where we need to protect your interests (or someone e_l_sé_’fs: interests).
® Where it is needed in the public interest [or for officil purposes).
6. How We Use Sensitive Personal Data

6.1 We may process sensitive personal data including, as appropriate; L

* information about your physical or mental Heal{h or condition in order to monitor sick leave and
take decislons on your fitness for work; v o

* your raclal or ethnic origin or religious or similar inf'orm'a_t"i'c:)h in order to monitor compliance
with equal opportunities legislation; -
e inorderto Compiy with legal req uiremg‘ents and obligations tdthi_rd parties.

6.2 These types of data are described i’ﬁ,f::h_gz GDPR:éfs‘f"’Spe_cial categorles of data” and require |
higher levels of protection. We need to have further justification for collecting, storing and using this
type of personal data. I SRR o '

6.3 We may proceész'.siie_cial ca‘geé’éries of persdﬁal data in the following circumstances:
*  Inlimited circumstances, thh’yifgi.ur éxplicit written consent.

. Wh_e.r'é':\'n}e need .to'“ic_a'rry out én_ir _!e_gai oblli:g'étifdn_s_; b

. Where it Is needed in fhé,pgblic.i’n'tére_st.

6.4 Lesscommonly, we may process this type of personal data where it Is needed in relation to
legal claims of where it is needed to protect your interests (or someone else’s interests) and you are
not capable of giving your conseht, or where you have already made the information public,

7. Do We Need Your ConSént to Process Your Sensitive Personal Data?

7.1 We do not need your consent if we use your sensitive personal data in accordance with our
rights and obligations In the field of employment and social security law,

7.2 In limited circumstances, we may approach you for your written consent to allow us to
process certain sensitive personal data. If we do so, we will provide you with full details of the
personal data that we would like and the reason we need it, so that you can carefully consider
whether you wish to consent.

7.3 You should be aware that it is not a condition of your contract with us that you agree to any
request for consent from us,

8. Information About Criminal Convictians




8.1 We may cnly use personal data relating to criminal convictions where the law allows usé to
do so. This will usually be where such processing is necessary to carry out our obligations and
provided we do so in line with our data protection policy. ‘

8.2 Less commonly, we may use personal data relating to criminal convictions where it is
necessaty in relation to legal claims, where it is necessary to protect your Interests (or someone
else’s interests) and you are not capable of giving your consent, or where you have already made the
information public.

g, What is the Legal Basis for Processing Your Personal Data?

9.1 The council is a public authority and has certain powers and obligations., Most of your
personal data is processed for compliance with a lega! obligation which includes the discharge of the
council's statutory functions and powers, Sometimes when exercising these powers or duties it is
necessary to process personal data of residents or people using the council’'s services. We will
always take into account your interests and rights. This Privacy Policy sets out your rights and the
council’s obligations to you. e

9.2 We may process personal data if it s necessary for the perforiance of a contract with you,
or to take steps to enter into a contract. An example of this would be processing your data in
connection with the use of sports facllities, or the acceptance of an ailotment garden tenancy

9.3 Sometimes the use of your personal data fé’i’quires your consent. We will first obtain your
consent o that use. . ey T

10. Sharing Of Personal Data

10.1  This section provides information about the third parties with whom the council may share
your and others personal data. These third parties have-an obligatioh to put in place appropriate
security measures and willbe responsible to you directly for the manner in which they process and
protect your personal data; It is likely that we will need to share'your data with some or all of the
following {but only where necessaly):. ‘ R
. The data controllers listed above under the heading “Other data controllers the council

- works with”; e =

. Our agéfits, __Sup_plier.s'i andco

htractors: For éxample, we may ask a commercial provider to
manage our HR/ payroll functions, or to maintain our database software.
.« i Other pérsons or organisations operating within focal community.
o Other data controllers, such as local authorities, public authorities, central government and
agencies such as HMRC and DVLA. -
. “staff pension providers.
. Former and prospective employers.
° Professional advisors.
v Trade uﬁioﬁs:p-riemployee representatives,
o Our agents, suppliérsfahd contractors. For example, we may ask a commercial provider to
publish or distribute newsletters on our behalf, or to maintain our database software;
. On occaslon, other local authorities or not for profit bodies with which we are carrying out

joint ventures e.g. in relation to facilities or events for the community.

