AGENDA FOR THE MEETING OF COUNCIL MATTERS

THURSDAY 29™ APRIL 2021 AT 6.30PM — HELD REMOTELY USING ZOOM
MEETING LINK: https://zoom.us/i/92173929621
Meeting ID: 921 7392 9621 Passcode: Not required

You are hereby SUMMONED to attend the Council Matters Committee, which is to be held using remote
meeting service Zoom on Thursday 29" April 2021 at 6.30pm for the purpose of transacting the following
business:

Committee Members: Councillors E Price {Chair), M Adams, C Allford, ) Hodgsen, 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 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 receive 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 questions or make comment
regarding the work of the Committee or other items that affect Totnes.
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10.

11.

12,

13,

14,

15.

16.

17.

The Committee will convene to consider the following items:

CONFIRMATION OF MINUTES
To approve the minutes of 8" March 2021 and update on any matters arising. Document attached.

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

VENUES AND PUBLIC ASSETS WORKING GROUP
To note the minutes of and consider any recommendations from the Venues and Public Assets Working
Group held on 17 March and 21% April 2021. Documents attached.

PUBLIC REALM AND CEMETERY WORKING GROUP
To note the minutes of and consider any recommendations from the Public Realm and Cemetery Working
Group held on 14™ April 2021. Document attached.

ARTS WORKING GROUP
To note the minutes of and consider any recommendations from the Arts Working Group held on 215t April
2021. Document attached.

ARTS AND COMMUNITY OUTREACH ,
To consider a proposed budget allocation for Arts and community outreach. Document attached.

VISION AND STRATEGY
To consider the draft Vision and Strategy document for the Council’s current term until 2023. Document
attached.

CHRISTMAS FESTIVAL TENDER
To consider the draft invitation to tender document for the Christmas Festival nights. Document attached.

CLIMATE CHANGE WORKING GROUP
To consider any items from the Climate Change Working Group. Budget attached and further document to follow.

EARMARKED RESERVES
To review the earmarked reserves. Document to follow.

COMMUNICATIONS AND MEDIA PROTOCOL
To review the Communications and Media Protocol. Document attached.

STAFF APPRAISAL POLICY
To review the Staff Appraisal Policy. Document attached.

FINANCIAL RISK ASSESSMENT

To review the Financial Risk Assessment. Document attached.
YEAR END TIMELINE

To note the year end timeline. Document attached.

RE-OPENING HIGH STREET FUND
To note and update on the Re-opening High Streets Fund. Verbal update from the Clerk.

DATE OF NEXT MEETING 7
To note the date of the next meeting of the Council Matters Committee ~ Monday 17t May 2021 at 6.30pm.
No document. ‘
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18.

19,

20.

21.

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 affairs of a person or persons other than the Councif)

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

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

LEGAL UPDATE
To note any updates from the Town Clerk. No document, verbal update Town Clerk.

EMERGENCY BUSINESS CONTINUITY PLAN ‘
To note the proposal for emergency business continuity plans for implementation in unexpected
management absence. Verbal update from the Clerk.

Catherine Marlton
Town Clerk
22 April 2021

USE OF SOUND 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 Councii Chamber or Zoom meeting, attendees are also
consenting to being recorded.

Televised, vision and sound recordings or live broadcastings by members of the press or 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 8™ MARCH 2021 AT 6.30PM — HELD REMOTELY USING ZOOM

Present: Councillors E Price {Chair), C Allford, J Hodgson, C Luker B Plper {joined the meetmg at 6,40pm) and
V Trow (joined at 6.50pm}. '
Apologies: Cllr M Adams and P Paine. SR T
In Attendance: C Marlton (Town Clerk) and C Bewley (Fmance HR and Lettmgs Manager)

1. APOLOGIES FOR ABSENCE S o

To receive apologies and to confirm that any absence has the approval of the Commattee
Cllr Price read out a statement about how the meetlng would be conducted recorded and live streamed on
social media. : :

The apologies were accepted.

The Committee will adjoum for the fallowing iteh’fé_ﬁ _

PUBLIC QUESTION TIME . :
A period of 15 minutes will be aliowed for{members ofthe public to ask questions or make comment
regarding the work of: th_e Commlttee or '_"'ther ltems that affect Totnes.

There were no'members of the _p_y_blic in 'afg’;endance.

The Committee re'bdhvened.

2. CONFIRMATION OF IVIINUTES
To approve the minutes of 8th February 2021 and update on any matters arising
The minutes were approved as an__ag_r_:_urate record of proceedings. There were no matters arising.

3. PUBLIC REALM AND CEMETERY WORKING GROUP
To note the minutes of and consider any recommendations from the Public Realm and Cemetery Working
Group held on 10th February 2021.

To RECOMMEND to Full Council that the principle of allocating more land for allotments in Castle Meadow is
agreed subject to further work and discussion to define the precise area, any archaeological restrictions and
practicalities of the arrangement {ground clearance, fencing, etc).

Cllr Hodgson suggested that a clause could be considered to protect the land in future years that if 50

percent of the allotments are unkept and vacant then the land could be reclaimed by the Council.
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For the Cemetery It was AGREED that:

e After one cut at the beginning of the year the grass around the Chapel is left to grow long this
year to see what wildflowers come up and how the area looks visually, before a cut in late
September.

* The current Garden of Rest does not extend beyond rows currently in use to enable full burials in
the remaining ground.

¢ Anew Garden of Rest, potentially including a garden for scattering ashes be created at the back of
the Extension (section L).

¢ There is no increase to fees until the 2022 annual review.

¢ The request from a family to plant a memorial tree. P055|b1e location to be confirmed at a site
meeting. =

* A memorandum of understanding is agreed with incredlble Ed:bles

On wayfinding in the town, it was AGREED that a SImphfled brlef is glven to the consuftants and request
three options of signage. e

4, ARTS WORKING GROUP .
To note the minutes of and consider any recommendatlons from the Arts Working Group held on 25th
February 2021 e

It was AGREED to set up a Town Lights and Decoratlons Task and Flnlsh Group comprised of TTC Councillors
and Chamber of Commerce and other invited stakeholders to be self—admmlstered The Group will:

e Be tasked with mvestlgatmg what cond:tion the rlggmg is |n and determme what lights are functional
and what can be repaired and reused. Also discUss what other areas we can focus on in Totnes i.e.
the Market Square, St. Mary's Church the Rotherfold Look at lighting up trees in The Plains, Shady
Garden and the Market Square, .: = - A

e Come back wath mformatuon/recommendations W|th|n a certain time period, directly to Council
Matters. These suggestlons must be costed.

. Determme what needs to’ be done/recommendatlons for 2021 as a one off solution, and then a
longer term partnership arrangement from 2022 onwards. :

¢ Consider whérethe approx. £2 000+ expected cost for 2021 lights, insurance, installation, tree should
be budgeted from

5. TREE PLANTING S e
To consider a proposal to plant a tree along each parish boundary.

It was AGREED to support year one of the proposal to be led by Incredible Edibles, that five oak trees will be
- planted on the boundaries with existing parishes along. The longer-term proposals for years 2-5 will be kept
under review.

6. MAYORAL CHOOSING AND ANNUAL MEETING POLICY
To consider the dates for Mayoral Choosing and the annual Town Meeting, changes to the May Full

Council date and an additional Extraordinary meeting date for Full Council on 1st April 2021.

. 1st April at 6.30pm (public time) and 7pm start, Extraordinary Full Council on Road Closures/Covid-
19 town centre measures. Via Zoom.
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° Monday 10th May Full Council moved to Fhursday Wednesday 5th May 2021 at the same time to
accommodate the potential change to virtual meeting legislation. This meeting will also be the Annual
General Meeting of the Town Council where the Mayor is elected. It may be worth considering a
resolution to allow the previously appointed Chairs and Deputies of Committees to roll forwards for
continuity. Via Zoom.

. Thursday 24th June at 7pm — Town Meeting in the Civic Hall, assuming Covid regulations allow.
The Clerk corrected that the Annual meeting would be on Wednesday (not Thursday) 5™ May 2021 before
the existing legislation expires on 6" May which currently enables virtual meetings to be held.

7. IN PERSON MEETINGS
To consider the practicalities of the resumption of in person meetmgs once the emergency legislation
permitting virtual meetings ceases in May 2021. R

The Clerk updated that basic equipment is being investigated to enable Councn meetings to be live streamed
going forward whether they are held in the Civic Hall or Gulldhali

8. FINANCIAL REGULATIONS
To review the Financial Regulat:ons
The policy was reviewed and it was RECOMMENDED to FuII Council for adoptlon

9. COMMUNICATIONS STRATEGY

To consider the draft Communications Strategy from 2021 24
The strategy was reviewed and it was RECOMMENDED to Full
summary of key messages at the beginning of the document.

'i:i_:ncil for adoption, with the addition of a

10. PAY POLICY
To review the Pay Policy. .-
The policy was reviewed and :t was RECOMMENDED tol

ull Council for adoption.

11. TRAINING . . SOt T
To consider the trammg reqmrements of Councullors and ofﬁcers for 2021
It was AGREED to 3

¢ Organise a soc;al media tralnmg course fQ__r Counciilors.

» Organise a half day training to explam Counci!’s roles and responSIblhtles in a Town Council context.
e Sendouta quarterly_emani listing training opportunities available to Councillors.

The Clerk confirmed that traih'ing__:for?bfﬁcers is set out as part of the appraisal process.

12. RECRUITMENT

To consider the recruitment timelines for the administrator posts and the job description for the
Administrator 1 position.

The recruitment timeline, job description and advert were AGREED, and the interview panels would
comprise Clir Price, the Clerk and the relevant line manager.

13. PROTOCOL ON THE DEATH OF A SENIOR NATIONAL FIGURE
To note the protocols that the Town Council will cbserve on the death of a senior national figure.
Noted. ‘
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14. DATE OF NEXT MEETING

To note the date of the next meeting of the Council Matters Committee — Monday 19% April 2021 at
6.30pm.

Noted.

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 affairs of a person or persons other than the Council)

15. BANK STATEMENTS AND RECONCILIATIONS (Standing ltem)
To consider the bank statements and reconciliations.
These were unanimously AGREED.

16. PERFORMANCE MANAGEMENT REVIEWS .
To note the outcomes of the officer performance management reviews for 2020
Noted.

17.  STAFFING UPDATE (Standing Item)

For any general or urgent updates that requwed confldent[al sharmg with Councnllors
None. o

Catherine Marlton
Town Clerk
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Venues & Public Assets Working Group Meeting Minutes

Wednesday 17" March 2021 at 12pm

Membership: Councillors Adams, Galvin, Hendriksen, Piper, Price, Skinner & Trow
Councillor Attendees: Clirs. Hendriksen, Price, Piper & Skinner

TTC: The Clerk - C. Marlton, C. Bewley, T. Hussey & M. Phipps

. To vote for a Chair

Cllr. Piper proposed Clir. Skinner and it was seconded by Cllr. Price

. To consider invitees for the Working Group outside of the Town Councillors and staff, suggested
starting point from the Town Clerk:
I
ii. John Birch
iii. Chamber of Commerce rep
iv. KEVICCF/TCDS rep
v. Library rep

[t was AGREED that anyone of the above mentioned and other relevant people would be invited to
attend meetings in accordance with the items on the agenda, but not every time by default, to
allow them to feed into specific projects.

. To receive an update on the government guidance relating to the re-opening of the Civic Hall for
events and regular hirers (Finance, HR and Lettings Manager).

C. Bewley outlined the Government’s Roadmap with regard to reopening the Civic Hall.
Councillors agreed that we follow Government guidelines at each given stage on the Roadmap and
that normal opening would return after 215t June. It was AGREED that the kitchen will not be
offered to hirers before the 21%tlune as the guidelines/rules on keeping it Covid safe were very
strict.

. To approve signage that English Heritage would like to put on the gates to Castle meadow and
on the fencing between the meadow and the Castle to deter the public from trying to access the
Castle via the meadow. Document with artwork attached. The request is for the artwork for the
gates signage per page 1 of the attached document, and on pages 2 and 3 is artwork for some
other signs which they would like to attach to the fencing that goes along Totnes Castle's
boundary wall with the meadow at two particularly weak points where trespass is a frequent
occurrence. (PDF attachment not for circulation).
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Councillors AGREED the signage that English Heritage would like to put on the gates and fencing
between Castle Meadow and the Castle. The preference was for a ‘No Entry’ sign.
Action: C.Bewley to write to English Heritage

5. To receive an update on the electrics at the Civic Hall following the routine 3 yearly safety
certification (Finance, HR and Lettings Manager).

C. Bewley updated the Councillors on the electrics at the Civic Hall. CB said that following the
routine 3-year safety certification, there was a number of issues which meant it was going to fail.
T. Hussey said that after speaking to the electrician it was recommended that several
improvements were needed immediately to avoid any future problems and that as all the
connections and wirings were already in place it was a relatively simple task to rectify the
problem. A detailed report will be supplied by the electrician in due course, C. Marlton said that
any work at the Civic Hall should be done in conjunction with Birdwood House to minimise any
future problems while Birdwood House is being renovated.

Cllr. Hendriksen requested a meeting with Clir. Piper and Tom Hussey at the Civic Hall to sort out
any issues that may come to light due to the fact that the Civic Hall has been closed for many
months during 2020 and the early part of 2021. This was AGREED after the 19% April. Any matters
arising can then be brought back to the Working Group for discussion.

6. Toreceive an update on the Mansion (attachment not for circulation).
C.M. said that we need to be mindful of any request for funding from TCDS but that we can offer
support in the form of our Community Fundraiser who could allocate a specific amount of time to
investigate possible funding options.

7. To note the request from the Allotment Society to lease more land at Castle Meadow has been
recommended to Full Council via Council Matters. (attachment not for circulation), and to
consider which Working Group should be responsible for working up further detail.

The Council Matters Committee have recommended in principle to Full Council that we allocate
additional allotments.

C. Marlton said we need to ask certain questions beforehand such as: -

¢ How much space is to be allocated?
* How do we maintain the grass?

¢ Do we permit dogs?

* Do we install seating?

The Councillors agreed in principle that more allotments could be allocated but discussion was
needed on the above questions.

Action: C. Marlton to look at the legality of approving more allotments and what conditions apply,
bringing an update back to the next WG meeting.

8. Date of next meeting — 21° April at midday by Zoom.

Agreed by the Councillors

9. Future agenda items
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@ T™hoe an

St Mary’s Churchyard and the maintenance implications of proposal

to consider a request for the Town Council to consider taking over maintenance of
other public spaces in the Town centre

Borough Park update

Mansion update

Castle Meadow detail?

To consider the project plan for the Birdwood building

To consider the marketing needs for Guildhall/Civic Hall

To consider Guildhall opening and how to staff it
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Venues & Public Assets Working Group Meeting Minutes

Wednesday 215t April 2021 at 12pm - held remotely on
Zoom

Membership: Councillors Adams, Galvin, Hendriksen, Piper, Price, Skinner {Chair) & Trow
Councillor Attendees: Clirs. Hendriksen, Price & Piper.

TTC: The Clerk - C. Marlton, C. Bewley, T. Hussey & A. Lumsden {(Minutes)

. To receive an update on Borough Park and the Skate Park (Town Clerk verbal update}.

The Clerk updated the WG and confirmed that all the trees in Borough Park are safe from
being cut down. The ClIrs discussed the current situation of the decision making of the
position of the new skate park appearing to fall to SHDC {Rob Sekula) and key members
alone. Cllrs agreed to make individual representations to SHDC members in relation to their
personal preference on site location.

ACTION: C.Bewley to email TTC councillors suggesting that they should lobby their district
councillor if they have a strong opinion on the position of the new skate park.

. To receive an update on the Mansion (Town Clerk verbal update).

The Clirs discussed the request from the Mansion to fund the salary for a Centre Manager.
The Clerk explained she had gone back asking for further clarification and other project plan
information. The request for funds is therefore temporarily off the table and does not
require consideration at this time.

ACTION: TCDS Link Councillors and TTC Community Fundraiser liaise with the Mansion on
the suggesting of approaching TTC after research other avenues of funding,

. To consider a report on Castle Meadow (Town Clerk verbal update).

The Clerk updated the Clirs that the Allotment Association had requested more space for
allotments but had not submitted a report of what they require in detail. The Clerk




suggested the Allotment Association be asked to submit a report of their requirements and
that TTC have a list of parameters that must be adhered to. Suggested parameters are:

* Allotments must benefit more than just a few individuals.

* Allotments Association do all grass cutting of the remaining meadow.

¢ Allotments must always be used and full,

* Aliotments Association to do the initial ground work, fencing and be responsible for
ongoing maintenance.

The Clirs AGREED the Allotments Association should submit a report and that a site meeting
be arranged for after the 17" May with Clirs Piper and Hodgson, the TMO, and the
Allotments Association. The proposal from the Allotments Association will form the basis of
consultation with other stakeholders such as residents and SHDC. Once this stage is
complete the matter would then be taken to Council Matters Committee.

ACTION: The Clerk to email the Allotments Association outlining the above. TMO to arrange
said meeting with stakeholders on site.

- Toreceive an update on the return of hirers to the Civic Hall and to note the Sea Change
2022 booking (Finance, HR & Lettings Manager).

The Clirs discussed that for Sea Change to return to the Civic Hall the TTC would need to
understand all their technical requirements, and that parameters for the booking and any
ongoing relationship would need to be established prior to the booking being confirmed.
ACTIONS: Clerk to arrange a meeting with Sea Change, Clirs Hendrickson, Piper, Clerk,
Finance, HR and Lettings Manager, Stewart Billinghurst.

Clerk to ask for Arts budget allocation for this professional support at the Sea Change
meeting.

Sea Change have requested a discount on hire costs which is not applicable because they
are not a charity. If they set up a charitable arm, they could get a reduction on the cost of
events.

ACTION: Clerk to arrange a meeting between TTC Community Fundraiser and Rupert
Morrison about organisation structure.

The Clerk updated the WG that in refation to re-opening the Civic Hall the TTC had received
two independent reports regarding the capacity of the hall. This was following previous
conflicting information on the hall’s capacity. The two new reports also conflicted. The exit
capacity assessed for the current layout was 305 people. The Clirs discussed the negative
impact of a reduced capacity on hiring out the hall for events. It was AGREED that more
exploration into this matter was needed.

ACTIONS: Finance, HR & Lettings Manager to send full assessment reports to the Clerk. Clerk

to speak to similar sized venues, TTC insurers and the fire service and bring matters arising
to the next meeting.
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5. To note an update on the Windeatt Lane name change {Town Clerk verbal update}.
The Clerk informed the Clirs this is not something TTC can pursue. The resident requesting
the name change has not got enough local support and there is also a cost of £37 per
household on the street to change the name. The Clirs AGREED if the resident canvassed for
more local support and could fund the name change it would be reconsidered.

6. To note the issues with the disabled toilet at the Civic Hall (Town Clerk verbal update).

The TMO informed the Clirs that the fauit had been found and fixed.

7. To consider external invitees to future meetings.

The Clirs AGREED only relevant external invitees be invited to meetings. Any invitation
needed to be on a case-by-case basis and they could only be invited to the first part of the
meeting before business considered commercially sensitive is discussed. The Clerk
requested that all invitations come through the office and are not sent directly by Clirs.

8. Date of next meeting: TBC
The Clirs AGREED to check with the Chair whether a Thursday was a better day for this
working group to be held and whether the provisional date of 16" or 17" June 2021 was

suitable for the next meeting.

The Clerk also suggested considering the membership of the working group because not
many members have been attending meetings due to work commitments.

ACTION: The Clerk to circulate the date of the next meeting once confirmed with the Chair.







e §

PUBLIC REALM AND CEMETERY WORKING GROUP MINUTES
WEDNESDAY 14™ APRIL AT 12PM

Meeting held via Zoom.

Present: Clirs C. Allford (Chair), Trow, Matthews, P. Allford _
TTC Officers: Clerk, Governance and Projects Manager, Communications and Marketing
Manager, Town Maintenance Officer, Administrator (Minutes).

Apologies: ClIr Piper.
1. To update on matters arising from the last meeting (document attached).

Castle Meadow — to consider the requirement for a strategic plan for the site. Agreed by
Clerk and will go to Full Council. The Allotment Association have been told that they will be
informed of the Council’s position and this will trigger them producing a plan and outline of
their requirements. ACTION: Governance and Projects Manager to contact the TAA for maps
and supporting planning documents

Cemetery — to consider the future uses of the cemetery areas to inform any future review
of the Grounds Maintenance Contract. Agreed by Council Matters. The contractor has been
instructed not to cut the grass around the chapel. No change on the Garden of Rest at the
current time.

ACTION: TMO to create a sign to be informing people that the grass is not being cut.

Review of Cemetery Fees. Agreed by Council Matters that there will be no increase in fees
until 2022 annual review. '

To review requests for tree planting and wildflowers in the cemetery.

The family requesting the memorial tree has been contacted but no response has been
received.

An update on the Plant Life wildflower area is item 2b on this agenda.

Memorandum of Understanding request from Incredible Edibles. The Memorandum of
Understanding has been drafted and Incredible Edibles are content.
ACTION: Clerk to sign the Mol.

To consider the consultants ideas for signage around the Town Mill and to use this area as
a starting point for revised signage in the town. A new report has been received. item to be
discussed as ltem 5 of this agenda.




To consider the requirements of additional Grit Bins around the town. TMO has been
monitoring the bins as part of his rounds for discussion at a future Council Matters meeting.

To consider where to put additional benches at Longmarsh. At the time of this meeting
the Clerk of Berry Pomery has not responded to TTC's email.

To consider the weeding and topping of the Vire Island Boule Pit. SHDC have confirmed
that this is their responsibility and have taken action.

To consider a tree planting partnership with Incredible Edibles.
ACTION: Governance and Projects Manager to ask the Green Travel Coordinator for an
update on this item.

2. Cemetery.

a. Toreview the updated cemetery regulations (document attached).
To RECOMMEND to Council Matters Committee that the updated regulations be approved
with the addition of Clause 5 being rephrased to clarify that the scattering of ashes can only
be in a specific area of the circle where wild flowers are not.planted.

b. To review the report on the wildflower areas (document attached).
The report was noted. Seeds should have dropped from last years’ growth to germinate
again. No costs for ongoing maintenance by Parklife had been received.
To RECOMMEND to Council Matters Committee that the area is monitored over the course
of 2021 and if there is no improvement TTC take back the management of the fand.

ACTION: Governance and Projects Manager to liaise with Park Life over the costs involved
for them to manage the land over 12 months.

Parklife’s request for signage about the funding of the wildflower area was considered.
Parklife have already been informed that the signage referring to Cllr Hodgson’s County
Council funding cannot be placed until purdah ends on 7th May 2021.

To RECOMMEND to Council Matters Committee that on the poster about the areas have
individual names removed and be replaced with ‘private donation and County Councillor
locality grant.

c. To consider the idea of setting up a ‘Friends of the Cemetery’ volunteer group
and what its remit might be (document attached).
The Clirs discussed having a Friends of the Cemetery group, what they would look after and
what would need to be considered to have the group work effectively and legally.

To RECOMMEND to Council Matters Committee that the group be established, led by Cllr
Trow. The group to have its own public liability insurance, recruitment of volunteers from
the local community.

ACTION: Governance and Projects Manager to turn questions in the item paper into a
Friends Terms of Reference to go to the Council Matters Committee.



d. Update on benches — one to be repainted, one beyond repair.
There are two benches to repair / repaint. The replacement of a bench is TBC.

e. To consider where/how best to store pallets used by the grave digger.
The pallets are used to cover open graves before a burial but have been considered
unsightly by residents. The ClIrs discussed the issue. The pallets have been moved out of the
way so they are less conspicuous. The WG agreed to see if this solved the issue.

3. Rubbish Bins — to consider requests for bins to be installed at:
a. Sharpham Drive
b. Moorashes
c. Castle Meadow

Officer note: SHDC are unable to add additional litter bins onto the current full
rounds/schedules in Totnes, the only options would be for TTC to agree the costs and decide
which bin would be moved.