11. Council Use of Personal Data to Conduct Business

11.1  In order to conduct Council business, the Council will use personal data for some or all of the
following purposes:

o To deliver public services including to understand individual needs to provide the
services requested and to understand what we can do for the individual and inform
them of other relevant services;

Y To confirm identity to provide some services;
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. To contact individuals by post, email, telephone or using social media (e.g.,
Facebook, Twitter, WhatsApp);

e To help us to build up a picture of how we are performing;

° To prevent and detect fraud and corruption in the use of public funds and where
necessaty for the law enforcement functions;

® To enable us to meet all legal and statutory obligations and powers including any
delegated functions;

e To promote the interests of the council;

° To maintain our own accounts and records;

. To seek views, opinions or comments; ‘ )

. To notify individuals of changes to our facilities, services, events and staff,

-councillors and other role holders;
¢ ' Tosend communications which individuals have requested and that may be of

interest. These may inciude information about cgr_rjp_aigns, appeals, other new
projects or initiatives; e

. To process relevant financial transactions E_ng:ilu_di:ﬁg grants and payments for goods
and services supplied to the council; : N
. To allow the statistical analysis of data so we can plan the provision of services.

11.2  Our processing may also include the use 6’f'CC_.TV systems for the preVeh‘ti_qn and prosecution
of crime. L o

12, How Long Do We Keep Personal :_D,_éta?: o

121" We will keep some records permanently If we are legally reguired to do so. We may keep
some other records for.an e_Xtieh_c_ied period of time. For'example, it is currently best practice to keep
financial records for a minimuri period of 8 years to support HMRC audits or provide tax
information. We may have legal cbligations to retain some data in ¢onnection with our statutory
obligations as a public authority. The council is permitted to retain data in order to defend or pursue
claims. In some cases the law imposes a time limit for such claims (for example 3 years for personal
injury claims or.6 years for contract claim). We-will retdin some personal data for this purpose as
long as we believe itis hecessary t'o___b_e able to defend of pursue a claim. In gehearal, we will
endeavour to keep data only for as long as we need it. This means that we will delete it when it is no
longer neededl. .

122 Adata a_'ud_i_t_ is conducted.annually. Details of the Totnes Town Council’s Document
Retention Protocol are set out in Annex A.

13. Your Responsibilities -
131 ltisimportant that the personal data we hold about you is accurate and current, Please keep
us informed if your personal data changes during your working relationship with us.

14, Your Rights and Your Personal Data
14.1  You have the following rights with respect to your personal data,

14.2 When exercising any of the rights listed helow, in order to process your request, we may
need to verify your Identity for your security. In such cases we will need you to respond with proof
of your identity before you can exercise these rights.

o. The right to access personal data we hold on vou

b




15.1
Area {"EEA”) will only be placed on systems complying with measures glving equivalent protection of
personal rights either through international agreements or contracts approved by the European
Union. Our website is also accessible from overseas so on occasion some personal data (for example
in a newsletter) may be accessed from overseas. |

® At any polnt you can contact us to request the personal data we hold on you as well
as why we have that personal data, who has access to the personal data and where
we obtained the personal data from. Once we have received your request we will
respond within one month. '

) There are no fees or charges for the first request but additional requests for the
same personal data or requests which are manifestly unfounded or excessive may
be subject to an administrative fee,

The right to correct and update the personal data we hold on you

. If the data we hold on you is out of date, incomplete or incorrect, you can inform us
and your data will be updated.