The Clerk is waiting for a map of bin locations from SHDC. SHDC will not agree to a bin too
far away from collection points.

The Clirs AGREED IN PRINCIPLE to consider a new bin on Camomile Lawn but further is
information is required including from feedback from the street cleaner and consideration
of existing bins from the bin map. Once locations are reviewed a decision could be taken to
re-allocate bins or feed this information into the Public Realm Improvement Plan in order to
upgrade new bins around Totnes.

ACTION: Governance and Projects Manager to find out about the future of waste collection
for the main street to inform discussion at the next meeting.

4. To consider a request to fell a conifer tree on Coronation Road {image attached).
The Clirs AGREED to leave the tree standing because it is not diseased.

The Clerk mentioned that there had been a request to have a stone plinth in Totnes Gardens
moved. Previous advice on this matter was that the stone is too fragile to withstand being
moved. The Clirs AGREED the plinth cannot be moved because it would break.

5. To update on the wayfinding options for the town.

The Communications and Marketing Manager updated the Clirs on a new, thorough report
from Perch & Ponder about signage through the town. The report suggested sighage from
car parks which are under SHDC jurisdiction to help visitors navigate into the town centre.

To RECOMMEND the report is taken to a separate meeting in two weeks to consider in
depth, and following ClIr discussion to contact SHDC to discuss.

ACTION: The Clerk to circulate the report to all Councillors with a caveat that focus needs to
be on the content of the report, not the design of signage.

6. To update on the Planters in Fore Street and High Street, and to consider the two
planters outside the Guildhall.

[




The Clerk reported that comments from the community had settled down regarding the
planters on Fore Street and the High Street. One planter needed to be moved and 2 planters
put into position. Suggestions of their placement by: Stone Fabrics, The Bull pub, and
Woods café.

There are businesses interested on advertising on the 31 sides, the sign writing for which
would be at cost and a good rate.

ACTION: Communications and Marketing Manager to check with business owners of these
establishments and then arrange the planters to be moved.

The Clirs discussed the relocation of the planters by the Guildhall.

ACTION: Town Maintenance Officer to take photos and measure up possible locations to
discuss at the next meeting. Check with DCC regarding placing platers on The Plains and
near bus stops.

7. Date of Next Meeting — Wednesday 9% June at 12pm.
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REVISED TOTNES CEMETERY REGULATIONS - 2021

1. Hours of Opening |

The Cemetery is open to the public during daylight hours throughout the year but the
Council reserves the right to exclude the public if it should be necessary on any particular
occasion.

2. Hours of Burial

Burials shall normally take place between Mondays and Fridays. Weekend burials will be
permitted at the discretion of the Clerk and will incur an additional fee. Burials must not
start before 9am and must conclude before dusk.

The time arranged for a burial shall be that of arrival at the graveside. If thereistobea
service before the burial, care should be taken to allow sufficient time for its duration and
for the journey to the Cemetery.

Burials will only be permitted on a Sunday, Good Friday, Christmas Day, Bank Holiday or any
other public holiday in cases of emergency: the certificate of a coroner or registered
medical practitioner that immediate burial is necessary will be required.

3. Notice of Burial

Notice of burial must be given to the Council at least three working days prior to the
interment. At least two working days (exclusive of Saturdays, Sundays and all public
holidays) must elapse between the day on which notice of burial is given and the day of the
funeral.

No second burial will be permitted in any grave unless the Exclusive Right of Burial has been
purchased and the relevant Deed of Grant is produced for inspection. In such cases where
the Deed of Grant cannot be produced the relevant paperwork must be provided in order
to determine the legal owner of this grave.

No interment or memorial can be requested by anyone other than the Deed holder.
interments may take place with or without the services of a clergyman or minister of
religion.

All information required on the Council's burial form must be provided.

4. Fees

a. The current fees are available from the Town Council Office and on the Town Council
website.

b. All charges and fees for interments and purchase of grave spaces shall be paid for at the
time of the order, unless agreed otherwise.

c. All fees for memorials shall be paid prior to their erection.

5. Cremated Remains

A suitable receptacle containing the ashes of a cremated person may be buried in any plot
on the Cemetery for which the exclusive right of burial has been purchased, or in a plot
measuring 18 inches x 18 inches in the Garden of Remembrance. Cremation plots are
available at single, double and triple depths. The Council does permit the scattering of
ashes in a specific part of the Cemetery — please speak to the Council Offices.
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6. Digging and Depth of Graves

The depth of every grave (whether or not the Exclusive Right of Burial has been purchased)
is controlled by the Council. No grave shall be deepened after the first burial. A layer of at
least six inches of earth must be left between each coffin in a double depth grave. No part
of any coffin shall be less than three feet below the level of the ground.,

The Council does not undertake the digging of ashes, plots or graves. Responsibility for this
rests with the Undertaker. Grave Diggers must adhere to the Code of Practice for Grave
Digging; this safe working procedure applies to all new graves and re-opened graves. No
grave shall be dug in the Cemetery until it has been marked by the Council.

7. Memorials

a.

Permission must be obtained in advance for the right to erect a memorial on a grave,
or a plot in the Garden of Remembrance by completion of a memorial application
form. '

A memorial stone, cross or monument at the head of the grave should not exceed 4'
in width and should be made from permanent material, such as wood, metal or
stone. All memorials should be compliant with BS8415 2018.

Memorials must be erected using an approved, recognised system of fixing as set out
in BS8415 ie. National Association of Monumental Masons and as set out in the
British Register of Accredited Memorial Masons ‘The Blue Book’ 2020.

It may be advisable to seek advice about the design and size of the memorial from a
monumental mason and/or a Council Officer before it is commissioned.

Temporary memorials are not allowed, other than wooden crosses.

Vases, planters or similar pots must be made of stone or similar so as not to cause
danger to the contractor when mowing or strimming the grass around the grave.
Any subsequent dressing of the graves (objects such as flowers, soft toys etc) should
be placed on the grave and not encroach into the area immediately around it. Any
objects will be removed if they become unsightly.

No plants, shrubs or trees are to be planted on the graves.

No memorial will be admitted until the appropriate fees have been paid to the
Council.

If a memorial is erected that causes offence or is a danger to the public, the Council
reserves the right to remove it or request that it be removed.

The number of the grave, as shown in the interment book, must be placed on the
back of the memorial, in letters not exceeding 15mm high.

No hewing or dressing of the stone is permitted in the cemetery. As far as is practical,
all materials should be prepared ready for fixing, prior to the arrival at the cemetery.
All memorials are to be kept clean and in good repair by owners, or their lawful
successors. If the owner neglects to comply with this regulation, the Council reserves
the right to remove any memorial after serving due notice to the owner by sending it
to his/her last known address, displaying notice of its intention at the cemetery for a
successive two weeks.

The Town Council will not be held responsibie for any damage to monuments,
gravestones and other structures other than damage occasioned by their officers,
agents, servants or workmen., 24




0. No fee will be charged for private memorials erected by the relatives over Service
Graves nor for the inscriptions on memorials commemorating members serving in
HM Forces at death.

p. In the event of new graves provided in the cemetery in the [awn section, no
kerbstones are permitted and the graves will be turned flat and mown by the
Council.

g. Temporary wooden crosses, of a suitable size, are permitted until such time as a
permanent memorial is erected or for a period of 18 months, whichever is the
sooner.

r. Soliciting for orders within the cemetery for the erection or repair of any monument,
headstone, or other structure, or for any other work connected with graves is strictly
prohibited. The Council reserves the right to exclude from the cemetery any person
or company or firm on whose behalf any person has been found soliciting.

8. Maintenance

a. Stone chippings and bark mulch are not permitted on the graves or cremation plots
for health and safety reasons. |
b. Where, in the opinion of the Council, any grave or cremation plot is neglected so as

to be detrimental to adjacent graves and the general appearance of the Cemetery, the

Council reserves the right, after due Notice where possible, to level off such

graves/cremation plot and re-turf.

C. Any plants that have become rooted into the grave or purposefully planted will be
removed by Council officers.

General Rules

No games or sports are to be played in the cemetery.

No trees are to be planted without the prior permission of Totnes Town Council.

Dogs must be kept on a lead at all times when in the cemetery.

. No children under the age of 12 years are allowed in the Cemetery unless accompanied
by a responsible adult.

e. Visitors to the Cemetery shall not pick, cut, fell or remove from the Cemetery any flower,
tree or shrub, nor sit on any memorial, monument, headstone or structure other thana
seat provided for the purpose.

f. Litter and withered flowers should be placed in the appropriate waste bin provided.

g. The registers, records, tables of fees and plan of the Cemetery are available for
inspection at the Town Council Office during normal office hours. A charge may be made
for this service.

h. Visitors to the Cemetery are asked to behave in a quiet orderly manner so as to preserve
the quiet reverence and peaceful atmosphere created in the Cemetery.

i. The Council reserves the right to aiter or add to these regulations.

j. The Clerk to the Council will be pleased to render whatever help or advice is heeded and
enquiries can be made personally, by telephone or in writing to the Town Clerk.

o0 T oW
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DRAFT TERMS OF REFERENCE FOR A FRIENDS OF TOTNES CEMETERY GRQUP

Background: The Public Realm and Cemetery Working Group has considered the idea of
establishing a ‘Friends of Totnes Cemetery’ group of volunteers to mainly take responsibility
of the oldest, middle section of the cemetery. As there is an existing maintenance contract
in place for the cemetery, the remit of such a Friends group needs to be clearly defined to
ensure that the Council is not paying for grounds maintenance to be carried out which is
then taken forward by the Friends group. The following draft Terms of Reference suggest a
basic framework around how such a scheme might operate.

Aim: The Friends of Totnes Cemetery Group will work alongside existing maintenance
agreements (Council grounds maintenance contract, Incredible Edibles, Plantlife, role of the
Town Maintenance Officer, grave digger) to enhance the biodiversity of the cemetery,
particularly in the oldest central section of the cemetery and around the Chapel.

Administration: Self administered, suggest with a Councillor(s} sponsor/point of contact?
Membership: a community volunteer group.

Remit: The Friends of Totnes Cemetery Group will carry out tasks prior to the agreement of
the Public Realm and Cemetery Working Group or Council Matters Committee to ensure
that they do not encroach on the other maintenance agreements. Activities may include:

e cutting back vegetation on overgrown graves

» bramble removal

s picking up small fallen branches

¢ annual cutting back on longer grass in wild areas

o wildlife projects such as bug houses and bird boxes
e composting ideas

No activities should be undertaken when an interment is taking place.

Insurance: Volunteers should be asked for a small membership fee to cover Employers’
liability insurance to cover the activities of the group (as set out by the Health and Safety
Executive). [Note: wording being checked with the Council’s insurers.]

Health and Safety: Regular health and safety risk assessments should be carried out before
tasks are undertaken. Totnes Town Council will NOT provide tools for use by this group. The
Councillor sponsor should ensure that any individual use of personal power tools (for
example strimmers, brush cutters, etc) are only used by individuals who hold certificates of
competency due to the public space in which the group are operating.
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Draft - Arts Working Group Minutes

Thursday 22" April @ 12.00 via Zoom

Committee Members: Clirs. Allen, Allford, Galvin, Matthews, Piper & Skinner
Committees Attendees: Clirs. Alliford, Matthews, Galvin & Piper

TTC: S. Branch, M. Phipps

$F ok
1. Totnes Christmas Street Lights

Clir. Piper updated the group regarding the Totnes Christmas streetlights. The Council has
agreed to pay from the Community Engagement Budget for the prep, installation,
electrician, insurance, and any other costs involved in installing the Christmas Lights this
year. The Chamber of Commerce to invoice the Council, with a breakdown, for the total
cost as a one-off payment.

2. Christmas Festival Nights Tender Document

a. The Councillors agreed that they were satisfied with the Tender Document and that
they recommend it goes to Council Matters. Cllr. Galvin said that she may have a
few minor amendments, to include costs, but she would do this on Google docs.

b. The Group agreed with the recommendation to delegate the decision to the Clerk,
in consultation with two named Councillors, as to who would be appointed the job
of running the Christmas Festival Nights events. Clirs. Allford and Piper to be
delegated as the two named Councillors to the Town Clerk.

3. To discuss and authorise payment to renew the domain name, www.totnesfestival.com

Councillors agreed that a payment of £100 be made to Mr Richard Gonski for purchasing
the domain name. This payment includes a renewal for 2021 and a payment in arrears as
Mr Gonski has paid to renew the domain name out of his own pocket for a number of
years.

Action: M Phipps to submit papers to Finance for payment

4. BT Telephone Boxes

M Phipps updated the group on the status of the adoption of the BT telephone boxes.
We are still waiting for the adoption papers to be emailed from BT and once they are
received, we will complete for the Plymouth Road BT phone box. A flyer was printed and
has been circulated to households surrounding the Follaton phone box asking residents if

24




they would like the Council to adopt the phone box on their behalf and if they had any
ideas on what to use it for.

Actions:

a. ClIr. Galvin to post flyers to households near the Swallowfields phone box

b. ClIr, Piper to discuss with ClIr. Price if we have a contact or as to who we can
contact at KEVICCS in relation to the art installation proposed for the Plymouth
Road phone box.

c. 5. Branch to share on social media to make the public aware that the Council is
prepared to adopt the phone boxes on their behalf

d. M Phipps to chase BT for the adoption papers

e. M Phipps to liaise with Clir. Piper on the cleaning of the Plymouth Road box once
adoption has been completed

5. The date of the next meeting was agreed for June 24t at 12pm

Note
Cllr. Piper informed the group that he had allocated an amount of £1500 from the Mayoral
budget to the ‘May Day in Totnes’ event being run by NDP Circus, Paul Liengaard. This

event will include maypole dancing at St. John’s School plus sideshows working with
community groups to include Jamming Station.
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Totnes Town Council Strategic Priorities

TOTNES TOWN COUNCIL
AGREED NOVEMBER 2017

These Strategic Priorities are based on notes taken at a workshop on
Thursday 3" September 2020 attended by Councillors Jacqi Hodgson,
Claire Allford, Colin Luker, Georgina Allen, Victoria Trow, Emily Price,
Pip Paine, Louise Webberley, Ben Piper, Sarah Collinson, Marion
Adams, Paul Allford (apologies received from Allegra Galvin, Sarah
Skinner, David Matthews).
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INTRODUCTION

Totnes is home to a strong, diverse and vibrant community. The historic character of Totnes,
stilt so very evident today, combined with the unusually wide spectrum of local interests and
activities, give the town a highly distinctive local identity and an 'edge’ which it must not
lose. The 2020 draft of the Neighbourhood Plan aims to support and strengthen this, with
policies designed to enable local people, business and culture to flourish, and contains
policies that strive to deliver this. However, the Town Council goes beyond policies. It has a
role with various responsibilities and undertakings to support, sustain and enhance the
community and its aspirations; the economy and the businesses that it comprises; the
heritage that makes Totnes so unique, and address the issues outlined in the climate
emergency action plan. To do this, we are working towards strategic priorities that will
make us stronger as a town, more resilient as a social and economic community, and able to
face crises such as we are going through now. Councillors participated in a workshop early in
September 2020 to identify issues and actions that fit with council responsibilities to take
forward. Our focus was:

¢  Tourism

e Economy

¢ Community Resilience

¢ Supporting the vulnerable
s C(limate change

Other Totnes Town Council Strategies:

People Place Belonging —a cultural strategy for
Totnes

Traffic and Transport
Tourism, Marketing and PR Strategy
Totnes Neighbourhood Plan

Climate Change Action Plan

THE VISION

Totnes oozes creativity, charm, history and a fantastic vibrant atmosphere. The perfect
antidote to characterless cities, this idyllic market town is proud of its heritage. What was
once a bustling trade town in the Elizabethan era is now a thriving artistic hub. Boasting the
beautiful meandering River Dart, historic castle, huge range of independent shops and art
galleries, fabulous eateries, and stunning walks. The UK Transition Towns movement was
born in Totnes, the people who live and work in Totnes strive to maintain the diversity of
creative industries that have become established here.

However, the demographic makeup of the town is skewed to an older population, and the
economic health of the town is hindered by house prices that are disproportionate to
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income levels and employment opportunities. The 2020 Neighbourhood Plan identifies
these issues and has adopted policies working with neighbouring parishes to help address
them. The overall vision is to work in partnership with the relevant agencies, local
authorities and local organisations to ensure that new opportunities can be created and
supported, offering incubation work spaces, employment and development space, and
affordable housing including community led housing close to the town. We want Totnes to
continue to be a vibrant, healthy place for people to live, work and thrive.

Covid 19 has had a major impact on the economy over the summer of 2019. Shops,
restaurants, pubs and cafes were closed for 12 weeks, and some are struggling to break
even financially as a result, coupled with the ongoing impact of social distancing on
premises. The Town Council is working with the relevant agencies and organisations to
ensure people are kept safe during the pandemic, and are monitoring the health of the local
economy through business surveys and links to support mechanisms including government
emergency funding available. However, the Town has maintained it's busy-ness and
vibrancy through the summer holidays, and we are optimistic Covid will not affect the Vision
we have for Totnes.

1. TOURISM

1.1 Art and festivals. Build on the town’s creativity and food offer — with Arts festivals and
food festivals. Multi-location week-long festivities with stalls, events and activities, guest
speakers, music, lots of art and food. Make the most of quirky spaces throughout the town.
Develop and market a year-round programme that goes beyond open studios.

Action:

e Arts Working Group and potential Arts Council bid to pull together
an integrated arts and festivals programme (include non-arts eg
river see below)

» Deliver ‘People, Place, Belonging’: Totnes Cultural strategy

e Monitor and deliver the Totnes Marketing Strategy

Inspiration: exeterstreetartsfestival.co.uk and www.dartmusicfestival.co.uk

Post-Covid recovery- we should be preparing for a resurgence of creativity and should
harness this.

Town Council role: initially facilitate discussions, enable partnerships, support funding bids.
Longer term: embed delivery into support from marketing and TIC roles, Event manager and
Fundraising officer. Work with other TICs and transport providers to improve access,
highlight or create new routes to and between other towns for events and activities.
Monitor and deliver the Marketing Strategy.
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1.2 River. Discussion on developing the River as a gateway to Totnes with a strongdesire to
grow the offer of the river as a destination. This might include encouraging and promoting
opportunities for:

¢ More watersports from the Quaysides;

* More cafes and other refreshment offers (stalls/pop ups?)

e Boat restaurants

* Boat hostels/café

e Regatta(s)

e  Water festivals

» Other festivals

e Enhance and promote riverside walks (work with the Ramblers on this)

* Aliteral gateway — a welcoming artistic arch on Steamer Quay linking to town centre

Inspiration from Bristol: htips://www.kylebluebristol.co.uk and
https://www.allaboardwatersports.co.uk

Inspiration from River Wye: https://www.wyefloat.com

Opportunities: need to strengthen partnerships with existing organisations and landowners
— Rowing Club, South Hams DC, Ramblers and other walking groups.

Weakness/Threat: Tidal river — sports, cafes and boat-based hospitality less attractive at
low tide. Parking may be an issue — potential at Long Marsh and potential KEVICS?

Impact of COVID1S — the South Devon Railway hasn’t re-opened the Totnes site yet and is
struggling financially as social distancing measures and numbers of volunteers (many
shielding/at risk) prevent safety measures to be met,

Town Council role: development of the vision, partnership facilitator, influencers.
Promotion and marketing. Monitor and deliver the Totnes TIC Marketing Strategy

Work with:

https://www.snark.limited

www.cangeadventures.co.uk

www . dartmouthrailriver.co.uk

www totnes-boating.co.uk

www.thefizzboat.co.uk

www.darttotnes.co.uk

Riverside Café, Steamer Bistro, Blue
Boats and others (please add})

1.3 Heritage Trails build on work already underway — seek funding to deliver
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Action: Discuss Vision and funding opportunities with Totnes Heritage Trust

2. ECONOMY

A strong and resilient economy in Totnes is closely linked to tourism, a healthy and resilient
high street, support and incubation units for SMEs, entrepreneurs, and the creative
industries Totnes is renowned for. Discussions at the workshop included:

2.1 Threats and Weaknesses:

s Several links to Tourism — the South Devon railway attracts a high number of visitors
and is currently closed due to covid restrictions. The High Street still a contentious
subject, and lack of clarity on exact numbers of people shopping/buying on days the
road has been closed.

e Concern that Sharpham Wine and Cheese plan to be moving their tasting sessions,
shop and café to larger premises on the other side of the river, taking away a Totnes-
based destination,

s River taxis. Concern that the ‘blue boats’ aren’t running now. Post Covid Vision could
include a number of commercial boat trips starting and ending their tours in Totnes,
and visitor experience extended by visiting the town centre (shops, eateries etc)

¢ Economic Regeneration — our relationship with the Chamber of Commerce (and their
structure and numbers) often poses problems ~ how to clarify and resolve?

2.2 Strengths and Opportunities: ,
Discussions continued to link issues and potential to Tourism and community:
e Hold or facilitate festivals, street feasts and music events;
« look at spaces and businesses that lend themselves to a European Piazza style
evening once a week? Tables and music outdoors
e more cafes - in park and rugby cluh.
e Totnes about to be listed in national Healthy High Streets — promote as such

2.3 Growing our economy. Totnes has a wealth of SMEs, entrepreneurial people, and
creative industries — we should prepare for a resurgence of creativity contributing to our
local economy, offering and welcoming diversity in all its forms. The Atmos downfall should
have been a legacy to the community, without plans coming to fruition we need to identify
starter units and incubation units to allow creative development.

e What are S Hams’ proposals for commercial and industrial land or premises? What
assets may they wish to dispose of (toilets, car parks, buildings)

e Town Council or Economy Working Group to carry out an audit of potential Assets of
Community Value and what potential there is to use for startups etc. Currently only
the Market Square is on the list www.southhams.gov.uk/article/7096/List-of-Assets-
of-Community-Value

2.4 Economic growth and economic activity has a strong relationship with Community
resilience, Our economy should embrace helping people out of poverty to contribute to the
economy — therefore skills, education and opportunities need enhancing.
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Micro-economy/LETS schemes also valuable for helping people out of poverty, and skills
sharing in terms of Repair Cafes

ACTION

There is a clear need to re-establish an Economy Working Group

Waork more closely with Reconomy, perhaps with a day of ideas and workshops
Identify and promote availability of incubator/start up units

Work with SHDC on a land ownership audit and asset transfer potential

Learn from Towns who have BID or a Town Centre Manager

3. COMMUNITY RESILIENCE

Totnes has an active, vibrant and diverse community, strengthened by a large number of
community groups and local or community-run services, many drawing on large numbers of
volunteers to deliver support to vulnerable groups. The recent Covid emergency has
demonstrated both the value of those volunteers in reaching those in need, and the
vulnerability of the volunteer infrastructure, as many are older and vulnerable people
themselves. We need an intergenerational volunteer force for such activities to be
sustainable, particularly through lockdown and social distancing measures.

3.1 Weaknesses and threats to community resilience

Ongoing issues with management of the Mansion and TCDS: are they fulfilling their
CAT agreement, and if not, can the Town Council take it on? It’s a valuable and
central underused resource for the community;

Support services, particularly for the vulnerable or social care providers, seem to be
dispersed through town — it would be good to see more collaboration and co- .
location of services, either in The Mansion and Rushmore House (DCC). In terms of
inclusivity, the most vulnerable people are farmed out to offices located in the
industrial estate — the Mansion could offer so much more. The current locations of
support for young people, services for drugs and alcohol, homelessness etc
contribute to the marginalisation and exclusion of many.

Bob the Bus — concern over sustainability of finances and drivers

3.2 Strengths and Opportunities

Well established organisations such as Totnes Cares, Connection Hub and Transition
Town Totnes. TTT are currently seeking funding for training younger people in
community projects which if successful would help the intergenerational volunteer
base to grow.

Potential for the Caring Town Totnes umbrella to merge into a more centralised role
at Totnes Town Council, with a Community Forum and Community
Resilience/Empowerment officer coordinating work and projects.