The right to have your personal data erased

. If you feel that we should no longer be using yeri.'ri'personal data orthat we are

unlawfully using your personal data, you ¢ can request that we erase the personal
data we hold.
° When we receive your request we, wnl conflrm whether the personal data has heen

deleted or the reason why it cannot be deleted (for example because we need it for
to comply with a legal obligation). :
The right to object to processing of your persona! data or. to restrict rt to certam purposes
only

. You have the right to requast that we stop processmg your personal data or ask us
to restrict processing. Upon receiving the request we will contact you and let you
know if we are able to compiy ot if we have a legal obhgat:on to continue to process

your data

The right to d_q_t__a portabmty

o You have the right to request that we. transfer some of your data to another
controiler We will comply with your request where it is feasible to do so, within
“one ‘month of recelvmg your request

' _,..The right to withdraw vour consent to the pmcessmg at any time for any processing of

data to which consent was obtqr_r_;,ed

5 Yéu__c__an withdra'w :your consent easily by telephone, email, or by post {see Contact
Details below). '

The right to io'dg'e d c_o'rnplaint with the Information Commissionet’s Office.

e Youcan contact the Information Commissioners Office on 0303 123 1113 or via
emall https://ico.org. uk/global/contact-us/email/ ot at the Information
Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 SAF.

Transfer of Data Abroad

Any personal data transferred to countries or territories outside the European Economic

Further Processing
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16.1  if we wish to use your personal data for a new purpose, not covered by this Privacy Policy,
then we will provide you with a new policy explaining this new use prior to commencing the
processing and setting out the relevant purposes and processing conditions. Where and whenever
necessary, we will seek your prior consent to the new processing,

17. Changes to this Policy

17.1 We keep this Privacy Policy under regular review and we will place any updates on
www.tothestowncouncll.gov.uk. This Policy was last updated in September 2020,

18. Contact Details

18.1  Please contact us if you have any questions about this Privacy Policy or the personal data we
hold about you or to exercise all relevant rights, queries or complaints at;

The Data Co[ntroller, Totries Town Council, 5 Ramparts Walk, Totnes, TQS 5QH.

Email: clerk@totnestowncouncil.gov.uk
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ANNEX A — TOTNES TOWN COUNCIL DOCUMENT RETENTION PROTOCOL

[Note: retention periods based on NALC and DCC guidance]

COUNCILLORS

DOCUMENT

MINIMUM RETENTION PERIOD

REASON

Register of Interests

4 year term plus previous term

Best practice

Acceptance of Office

4 year term plus previous term

Best practice

Tax, Limitatlons Act 1980 (as

MINIMUM RETENTION PERIOD

Members allowancas register | 6 years _
.2-| amended)
DEMIOCRACY/COUNCIL BUSINESS
DOCUMENT REASON

Agendas and Minutes

Indefinite

.:A___r__chive and public record

Audio/Video recordings

Date of meeting plus 3 years

Pubiic record

Civic/Mayoral Business:

e Functions

s Invites

s Correspondence
o Xmas card list

Current year plus 2 years

Public record

Subject Access Requests .

. | Date request completed plus 3 -
e years :

‘Business need

Freedom of informatton__r
Requests

- "'Date request comp!eted pIUS 3 i

years

Business need

Electoral Reg|ster

S 'fCurrent year

Business need

Correspondence W|th outslde B
orgamsattons and mdlvndua!s

"Current year pius 6 years

. Business need

Public consultation responses -

Until da_i_;a,entered plus 6 months

Business need

Budget plan/budget
monitoring

| Current year plus 6 years
1k

Business need

Risl assessments

" Date of the event or until

superseded plus 4 years

The Management of Health
and Safety at Work
Regulations {1992)

Health and Safety Checks

e« Fire
o  Fire extinguishers
e Legionella

Date of check plus 6 years

Health and Safety at Worl
Act

Road Closure applications

Current year plus 6 years

Business need

Funding applications

e <f5K
s E£5K-10K
s £10K-50K

Last project action plus 3 years
Last project action plus 6 years

Last project action plus 10 years

Management
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FINANCE/ASSETS

DOCUMENT MINIMUM RETENTION PERIOD REASON
Scales of fees and charges 6 years Management
[Guildhall, Civic Hall and