The need for a Totnes Town Council Equality Assessment Framework {and internal
audit partnership meetings, social care etc)
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Discussion included a request to consider a Citizens’ Charter for the town, and a suggestion
to look at St lves (a community charter) www. stivesclt.org.uk/wp-
content/uploads/2018/09/SHORT-St-lves-Community-Charter-copy.pdf which is very
articulate in terms of individuals, community, and municipality responsibilities, with a
particular reference to culture and the town assets {built, creative, and natural). Definitely
worth a read and a future discussion. More locally, the River Dart has a charter!
www.bioregion.org.uk/proiect/river-dart-charter

Action:

Continue to support strategic funding opportunities and business development for local
groups to gain a point of sustainability;

Encourage representatives of Totnes organisations and Cllrs to join the Community
Resilience Forum

4. CLIMATE CHANGE AND GREEN TRAVEL

Both Devon County Counci! and South Hams DC have a Climate Emergency Plan, if we are to
adopt a strategic Priority it needs to clearly identify what the role and responsibility of the
Town Council is. The Climate Change Action Group are meeting mid-Sept to integrate all the
actions from the workshops held last November and create a cohesive document —how can
we pull out town council responsibilities in the Action Plan?
www.southhams.gov.uk/article/6464/A-Plan-for-Climate-Change-Action

ideas put forward to work up with South Hams:
e Introducing a congestion charge to vehicles driving through town. The hill in
Bridgetown is notorious for poor air quality. Concept supported by Env Health S
Hams, delivering Clean Air Strategy. Monies raised could contribute to Green travel
or community energy schemes
s Be more familiar with our Emergency Plan in case of extreme weather, second Covid
lockdown or other pandemic etc. Know roles and responsibilities of responders and
agencies.
Recruitment for Totnes Green Travel Coordinator is complete.

Other issues discussed (most will be in the Climate Change Working group document)

e Enhanced and increased cycle paths;

e Flectric Rickshaw/bikes in town;

e Ensure the Railway Station and main line has capacity to maintain services

¢ Energy for homes

e Energy efficiency — promote Green Homes Grants www.gov.uk/guidance/apply-for-
the-green-homes-grant-scheme

¢ Reduce traffic
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ANNEX A - How to evaluate future ideas and proposals:

Officers or Councillors to produce a written report on proposals to a standard format, and
include that standard template with the following headings:

Author name and date of drafting

Idea — shart sentence or few words outlining the project. .
Timings — is this something to be delivered quickly, longer term, does it have a deadline.
Priorities - How does the idea fit with the priorities outlined in

the strategy setting document?

Background — brief description of what is being proposed and how to deliver.
Resources —is there any cost, is budget/grant funding available? Estimate of resource in
terms of officer time.

Coemmunications - Who are the stakeholders, who should the Council consult?
Reputation — how could this be seen by the public?

Officer view - in light of the proposal, staff capacity, conflicting priorities, financial
resource availability, appropriate in house skillset.

These reports would need to be submitted to a Working Group if written by an individual
Councillor or officer or directly to committee if already discussed previously, or if |

considered urgent by the Clerk to go straight to committee for consideration.

These reports must be submitted a week prior to the date of the relevant meeting for
consideration.
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Invitation to Tender

Invitation Document Introduction

Totnes Town Council is seeking tender submissions from suitably experienced, skilled and qualified
service providers to enter into an agreement in respect of the Christmas Festival Nights marketsin
Totnes.

Background & Requirements

Totnes Christmas Festival Nights shopping has been running for many years but in 2019 the Town
Council took over the management of the event which took place over the first three Tuesdays in
December. The Council helped to rebrand the three late night shopping events to include a more
diverse and eclectic mix of stalls in line with the values of Totnes.

The Town Council wishes to appoint an independent contractor to deliver the whole event. We
want the events to be simple and traditional, involving local schools, choirs, church and community
groups, community carol singing around the Christmas tree in the Market Square. We would like
local groups, including charities, and food producers to have Christmas themed or seasonal stalls.

Totnes Town Council is inviting bids from individuals or organisations interested in creating,
organising, and running the Christmas Festival Nights in Totnes on the 7% 14" and 21% of December
2021,

Aim

Totnes Town Council’s aim is for the winning Tenderer to operate the Market to create successful,
vibrant events.

The overall aim of the Christmas Festival Nights is to have a vibrant and lively local event showcasing
" the best traders in the area alongside the fantastic shops and eateries on the high street, We want
to go back to the grass roots of the original Totnes Christmas Markets with lots of handmade gifts
from stallholders without overcrowding the town, entertainment in the form of live music and
decent food and drink.

Objectives

We would like the successful contractor to consider the following objectives, restrictions and
considerations in their plan:

e Work with Totnes Town Council, existing traders, business, and community groups to
develop a strong vision for the Christmas Festival Nights. Engagement with the local
Community is a high priority.

e Llimit the overall number of traders to allow free flow of crowds and keep the atmosphere as
relaxed as possible.
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e Limit the numbers of food traders following concerns about queues and pinch points —
perhaps considering a food court idea or carefully designing the spacing around town. To
note the Shady Garden area should be managed within a community partnership.

e To engage with regular update meetings with the Council,

¢ Engage with existing businesses and the Chamber of Commerce and enable them to have
space outside their premises.

® To produce a A5 leaflet with a programme of events on one side and a layout map of the
markets on the reverse. Also, to produce a larger size layout map which can be displayed at
strategic points around the town.

* To organise the Park and Ride arrangements from Follaton and to potentially consider
KEVICC and the steam railway as pick up points / transport as well

* Do we need to provide electricity in the square?

¢ Focus on local traders with a discounted rate for them.

¢ Stewards to be branded with the Town Council vests and to take a friendly, non-
confrontational approach

* Engagement with the emergency services, ensuring emergency response such as St John's
are on site. _

¢ To submit the Read Closure application to DCC, and associated Traffic Management Plan

* Tocreate the event publicity and advanced road closure and diversion signage

¢ Toengage with SHDC licensing and the Safety Advisory Group - and the associated Event
Management Plan and Risk Assessments

* To book the refevant SHDC spaces at the Rotherfold, Market Square, Civic Hall Car Park and
Shady Garden.

* To consider careful promotion - numbers need to be carefully managed and this event will
likely be well attended without a huge publicity drive, Focus on branding as a Totnes
Community Event for the benefit of local businesses and traders and perhaps considering
some family friendly elements that appeal to Jocals.

* Consider partnerships with St Mary's Church and using that space, Totnes Carnival, Lantern
group, Rughby Club, Bridgetown Alive, TCDS and the Rotherfold Artisan Group.

¢ Management of the Market Square to facilitate indoor and outdoor market offer.

* To potentially consider having a Santa's grotto

* To look at having Live music/busking points/open mic area

* To manage the removal of waste and recycling

¢ To ensure health and safety and other statutory standards are met

Submission of Tenders

* If you wish to bid to deliver this event please send an expression of interest to Catherine
Marlton, clerk@totnestowncouncil.gov.uk, the Town Clerk, by 5pm on Monday DATE 2021.
This Expression should include:-

1. How you propose to deliver the event and the programme within the parameters
set out above

An itemised time line

An outline financial plan

Information on the contractor’s track record in event management

Information on the capacity of the contractor to deliver this year's event

AN
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COUNCIL MATTERS APRIL 2021

CLIMATE CHANGE 10000

Air pollution monitors? TBC -1300

e Bike and £ Cars Survey? TBC -500

TOTAL 8200(Remaining to be allocated
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Communications and Media Protocol

TOTNES TOWN COUNCIL
AGREED JANUARY 2015
NEXT REVIEW APRIL 2021

This protocol acts as a reference tool for any employee or Councillor
who engages with the media or communicates with members of the
public. It also includes guidance on personal use of social media
where it could be deemed to have a negative impact on the Council’s
reputation.

This protocol applies to all Town Council employees and Councillors.

Introduction

Totnes Town Council receives enquiries from the media, constituents and wider members of
the public every year.

The purpose of this protocol is to clarify the roles and responsibilities of the Clerk, Mayor, all
employees and all Councillors and to provide guidance on how to handle media interest.

Communications and Media Protocol, April 2021 Page 1

45




The aim of the pratocol is to ensure that the Council is seen to communicate in a
professional and objective manner. In all cases, the Council’s outside communications
should be:

. Open and honest

. Proactive

® Responsive and timely
Legal Issues

There are circumstances under which employers can be held legally responsible for content
published by their employees. This may include action taken as part of their role for the
organisation and material published on official organisation channels or somewhere that
has been previously sanctioned by the Town Council. It is therefore important to make all
employees aware of the potential legal issues with regards to communication.

It is important that employees are aware that communicating information about the Council
cannot be isolated from their working life. For example any information published online
can be accessed around the world within seconds and will be publicly available for all to see.

Employees and Councillors should take the following into consideration when using social
media:

. Be aware of the Council guidelines for using social media, whether this is for
personal use or as a part of their working role (See “SOCIAL MEDIA”),

. Be familiar with the legal areas outlined below before writing or speaking about
colleagues or sharing information about the Council.

. Ensure that verbal or written information does not disclose privileged or confidential
information.

Libel and defamation

Defamation is the act of making a statement about a person or company that is considered
to harm reputation, for example, by lowering others’ estimation of the person or company,
or by causing them to lose their rank or professional standing. If the defamatory statement
is written down (in print or online) it is known as libel. If it is spoken, it is known as slander.
There are exceptions to this - posting a defamatory statement online or recording it on a
podcast would both be examples of libel.

Other points to note

An organisation may be held responsible for something an employee has written or said if it
is on behalf of the company or on a company-sanctioned space. Action can also be taken
against anyone repeating libelous information from another source, so careful checks are
needed before quoting statements from websites. This can also apply to linking to
defamatory information.

You should consider whether a statement can be proved before writing or using it — in law,
the onus is on the person making the statement to establish its truth.

Communications and Media Protocol, April 2021 Page 2
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Publicity

The media plays a huge role in informing residents about what the Council does and how it
spends their maney (at all tiers of Government). It is therefore vital that the Council
communicates effectively with the media and wherever possible will take a positive
approach to meeting media requests for information and interviews. This approach will help
achieve the following objectives:

'y Ensure that the Council is recognised as one which is open, accountable, accessibie
and which listens

° Share and celebrate the Council’s successes

. Give information about policies and services and about the democratic process so
that people feel more informed about the Council’s work

[ Hand!e negative issues clearly and decisively

Publicity in Election Periods

The rules governing publicity change when an election has been announced. In the period
between the notice of an election and the election itseif all proactive publicity about
candidates or other politicians is halted. This applies to local, national or European elections.

During this period council publicity should not deal with controversial issues or report views,
proposals or recommendations in a way that identifies them with individual Councilors or
groups of Councillors. This is to make sure that no individual or politicai party gains an unfair
advantage by appearing in corporate publicity.

In these circumstances, where a quote is required, the relevant officer may be quoted, in
accordance with the guidelines in this protocol.

Young People and Publicity

Guidelines should be followed if commissioning photographs of children (i.e. under 18 years
of age) or if planning photography of children at events and using visual media for publicity
purposes. Please refer to Chapter 18 of Council Constitution —The Child and Vulnerable
Adults Protection Policy for further information on this subject.

The Media

The local press generally only covers stories relevant to people living and working in Totnes
and the immediate surrounding areas. They include newspapers such as the Totnes Times
(paid for) and community magazines such as Totnes Directory (paper) and Totnes Pulse
(digital). Other local media include radio stations such as Soundart Radio, BBC Radio Devon
and Heart all of which have specific target audiences.

Regional media includes newspapers like the Herald Express and Western Morning News.
It is rare that Totnes Town Council would be involved in media communications at a

national, international or specialist level however the protocol remains pertinent in these
cases.
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4




Identifying Newsworthy Items and Handling Media Enquiries

Itis the responsibility of everyone working within the Council to identify worthy news items
and this should be done as early as possible. These might include Mayoral engagements, the
Christmas Markets or promoting successes of the Council, Ideas for news items should be
sent to the Clerk and the Marketing & Communications Manager.

The Clerk will co-ordinate all media enquiries into the office. In certain circumstances it may
be appropriate for the lead officer, Councillor or the Mayor to respond to the enquiry, in
line with this protocol.

Council officers who are directly approached by a member of the media should not attempt
to answer questions themselves without gleaning the full facts and should confer with the
Clerk before responding. However simple, factual queries will be dealt with appropriately by
the office.

Councillors who are directly approached by a member of the media may respond in
accordance with the guidance contained in this protocol,

The Council should not pass comment on leaks, anonymous allegations or allegations about
individual staff and Councillors. The Council is open and accountable and should always
explain if there is a reason why it cannot answer a specific enquiry.

News or Press Releases
News / press releases are one of the key techniques for publicising Council activities,
decisions and achievements.

There are two types of press releases — Official Council Press Releases and Councillor Press
Releases.

Official Council Press Releases: An official Council release is made on behalf of the Council as
a whole; it will be written by an officer and authorised by the Clerk. It is non-party political
and will normally include a quote from the relevant Councillor{s}. This is usually the Mayor
or Committee Chair.

Official Council press releases will follow a corporate style appropriate for the media being
targeted and a central record will be maintained. All releases will accurately reflect the
corporate view of the Council, contain relevant facts and include an approved quotation
from the appropriate Councillor. Matters of style, presentation, punctuation, grammar etc
are the responsibility of the author.

Releases will not promote the views of specific political groups, publicise the activities of
individual Councillors, identify a political party or persuade the general public to hold a
particular view.

All official Council news/press releases will be placed on the Council’s website within one
working day of issue,
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It should be borne in mind that a news or press release is not always the best way to
publicise an activity or event and alternative ways of advertising it should be considered e.g.
posters, mailings, websites, social networking etc.

Councillor Press Releases: Councillor press releases are personal and are written and issued
by the Councillor responsible. This release may or may not be political and should not
include the name of any officer, use the Council crest or the Council telephone number as a
point of contact. It would be beneficial for copies of intended releases, especially those of a
factual nature, to be provided to the Clerk. Councillors seeking advice can contact the Clerk
or a member of the management team for advice.

interviews

Any officer contacted by a journalist requesting an interview should refer the journalist to
the Clerk, the Mayor or the appropriate Committee Chair. The person put forward for
interview will depend on the situation and the information required by the journalist.

Officers should never give their opinion on specific Councit policy but must keep to the
corporate line and key messages. Their role is to provide expertise and factual knowledge
only, in support of the Council’s approved and agreed policies.

Media Activity Ahead of Meetings
The media pick up many stories from agendas and reports ahead of meetings. All Council
and Committee agendas are automatically published on the Totnes Town Council website.

Members of the media are welcome to attend and regularly do attend Council and
Committee meetings. During meetings Members should be mindful that any comments and
messages are put across in a manner which gives the journalist an accurate picture, rather
than relying on the journalist’s interpretation of what can be a complex issue or report.

Non-Council Related Media Activity

Officers and Members of the Council who have contact with the media in a personal
capacity or as members of non-Council related organisations must not refer to their Council
posts and must make it clear to the journalist concerned that they are speaking in a
personal capacity or on behalf of the non-Council related organisation.

Managing Negative Issues
From time to time the Council has to respond to negative issues. It is important that these
situations are managed carefully so as to limit the potential for negative publicity.

Members and Officers must alert the Clerk as soon as a potentially negative issue which may
attract media interest comes to light. They should not wait until contact is made by the
media.

Members and Officers must be prepared to work together to prepare holding statements,
other information and carry out research even if no media have contacted the Council about
an issue.
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Correcting Inaccurate Reporting
Should the media {(a newspaper or broadcaster) publish/broadcast something inaccurate
about the Council, a quick decision needs to be taken on any action necessary to correct it.

The issue should be discussed with the Clerk to decide what action is appropriate. This could
be aletter or news release, a conversation with the journalist concerned, a personal letter
to the editor or legal advice. Also to decide who the most appropriate person is to take the
hecessary agreed action i.e. the Mayor, Committee Chairman or Lead Officer.

It should be noted that in the case of minor inaccuracies which have little or no impact on
the message being conveyed, it can sometimes be counterproductive to complain. Each case
must be judged individually. Occasionally the Council will get something wrong. In these
cases damage limitation is the key — this can usually be achieved by holding hands up,
apologising and stating how we are going to learn from the error or put it right.

Newsletter

Quarterly, the Council creates its own newsletter that is distributed by the Totnes Directory.
This is a free leaflet delivered to all households in Totnes. It aims to promote council
policies, services, activities and initiatives. The content is created in house in consultation
with any appropriate Councillors. Ideas for articles will be welcomed and these should be
passed directly to the Clerk or a member of the management team.

Social Media

What is social media?

‘Social media’ is the term commonly given to websites, online tools and other Information
Communication Technologies (ICT} which allow users to interact with each other in some
way — by sharing information, opinions, knowledge and interests. As the name implies,
social media involves the building of communities or networks, encouraging participation
and engagement. This protocol will also apply to any new or emerging technologies or
systems which may develop in the future.

Current examples include podcasts, message boards, social networking, such as Facebook,
Twitter, Instagram and SnapChat and content sharing websites such as Flickr and YouTube.

The aims of this protocol are:

L To ensure that social media used to communicate with the public, partners or other
stakeholders by all Town Council staff in the performance of their duties is aligned to the
view of the Town Council.

] To ensure that all Town Council social media sites are easily identifiable as
originating from the Town Council and correctly apply the council’s logo and brand
guidelines.

. To protect the reputation of the Town Council while embracing the possibilities of
this channel.
. To ensure that any Council communication through social media meets legal

requirements and is consistent with other communication activities.
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. To prevent the unauthorised use of Town Council branding on employees’ or
Councillors personal social media sites.

Applying this protocol: Council-run channels

. Town Council staff considering the use of, or wishing to use, social media as a
channel for a project or campaign must first discuss and agree this with the Town Clerk and
Mayor.

. Social media channels already featuring the Council’s logo or branding must comply
with brand guidelines.

. The unauthorised use of the Town Council logo or hranding on social media channels
may result in action under the disciplinary procedure.

. Individual employees must not post any items on sites unless this has been reviewed
by a colleague or Councillor before publication to avoid unintentional errors being posted.

Applying this protocol: personal use of social media channels

If you already make reference to your employment/involvement in the Councilon a
personal internet site as defined above, or you intend to create such a site, you should
inform the Town Clerk who will advise you of the appropriateness of doing this in line with
the advice helow:

[ Do not engage in activities on the internet that might bring the Council into
disrepute.

. Do not use the Council logo on personal web pages.

] Do not reveal information which is confidentia! to the Council - consult the Town
Clerk if you are unsure.

o Do not include contact details or photographs of service users or staff without their
permission, ‘

® Under no circumstance should offensive comments be made about the Council,

Councillors, or colleagues on the Internet. This may amount to cyber-bullying or defamation
and could be deemed a disciplinary offence,

Social media campaighs

Employees or Councillors who are considering social media campaigns should firstly consult
the Town Clerk for guidance. Coordinating efforts and using a corporate account can ensure
that the project has a clear purpose, fits into the existing Town Council views and is suitable
for the target audience they wish to reach.

Social Media Tips and Advice _
Social Media or Social Networking is both a broadcast medium and a receiving medium.

From the business point of view:

[ it can be used as a receiving medium to gather opinions about the Council which
have appeared on the social media networks. As such it is an invaluable tool to add to our
understanding of what people think about us. As such this is a benign and useful tool.

. It is possible to broadcast using the same social media networks to engage with and
talk to those who are interested enough to have a view. As such it is a useful and powerful
tool.
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From a personal point of view:

. Individuals employed by the council are entitled to use whatever system they like
outside of their working time and working persona, to engage in the social aspects of the
media — both broadcasting and receiving.

L However great care should be taken to ensure the private/work line is not crossed.

. It is good practice to follow the stricture of never mentioning work, your opinions of
your colleagues or processes and projects on your own private Social Media Networks. This
aspect is covered in ‘LEGAL ISSUES’.

Freedom of Information and Data Protection

Council Members are reminded that they must not misuse Council resources for political or
other inappropriate purposes. Should the Council receive a request for information under
the Freedom of Information Act 2000 on a topic on which there is correspondence (email or
written), normally that correspondence would have to be disclosed, unless it was exempt.
The fact that the disclosure of the correspondence may prove embarrassing wouid not, in
itself, prevent disclosure.

In addition, care should be taken when processing personal data. The Data Protection Act
1998 prevents the use of personal information other than for the purposes for which it was
supplied. Members should bear this in mind when using any personal data which may bhe
supplied to them by their constituents.

Refer to the Information Policy, Chapter 14 of the Council Constitution for further
information and guidelines in this respect,

Internet Acceptable Use Policy

Internet use covers all websites (including the Totnes Town Council website), networking
sites such as Facebook, Twitter, Instagram etc, forums and blogs which may be used by both
Officers and Councillors.

If the above are used in an official capacity or on Council related business, the guidance in
this protocol must be adhered to and they must be used in a responsible and appropriate
manner,

Under the consideration of Acceptable Use, when acting in the capacity of Totnes Town
Council, websites should not;

) contain content that may result in actions for libel, defamation or other claims for
damages

° be used to process personal data other than for the purpose stated at the time of
capture

° promote any political party or used for campaigning

. promote personal financial interests or commercial ventures

. be used for personal campaigns

. be used in an abusive, hateful or disrespectful manner
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° if social media is used in an unofficial capacity, Members and Officers should restrain
from making remarks that could be construed as bringing the Council into disrepute, Please
see “SOCIAL MEDIA”.
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APPENDIX 1~ ADMINISTRATION OF TWITTER AND FACEBOOK

Totnes Town Council encourages open and two-way conversation with our constituents,
partner agencies, members of the many communities in which it participates and the
general public.

Such dialogue is crucial in its effort to engage with citizens and to support its values of
openness, fairness, flexibility and teamwork.

The council expects employees and Councillors to exercise personal responsibility whenever
you participate in social media. This includes not breaching the trust of those with whom
you are engaging.

General operating guidelines:

Do not publish any information which is not already in the public arena.

Be accurate, fair, thorough and transparent.

Ask a colleague or Councillors to check wording for accuracy.

Be mindful that what you publish may be public for a long time.

Respect copyright laws,

Do not publish or report on conversations that are meant to be private or internal to

Totnes Town Council without permission. Do not cite or reference customers, partners

or suppliers without their approval. When you do make a reference, link back to the

source where possible.

7. Respect your audience. Do not publish anything that would not be acceptable in the
workplace. You should also show proper consideration for others’ privacy and for topics
that may be considered objectionable or inflammatory, such as politics and religion.

8. Remamber that you are an ambassador for the council and be cordial at all times.

9. Do not correct other contributors’ spelling or grammar.

10. If a contributor makes a comment that is defamatory or likely to cause extreme offense,
edit or remove it where possible. if this is not possible, report it to the operator of the
website. Contact the user to explain why you took this action, and if appropriate ask
them to post the comment again without the offensive content.

11. All feedback to the council through social networking sites should be fed back to the
Town Clerk, and as appropriate, Full Council. Feedback that requires a response must he
acknowledged promptly. Where action is required, bear in mind that excessive delay will
have a negative impact on the council’s reputation.

12. Passwords for Town Council social media sites must not be shared with any
unauthorised persons and these must be changed when a member of staff leaves office.

o Uk wN e

Authorisation:

Types of tweets and posts authorised employees can send out as part of their daily
responsibilities from the official Totnes Town Council twitter account:
¢ Informing the community about upcoming public meetings such as Full Council.
e Sending out last minute/next month availability for the Civic Hall.
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e Sending out updates on improvements/changes such as the availability calendars on
the website.

e Posting photos after successful events or before to promote tourist attractions such
as the market.

e Giving out relevant advice in situations such as adverse weather

e Sending updates on the progress of long term traffic disruptions (such as the gas
works in January)

s Sending out notices of unavoidable office closures for the Guildhall and TIC

e Promoting events in the area such as the Christmas Market.

e Posting photos of improvements around the town, such as cleaned up bus shelters,
repainted public areas and the Christmas lights.