Cemetery]

Receipt and payment Indefinite Archive
account{s)

Receipt books [TTC and Paige 6 years VAT
Adams Trust]

Bank statements, including Last completed audit year Audit
deposit/savings accounts

Bank paying-in books 1 Audit

Last completed audit year -

Quotations and tenders 6 years .. | Limitation Act 1980 {as
“-| amended)
Paid invoices 6 years VAT
VAT Records 6 years VAT
Petty Cash 6 years Tax, VAT, Limitation Act
R 1980 {as amended)
Time/Overtime sheets Lésl'tr completed audit year . - Audit o

Wages books

12years

Superannuation

Insurance policies

While valid

| Management

Certificates for Insurance’
against liability or employees

" 40vears from date on'which -

insurance commenced or was -
renewed 3

1 The Employers’ Liability

(Compulsory Insurance)
Reguiations 1998 (SI. 2753},
Management

Investments . “|indefinite. Audit, Management
Titlé:'p'éé'd, leases, agreements, | Indefinite ! Audit, Management
contracts . .

Members allowances register - Tax, Limitations Act 1980 (as

6 years -

amended)

Asset Register 'éurrent year plus 6 years Business need
T STAFF

!DOCUMENT MINIMUM RETENTION PERIOD REASON

TOIL sheets Last completed audit year Audit

Absence/sickness Current year plus 1 year Management

Medical certificates Tax year they relate to plus 3 Management

years

Disciplinary Current year plus 6 years Management

¢ NextofKin Until termination of employment | Ma nagement

information
o Annual appraisals
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Persanal files

Until termination of employment
plus 6 years

Management

Display Screen Assessment

Life of assessment plus 4 years

Schedule to the Health and
Safety (Display Screen
Equipment) Regulations
1992

Accident records

Three years since the entry

Reporting of Injuries,
Diseases and Dangerous
Occurrences Regulations
(RIDDOR)

CEMETERY

DOCUMENT

REASON

o Register of fees
collected

¢ Reglster of burlals

¢ Register of purchased
graves

» Repister/plan of grave
spaces

« Register of memaorials

s Applications for
interment

e Applications for right
1o erect memotrials

o Burial/disposal .../
certificates -~ 0
» Certificatesof grant of

exclusive right of

MINIMUM RETENTION PERIOD :

Indefinite

Local Authorities

Cemeteries Order 1977

T | (51.204), Archives

burial
o - CvIcHAIL
DOCUMENT 7 MINIMUNM RETENTION PERIOD | REASON
e« Application to | 6years . VAT
hire/hooking form -
»  Marketheoking forms; . =
risk assessments & .-
public liabifiy. = |/
certificates  Ful
» Banner booking forms
e lettings diaries
s Copies of invoices to
hirers
GUILDHALL
DOCUMENT MINIMUM RETENTION PERIOD REASCN
Weddings
e Booking forms 6 years VAT

o Letings diaries

» Copies of invoices o
hirers

s  Wedding
photographs

Untit no longer required

Business need




Visitor Books

5 years (no legal requirement to
retain them at all)

Business need
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PAYMENTS TO COUNCILLORS

TOTNES TOWN COUNCIL
AGREED SEPTEMBER 2019
REVIEWED FEBRUARY 2021

This Policy outlines the occasions on which payments may be made to Town
Councillors.

Background

The elected members of Totnes Town Council may receive an allowance in recognition of the time, work
and costs Involved in representing the people of Totnes. This allowance is not to be confused with
expenses or with training and travel costs, all of which are defined below, In order to qualify for this
allowance, Councillors must attend 75% of Full Council and committee meetings during the 12 months
priot to the payment being made. Councillors who start part way through the year will receive a pro rata
allowance assuming they have attended 75% of the meetings as detailed above during their time. Co-
opted Councillors are not eligible to receive this allowance,

Councillor Allowances

Councillors can claim a paid Basic Allowance each year. This relates to the work they do as local
councillors in attending local and community meetings. The levels of allowance pa]d are agreed by South
Hams District Council in accordance with national legislation.

The annual permitted allowance for members of Totnes Town Council is £394.05 and this is subject to
taxation.

Town Councillors who are members of another local authority and who are entitled to an allowance from
that authority should be guided by the Declaration of Interest Guidance in the Council’s Code of Conduct.

Town Councillors will be required to declare their allowance to HMRC through th_e Town
' Council PAYE system.,
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Councillors Expenses

Councillors can reclaim a limited range of travel and other expenses they have paid out of their own
pocket when they have had to travel out of the town or when they are out of pocket for some other
approved reason.

Councillor Training and Travel

All Councillors {included co-opted) can reclaim the cost of any approved training and the associated travel
costs {outside of the Parish) at the agreed rate per mile or fares paid. The training/event must be agreed
in advance for claims to be payable and any associated receipts provrded Claim forms are available from
the Finance, HR and Lettings Manager. '

Rates set by South Hams District Council

Parish Basic Allowance

The formula recommended by the Parish Remuneration Panel at its last meeting calculates an allowance
based on a percentage of the district basic allowance {now fixed at £5,254 per annum) and the size of the
electorate.

Electorate % of District Basic Amount per Councillor
Allowance , ' '
5,001 - 10,000 7.5% £394.05

Parish Allowance for Chairman / Mayor / Leader

If so minded to pay such an allowance, the view remains that an additional sum can be allocated to a
Chairman / Mayor of 1 x the parish basic allowance paid, claimable by receipts, Please see the Civicand -
Mayoral Budget Policy for details.

Travel and subsistence
The main rates are:

{a) Travel Allowances

- Car mileage can be paid at 45p per mile (in line with the HMRC advisory rate and
automatically adjusted in the event that the HMRC adjust thls rate);

- Motorcycle mileage can be paid at 24p per mile;

- A supplement of 5p per mile for each passenger carried can also be paid; and

- The actual amount incurred on any tolls, ferries or parking fees can be reimbursed.
, (b) Subsistence Allowances

"If a town or parish councillor is away from their usual place of residence for more than four hours, they
can claim £10.00 towards their breakfast, lunch and/or evening meal,

&
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Civic Budget and Mayoral Allowance Policy

TOTNES TOWN COUNCIL
AGREED MAY 2017
REVIEWED FEBRUARY 2021

Background

All Civic and Mayoral spending will be limited to the agreed budgets over the course of the financial year,
therefare pre planning of proposed events and larger commitments is essential, All major civic events
should take place within the Council’s financial year ending 31° March.

During the period from 1 April to 18" May a maximum spend of an amount equivalent to 1 % months of
the allocated Civic Budget and Mayoral Allowance Budget for the financial year is allowed and must be
agreed in advance with the Town Clerk,

Any surplus at the end of the financial year will not be carried forward.

The budgets must not be In deficit at the financlal year end.

Expenditure which is allowed:

A, The Mayoral Allowance budget is to defray reasonable costs in order that the office holder is not
out of pocket for fulfilling the role of Mayor. The Mayor can claim up to the amount of the
Councillor Allowance by submitting claims to the Finance, HR and Lettings Manager. Accepted
claims are:

e Mileage to and from events

e Tickets for events

e Raffle and draw tickets

e Donations to charities (up to £25)

¢ Reasonable clothing allowance for Civic events
e Additional Telephone, stationery and printing
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B. Funding for all the formal and informal Civic events and costs associated with the role of the
Mayor during the Mayoral year,

These may include:

¢ Mayor Choosing and reception

e The Civic Service

* Remembrance Sunday {in conjunction with the British Legion)

 The Clvic Event (Community fundraising event)

¢ Events where the Mayor is usually accompanied by the Town Sergeant, such as Totnes
Carnival, the annual Orange Race, the opening of the Elizabethan Market

PLEASE NOTE - Civic Funerals (as and when required) and refreshments at a wake for Honoured
Citizens/Freemen will be funded from the general reserve up to a value of £1,000.