Examples:

e Drive carefully tomorrow morning as heavy rain is predicted for rush hour. For updates
follow@metofficeSWEng

e Please bring flooding photos/video to Totnes flood drop in sessions at the Civic Hall on 10th
January from 7pm till 10pm

e The roadworks are progressing well. Please remember we are open for business! Further
details can be found on www.totnestowncouncil.qov.uk

e Special offer - last minute availability in the Civic Hall on Saturday 20 February, 10%
discount on list price. Please contact us for info.

e Great progress being made in removal of graffiti in the town — see the team hard at work
here (link to be added)

e Totnes Traders are hard at work planning the Christmas Markets. If you are interested in
having a stall please contact ....

e Richard Branson will be opening the new ??? on Saturday at 3pm. Please contact {link to be

added) for further information.

Types of tweets or posts that require permission of the Town Clerk and Mayor {or 2
Councillors as a minimum) in order to be sent from the official Totnes Town Council
twitter account:

¢ Responding to complaints or negative reports or entering into debate.

® Supporting other local organizations and businesses to support a cause.

e Responding to contentious queries and current media stories regarding the local
area or the Town Council.

Examples:

& The Boundary Commission is asking how many Councillors should represent SHOC in future.
Click here to give your views.....

e Further to the article in the Totnes Times on Monday the mayor announces ???. Press release
in full at www.totnestowncouncil. gov.uk

e Totnes Town Council supports the call for a review of Council Tax benefit funding. Click here

for further information.
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Totnes Town Council is committed to maximising individual performance and potential and will provide the
necessary feedback, support and training to ensure that high standards of performance are maintained
throughout the organisation.

Appraisals are an opportunity for people to seek and receive balanced feedback on their work performance
from their manager. It is also an opportunity to identify and plan for future individual learning and
development needs.

1.

Purpose of Appraisal
The main purposes of an appraisal are to:

Discuss positive achievements over the past 12 months and identify reasons for good performance.

Discuss instances over the past 12 months where targets have not been met, jointly identifying factors
preventing those goals being achieved.

Agree standards of performance and behawour by_settmg objectlves pr!orltles and targetsthat are
realistic and achievable. -

Provide a formal written record of performan.c.éz'.a_nd evidence of key objébt_iy__es planned for the future.

Encourage individuals to develop fhéihsk_i_lis and competencies through a planned approach to personal

development and training, supported Z_by th_e.p_rganisatio

Discuss any training, personal or profess;onal dev Tpment needs and agree a Performance Plan to
ensure that set Obj ivescan, be met and’ hlgh le 'els of'performance maintained.

Explore long term training and dé\r’éiopment 'n'e'eds or educational goals that will support individual

To ensure that performance has been toa sufﬁment level to warrant an annual salary increment
(assumlng there is progression for the employeee within their allocated pay scale). This decision will be
taken by the Town Clerk on completlon of the appraisal and the Chair of the Council for the Town Clerk.

The Appralsal CycIe Tlmetabie

The annual appraisal proce_ss_;for all staff should take place during the spring/early summer of each year.
The first Appraisal will be that of the Town Clerk at the end of the Mayoral year and as per the Standing
Orders is completed by the Mayor and another Councillor of the Clerk’s choosing. This will enable the
targets and objectives set for the Clerk to be aligned with the Council’s priorities for the new financial
year.

After the Clerk’s appraisal the management team appraisals will be done next followed by the rest of
the staff. This will enable the Clerk to set obejctives for staff that link in with the Council’s priorities for
the year and the objectives set for the Clerk,

All new employees will have a 6 week, 3month and 5 month review during their initial 6 month
probationary period.



Responsibility

Both Line Managers and mdmduals have a shared responsibility throughout the appraisal process to
ensure objectives are met and reviewed as appropriate. Individuals also have a responsibility to
prepare for appraisals and to ensure they complete their part of the process on time.

Setting Objectives

The Clerk/Line Manager will agree individual objectives based on team and organisational objectives. It
is hard to generalise about the number of objectives an individual will be set, however, as a guide, the
number of key objectives should be a maximum of six.

Individual Preparation

The Appraisal Form has been produced to assist individuals in.identifying relevant events and issues
that can be discussed at the appraisal. It is important that some thought is given to identifying future
priorities and tasks for the next twelve months. Con51derat|on should also be given to how the
proposed objectives can be achieved and the resource_ " trainmg, advice or support that will be needed
to achieve them.

Line Manager Preparation

The Finance, HR & Lettings Manager will set out a timetable for apprazsa!s each year which will allow
the individual enough time to adequately prepare for the meetmg Prior to the meeting the Clerk or the
member of staff’s Line Manager will-undertake a full ¥ lew of performance and achievements over the
previous year, using the current Apprarsal Form as a starting point.

The Annual Appraisal Meeting
At __.way drscussmn The i_pgshould:

The appraisal should }

1. Review: objectlves from prevrous 12 months & dlscuss individual’s actual performance. Both parties
should concentrate on establl hed facts rather than on unsubstantiated opinions.

2. Expiore what factors affected indiwduai performance examining both internal and external

constramts andi ISSUQS

3. Agree next year's performance objectlves and identify any support and development plans for next
twelve months Targets set:should be achievable and realistic in light of available resources
including trme, and should: be capable of being monitored.

4. Plan: identify trammg and development needs and plan for implementation including costs and
timescales.

Administration

At the appraisal the Clerk/Line Manager and individual will initially review the individual’s previous
objectives and the degree to which these have been met. They will then work through the areas set out
on the appraisal form, After the appraisal, the Clerk/Line Manager will then be responsible for writing
up the appraisal form, recording the discussions that took place at the meeting. The completed form
will be given to the appraisee to read, add their comments and return to the Clerk for final signature.
All signed Appraisal Forms will be passed to the Finance, HR & Lettings Manager to action any salary
increment (which is back dated to 1 April of that year) and be recorded on Personnel files.

The Finance, HR & Lettings Manager will arrange any training for staff that has been identified on the
appraial forms, and a record kept of all training undertaken by staff during the year.

S




Who else will see the Appraisal Report?

Completed appraisal reports will be treated in confidence and access will be restricted. After the Town
Clerk has seen the reports they will be kept in individual personal files. The Town Clerk appraisal form
will be shown to the Council Matters Committee for information.

'~
.

5
C



2207 lidy

3NA MAIATS

LzozZ |udy

31vd

Aojmag eunsLiy) ¥ uojjlep suiLyjen

-Ad @3131dINOD

LNIINSSISSV MSIY TVIONVNIL

TIONNOOD NMOL SINLOL




£Z0T W Aaauns

SUOINPUOD M3U B 104
pS3u ayl JBpISU0D

"TzZ0t
ut 8uiaq ||1m pue paacidde usag

Sey [[eH JIAID 31 [0 axsuue
Japio a3yl s1eaouaL 0] Pafoud v
‘pauoie

U229 SABY SUO[IRPUSWILIODS

pue s3uippng ay3 a1eudoudde jje "33 s8uipjing
Alndag JO suonIpuUOI Y3 | pue gTOE Aenuer Ul 1n0 paliied §0 3oueUURW "$19558
‘Buodup R3]0 | Jojuow 03 eNUNUOD Asnuns suonipuod s8uip|ing Mo Mo slenbapeu) 40 IUBUUIRIA
siaysinaduiixa aay jo guiainies
|ENUUY “IN0 P3LUED SHIOYD
ulle|e auy Je|nday 'saiuadold
Jle Ul SUIDISAS uLieje 3114
TeypiinD
10} SWI1SAS weje te8ing ‘28ewep
*$JN0OY Bupliom |EIURpIDOE
PISING painaas sSuiping pue Jaylesm
‘Allenuue pamalnal §i ‘Sea| ‘pooyf
"saunpasold | SauBINSU| *PAINSUL BUB S1US1U0D ‘@111 ‘Yayl | Auadoud/s3uipjing
v/N v/N Bunsixa ulejuley] pue ssiuedoad /SBup|ing [|v ysiy Wnipa WS EPURA Jo Alunoag
*12151884 19558 JO M3IABJ |BnuUY
"s8uipjing uo asng|d
2JUEBINSUI-I3PUN SSAOLUD "AjLieSSIDIULN
U21ym £TOZ Ainrino patied 51502 BuIseaiou]
Aanuns Juawsielsulal supping BIURINSUE
"saunpadoud “SJ0UQ Yiim Ajjenuue JIA0 10 J3A0D
v/N v/N Junsixa ueauien D2MIAIS JDAOD BOURINSY| YSiH MO ajenbapeuy] soueinsy|
: Akl T— o5y
93Ep 3np pue 1edw| pPauiuap|
peie|dwo) | Aujigisuodsay paJinbay uvonoy YSIY JO [0J43u0) fiuswaseuey | |elUSI04 | [9AT )SIY {spis1y eo.y

A



V¥/N

V/N

‘sainpaoold
Fuiisixa urejurein]

"Ajlenuue |1Unod

{in4 pue (a1wwo) suoneiadp
Allsuniog) asniwwio)

si211R [10UNOD AQ PRIIPISUOD
st1@8png Suyjod Jedh g

Wnipan

MO

01 3ujpes]
uonesedaid
192png
ajenbapeu|

ssaoald Ae1adpng

v/N

v/N

/N

v/N

‘sainpasoud
Suisixe uleIULRIA|

‘saunpasoud
Suilsixs uleule A

“Ajjenuue pamainsl sJe sesieyd

‘pua 1eah 38 Ajjenuue pamaiaal
a.le sanlasak Jo Adenbape syl

"04y 241 Aq yum patjdwioa pue
pajou st aulpeap 1daotaid syl
‘(Panwiwo) suctelado
AI2WI0)) BRRIWIWC) SI91IRIA
112UN07) 3yl AQ paMBIASI U3B(Y
sel) Jeahd BullwodyLIo) auy3 40y
sjuswaiinbaJ Buijielsp Hodau
jIn} 2 JO 3[ns3al e se 193 §) 1dadald
aeaA

yora Azenuef ul 1ounod Jjnd
puE Jaquwiasa Ul (e8iwiwo)
syoiesado Alaauioy)
991WIOT SIBLIBIA [1PUN0) Ag
palapisuod 1da2a.d pue 198png

wWnipai

MO

BU U
pauwgns 10U
Jswalinbay
*a1enbapeul
wins 1daoaid

idanaly
Jo Acenbapy

"pauLiele Buipjng

‘SIN0Y JO 1N0 LI00l
Buouis paydo| Ul PpaIoIs YseD
‘Ajjenuue

PRMBIARI 5] SDUBINSUL "PRJINSUl
2JE USRI pue sa|genien ||y

YsiH

wnipain

ajueuly

*1]313} 10 S5O

(el)e8au4

JIAD “8'3) yseo
pue s3|gen|ea
10 AjNnass

b5



35N pJed Hga( 9yl

JO1 PBYS!ORISS S|0LIU0D J|gRNS
‘safllioyine

aeudosdde yim Bupjueq
32uIRU; uo dn 195 (J138eueiy
2oueuld) Jasn Adepuodesg

pue (u313) 1osn AdruLid
"Aldaenb Jleyn sspywwo)

3yl Aq pamainal se pausdis

2Je pue s3uldsw 981IWIW0YD

"sai1aenganl

SJSRIBIA [[oUNOD) 343 0} |BIDURUY O}
pa1wgns pue Aay ] 43 ayl Buipea| syoayo
Ag pamalnal aie pue Jadeueip alenbapeul
‘saanpasosd 2JUeUI4 3Yl AQ YIUOW Yoed Jo/pue
/N V/N Bunsixe uleluIeN P219]duIoD UO[IB][IDU0II Jueyg Y3y MOT 510419 yuey Sunyueg
0z0t¢ s1s1xa Aojjod
10 pus Ag -Aojjod Juswilsaal) "Aaod paacidde IUSWISSAU)
8D | ue aau8e 01 [1DUNOCY) UR BABY PINOYS [I5UN0D | WinIpay Mo {iouno) o S1USWIISIAUY
‘pels|dwon
uaaq sey 1waloid
UOIIBAOUBI SXBUUR
[[BH 21AID 3U1 92U0
ponsand aq ||Im "SWBYS uolesuadulon
suoildo Juaunsaaul 5§25+ 9yl AQ paJanod
“TZOT YN BA[RUIDYE 2( p|noys pue suoiengay
JOPUS Ag | pUE PEMBIARL UDIY |eiduBUIH 241 Ul paloads
Amndaq | enaeysiuswaBuele | Sunes JPaID WINWIUIW BY} ARY jueg e
bR BETls) gupjueg PINOYS siaxjueg s, JIDUNno) ayL Yy Mo7 | Mueqjoainjled | spung jo Alunoes