C. Civic events supported by the Council involving, but not necessarily arranged by, the Mayor, or
agreed Councillors, This expenditure must be agreed in advance by the Mayor.

These may Include:

* Hosting the Mayor of Vire, to include up to £25 for an award

¢ Receptions for Civic visitors

¢ Hosting small award ceremonies, to include up to £25 for an award

e Hosting meetings of community groups :

s Activities refated to the Town Council but not necessarily organised by the Mayor

D.  The costs of any events held or attended by the Mayor or Deputy Mayor or Councillors depUtising
in their place in the course of his/her duties in the Mayoral Year, '

These may include:

» Christmas reception

* Specific refreshments etc. when organising events at the Guildhall during the year

e Theincidental costs of attending community and charitable events e.g. purchase of tickets for
both the event and raffles ‘ :

o Charity functions, and to cover any costs when attending functions e.g. the purchase of raffle
tickets, collections, etc ' ‘ :
E. Supporting the Mayor in raising money toward his/her chosen charity.
These may include:
¢ Providing facilities paid for by the Civic Budget in raising funds for the chosen charity e.g.

reception in the Guildhall, hire of the Civic Hall, etc

PLEASE NOTE: All use of the Civic Hall must be paid for in full from the Civic Budget to the Paige Adams
account. No free use can be granted by the ayor,

Expenditure which Is not allowed:

The Civic budget must not be used to pay for
‘s Gifts of monies or goods (including flowers) other than to charities, NOTE: Any requests for
contributions to groups and charities outside. of fundraising must be considered by Paige
Adams through the grants process. ' '
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e NOTE: The policy will allow an exception for the purchase of flowers for incoming and -
outgoing Mayors and their consorts plus retiring Councillors to the value of £25 per bouquet.

o Parking fines '

e  Social events internal to the Council unless agreed by the Mayor or Deputy Mayor.

e |tems normally covered by the Mayoral and CouncillorAllowance e.g. costs associated with
the use of home as office, personal telephone bills, etc. S '

printing fliers/leaflets/posters etc. other than for civic events covered in B. above,

. Reporting and monitering procedures:

The Mayor is asked to account for his/her spending and to submit these expenses, along with the
Mayor's monthly engagements, as a quarterly agenda ttem to Council Mattets meetings:

o Al amounts submitted for reimbursement from the Town Council will be signed off and paid
according to the Town Council financial regulations.

e Amounts of £500 and over need to be agreed by the Councif Matters Committee in advance of
agreement. Details of the proposed expenditure will need to be submitted, to ensure
contributions and events arein line with Civic function and the Town Council priorities. If agreed it
can then be submitted for reimbursement/payment to the Town Council Finance Officer.

Once 85% spend of the budget is reached the Council Matters Committee must be informed and any
future spend must be agreed in advance with the Town Clerk.

Any outstanding civic expenses need to be submitted by the outgoing mayor hy the end of June, when
the preceding mayor's budget will be closed.




ITEM 10— COUNCILLOR ALLOWANCES — TIMELINE

The claim form for the 20/21 Councll Allowance which is £394.05 was sent out by email on 20th January
2021.

[n accordance with the Payments to Councillors Policy only those Councillors who have met the criteria of
attending a minimum of 75% of meetings in the 12 months prior to the payment date will be entitled to
claim the allowance.

The allowance will be paid through the PAYE system on 20t" March 2021 and e!lglblllty will therefore include
megetings attended from March 2020 to February 202.1.

The deadline for returning the completed form is 6" March 2021.
Any Counclllors who have not served for a full year will received a pro—rata'amount of the allowance.