"suoiiediqo
11414 03 Ayijiqeul

6



v/N

¥/N

"saunpazodd
SUnsIXa uIRUIR A

‘1e3s oml Ag Ajyauow
PIIUNOD 180|} Ysed An3ad

"JBIS 0M1 AgQ paunod
SUOILD3[|03/SUoBUOP USED
3wodu]

Useo [je J0} panss) s1d1adal
puUeE Ajyluow pasiel $adioau]
‘Sull@aW Uoea 18 9311 WWo)
S1911RAl [I2UN0D 3yl Ag

pue Ajyiuow 3Ia[) Aq pamalaal
Hodas Joyuous 398png
-Apanenb sreys) ssjpwiwe)
ayl Aq pamainaa se pausts

2JB pUE SBUIIDSUI 3F1UWWOD
si811elA |1oUNo) 3yl 01
pajnwgns pue A3yl 43D syl
Ag pamainal ale pue 1ageuelp
22UBUl4 Byl Ag yiuow yoes
pa12]dwod UoILEIIdU0I3] yueyg
‘uLy Juapuasdapul

AgQ 1IN0 paLJED §|0JU0D

JO HpNY [eUIDIU| [BNUUY
"Ajjenuue pamsiall pue 0}
paJaype suole|ngay |epueul
"I33I4Q |BIOURUL

ladouid ayi se paiuiodde a3

wnipai

MO

‘payueq

10 pa129||02
10U [IOUNo) Syl
0} anp 3tuodu|
‘sjuswAed
pasuoyineun
‘pan@lal

j0U poo3

J0} Sjus ARy
-Alsauoysip
Joayl
y8naouayi 5507
‘satse[ndanl
|eidueUl O
guipe?] $pioaal
21enbapeu)

SpJodJal pue
S|0J3U0D [BIDUEBUIY

‘wil uspuadapuy
AG 1IN0 pRLLED S0JIU0D
JO UpNY [BUISIUY| [BNUUY




“saunpasoud Ajjenuue 51500 132W
Y/N v/N 3unsixe ulelueln 128pnq Uj Spew uo|siaoid MOT Mol 01 Ayjiqeul $3S0D U01198[3
‘0] paJiaype
$9|NJ JUBW|0IUS-0INY SUDISUI4
‘W Juspuadapul “JYIAH 01 apew
Ag 1n0 paused sj0JIUsD 10U SlU3WAeY
40 11PNy |BULSIU| |BRULY ‘suone|nsay
19sny Alewilg uojsudd yim
Ag pasuoyIne pue payIayd pue aouel|dwos-uoN
Jasn Adepua2as Ag passasoud "apeus
sadem Jo syuswAed §ovy SuoiIONpap
19YS BIA AJYIUOLW 3pEW DY A 103H03U]
0] uogssiwgns wswaAhed |jng ‘3jel1s
sainpasoad AJyIUOW SUIIDNPSpP pue 0] sauswied
v/N v/N Sunsixa ureuRy sa8em sa3e|nojed jjosAed 39yS | WnIpS Mo 1224102u] SETIET N
‘wly wspuadapu| "suonemsay
A 1IN0 p3laded 5]041U03 S$10BJIUCD NgN4
40 1pNny [BLJS1UT jBNUUY 3yl JO yoealg
"saunpa00.4d ‘pemof|ol ag 01 sainpssold ‘paaatyde sispus]
v/N W/N uisixa ugeauiey |le13p suolle|ngau [eduBLIS MO MO 10U an|eA 1534 pue sa10n7)
"S3NS3] 2JEMLOS PUB JIBMpPIRY
[|e 404 pash JODENUOD
PEISEL
U0 Pa||BISU] UBMYOS SNUIA-IFUY
‘propt o1 Ajlep dn-payjoeq Janes
*JO1IBIIUOD RIS T
0Z0Z voddns ]} yam ndut yaea jo uoraduwlod HBYL 40 aunpe;
8ny jo pua Ag IDIAUDS JO SUIS) uo Jaalas 01 dn-payoeq walsis ysSnoayy
pIETe) U211IM Ysiige1ss saBexoed [joJARd puUEB aouBUI y3iy Mo B1ED JO SSOT | SpJodaJ saindwiod

(G



‘sainpajoud
SuIISIXa UIBUIEIN]

J12uNnod 8yl Ag

uo 1nd 51UBAS §je 10} palajdLoD
aJe syuswissasse ysu pue aoejd
Uy swWiwIRI304d 1UBLLISSDSSE Sy
@oejd ul Adijod BuPjopn

BU07 pue Azjod A19jes 1§ YijeaH
"$13X 040 Yyum Ajlenuue
PaMB3IABL JSA0D 3DUEINSU|
(woTF Ayuwaput jo ywy) soe|d
ur @oueansu Ayjigery 21qnd

wnipaiy

WP

"Jjnejie aq 01
puNoy [1PUNCD

51012BJ1UO0D pue

Ji paainoul SIOLSIA JBlS JO
Aunger | Alajes pue yijesy
Aupigern

~1011PNY |eul3u]| 2yl Aq Ho
PauUsis ag 1SNW uIn1sy {enuuy
"SIUNOIDY IEMPOS

sgy Ag pasedaid sunocooy ‘pa1aduiod
U]l pRPUILIE SARY A[103.0100U4
‘saunpasosd JoBeUBA} BURUIY PUB NIB(D 3L UO
v/N v/N SunsIxa uIBUIRIA "TIBP JO 2JBME Q443D | WInIpay MO PIIUWANS 10N WINIY |enUUY
upny
|UIBIU AG POMIIASL SUINLAY
"suanlal
21dwioo 01 pasn S4BMIJ0S Y -Angey
‘apeuw suanias Algsuenp loaule
‘Buiuleay ut Buiynsal JyA
papualie aaey Aindaq pue yia|d 40 3uswieal]
‘p|ay 24e sadloaul 1A 1adoud guoupp
212ym pawiep Ajuo 1A indug JHNH Wwoy/ol
“UMOUY 10U St JLBLUIEDL] pawie/epew
1A 1024400 aJaym 1y3nos 10U swuaAe4
"$3Unpad04d | SJIAPE [BUOISSD40I4 "SUOIRIngal ‘uoILRIND e
/N v/N Bunisixa urejuie iy DYIAH ysm 2oueldwio) | WnIpay wnipain Ul sioli3 LA




“Aliein8ai pamainai pue aogd
Ul 13Nnpuod JO 8pod) SIBgLIIN

2015/ A/ITVN
WOL} 3JIAPE 4O 350
‘uoexyenb ‘ANgel stamod
‘pasnbay ¥2110 404 BulApnis a8 |e1aueul B33 S UM
‘BuicBugp au9ym 1ySnos ‘jesodoid mau Aue Surunoul S10B {12UNOD
v/N IET o) 2q 01 3dlApe |83 | Joj uonisod |eSs| Alaa 03 3D MOT WNIpSIAL | S19V SaA BIYN ay3 Suunsug
“33)APE puE
uoddns ¥4 2piaoad 01 spauno)
1S8M YINOS Yam play 1084100 ‘Apgel
*§19%04g yum Ajjenuue [BIOUBUY 0]
PAMIIASL JSA0D 2OUEINSU| PR3] PIN0I MeT
'saunpasoud | {wQTF Anuwspus fo ywiy) asejd UswAoidwy | me7wawiodwy
/N v/N Bujispee ureluiepy ur souransu Ayjiger] JaAojdwy | wnipapy wnipain | 3yl SpISINo SOy yam sauedwiod

‘soeld ut J31s1321 so1s3QSY
-Ajjenuue

N0 pa4ed 8uisal 1vd
"31isgom

$,]IoUno) 8yl uo e S13sN
11BH 2IA1D 404 SUGIIZNIISUY 3414
*BHSQaM S J1ounod

U1 UO 4B YOIyM UOIHPUDD
PUE SWLIS1 SBUP|00Y SailjIoey
Ul papnput sjuawadinbay
1UDLUSSISSE Y5 pUB SRH
"sap0ljod JUBAS|B] puB 13pj00Y
UOIIDNPU| UB UM PBNss]

BUE SI0]j1IoUNOD pUR JB1S Mau ||y

~,

D



“Ajjenuue pamainal
pue aoepd Ui JaA0D B3UBINSU]

IUBAD JDYIRAIM
FURIIXD

‘pooy ‘aay

0Z07 "SUIISAS 21B1SUIBd 03 03 anp s1e43do
8ny Jo pus Ag 2jge 24 p{NOM oYM J010BIIU0D 10UUED §53UISNY
Andaqg "Ue[d AUNURUOD AQ papiaocad poddns 1) [raune)d Alnuiuod
e | ssauisng e ysigels3 | "pnoj-1 03 dn-paxoeq SWBLSAS ) UsiH MO 1B43 3S1Y SSaUISHY
‘Suizeswl e jo sAep Sunjiom
§ UIYUM 91ISgam {iauno
ayl eiA algnd pue ssaud 01
J|gellrAR BpRLW 90 0F SAINUIN "SMUIL 3Y)
“WIDIUL 3] gia sBunssW
Ul pIRY SBune3W 29IWWa) Jo Jo Surpodal
saunpadodd | sainuiw aaoldde pue an@dad 0} Ajsuiun 5pI0d3I
v/N v/N BuSIXe UIBIUIR|AL Ayiuow sSunssw [pUNGD N4 | WRiPa wnp3nl pue sadoady pue spodsay
*UoIINpU]
SI0[]12UN0D M3U Ul papn|ou|
"HB1S/S10]|12uno)
0] panss sJapulwal Jeinday
"JO BIEME SpEL
U3( BARY SJ0}|1OUNOCD pue Jeis
I1e yoiym aoejd ul Adljod Adealld
‘saunpazoud pue Ad1jod U0I13031044 21e( -A31|R13USPLUOD Araudoud
/N v/N 8uI1s1Xa UIBIUIRA goejd U] PNPUOD JC BPOD | WNIP3N wnipsiy 1o yoealg Hels/iojounod
"s1S2daiu]
*SIQ]{12UNOD MBU 10} alegap
aoe|d U1 sswwesdoud uoanpu] 03 aJnjied
sgunsaw ‘s159421U1 5159481U|
‘sainpadosd [je 40} wall epuade Suipuels 30 4315183 Stagquiay
SuIlSIXe WIRIUIRA | "SISQWISWI 0] Japullal 1enday 2191dwoou) 10 1315183y

uocnesiuwpy

6



*SaINpa20.d

Alagawao pue sassadosd
[BIDUEUY 1O PRYSYORISD
SILUBWINZOP 3inpaoodd uUs1An
‘paijzusp] stuawaduelie
19A02 JB1S |RUILL

FIIETE]
juedipudis
Jayio Aue io
‘Ws1104133 JO 108
‘adeino samod

)



ITEM 1§ - YEAR END TIMELINE

Following notification from the External Auditors on the accounts deadlines, the proposed
year end schedule is:

6t May 2021 — RBS year-end closedown by remote access (hooked).

May 2021 — e-mail paperwork to Internal Audit for remote review and respond to
gueries.

End of May/early June — Internal Audit report received.

7% June 2021 FC meeting — internal Audit report submitted, AGAR & Accounts
approved. Documents signed at meeting by Chair and Clerk. (Statutory deadline is
30% June 2021)

8th June 2021 — publish notice of the period for exercise of public rights.

8t June 2021 — submit signed AGAR and supporting paperwork to External Auditors

14™ June 2021 — 23" July 2021 — Period for exercise of public rights

By the 30t September 2021 (statutory deadline) — publish the final audited accounts
and confirmation of conclusion of audit
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