Please note that only elected councillors are entltled to the allowance so unfortunately co-opted councillors
cannot claim. This is set out in national legislation and Is hot any localised arrangement,

COUNCIL MATTERS 8% February 2021




TOTNES TOWN COUNCIL

COUNCILLOR ALLOWANCE CLAIM FORM

Title

Full name

Address

Postcode:

Date of birth

Marital Status

Single / Married / Divorced *

(* delete as appropriate)

Sort code:

Account number:

Telephone numbers Home: Mobile:
E-mail
NI number
Bank:
Name oh account:
Bank Details

i
You need to select one of the following statements {please clrcle) :

A - This is my first job since last 6 April and 1 have not been receiving taxable
lohseeker's Allowance, Employment and Support Allowance, taxable
Incapacity Benefit, State or Occupational Pension.

B - This is now my only job but since last 6 April | have had another job, or
received taxable Jobseeker's Allowance, Employment and Support
Allowance or taxable Incapacity Benefit. | do not receive a State or

Occupational Pension.

C - As well as my new job, | have another job or receive a State or

Occupational Pension.

I wish to claim my Councillor Allowance for 2020/21.

SIENad! terie e
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Guidance relating to Taxation of Members’ Allowances and Expenses can be found at
https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/eim65970

It states that:

‘For tax purposes council members and civic dignitarles are treated in the same way as any
other individual who holds an office or is an employee. Earnings received from an office or
employment are chargeable to income tax as employment income. PAYE arrangements apply
to these earnings as they do to any other employment. ‘Earnings’ has a wide meaning - it
includes salaries, fees, wages and any other profits received from an office or employment, it
also includes altowances paid to cover expenses incurred in carrying out the duties of an office
or employment, unless these allowances do no more than reimburse expenses actually
incurred and which are deductible for tax purposes.’

Also;
‘Procedure at the end of the tax ye>ar

Members who receive tax returns should include figures for all their income on their Self-
Assessment tax return. They will also include all claims they wish to make.

° They should send their completed tax return back to their tax office by 30 September
“after the end of the tax year ifithey want HMRC to calculate their tax hill for them and/or

® they wish tax (below £2000) to be collected through next year's PAYE code where
practicable.

The deadline for sending back their tax return is 31 January after the end of the tax year.

HMRC will make any repayment due. If there is tax to pay, the member should pay it by 31
January after the end of the tax year. ' - ‘

Members who do not receive tax returns will have their tax checked by HMRC in the traditional
way. They should send any claims to their tax office after the end of the tax year as now.’
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ITEM 11—PROPOSAL FOR PV BENCH
2 February 2021

Background

Totnes skateboard park is being redeveloped and Invest in Devon were approached for £3000 funding towards

the purchase of a solar bench. However, due to the COVID restrictions, progress on the skateboard park has
been delayed. Meanwhile the funding has been extended until Feb 2021 but is unlikely to be held much beyond
this, and new lower guotes allow 2 benches to be purchased.
benches at 1649€ each and install one temporarily in The Plains and the other at the Rotherfold. At some future
time, one or both benches could be moved to a.permanent site at the skateboard park. Any additional shipping

costs that might be incurred are being explored.

Location 1 - The Plains
The proposed temporary position for the bench is in the open space in front of the Dartmouth Inn. This area is
“not shaded by trees and is adjacent to a bus stop and would provide an interesting focal point to this attractive
area. As this is within the conservation area, we will need planning permission and also agreement from DCC as
this is their land. | '
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It is, therefore, proposed to purchase two PV




Location 2 - Rotherfold

The second proposed temporary position for the bench Is in the Rotherfold. The exact siting would need to be
confirmed with residents in such a way to minimise the shade from trees. As this is within the conservation area,
we will need planning permission and also agreement from SHDC as this is their land.
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Proposed bench
https://include.eu/b2g/steora-smari-benches/classic/ The bench has basic features: vandal proof solar panels
with 99 W power output, Li-lon battery pack, qi wireless charging, LED ambient light, seating surface cooling

system, GPS lacation, battery status indicator.




