AGENDA FOR THE MEETING OF COUNCIL MATTERS COMMITTEE
MONDAY 20™ MAY 2024 AT 6.30PM IN THE GUILDHALL

There are stairs to the Council Chamber but if any member of the public has mobility issues the Council can
relocate to the lower Guildhall.

You are hereby SUMMONED to attend the Council Matters Committee on Monday 20" May 2024
at 6.30pm in the Guildhall for the purpose of transacting the following business:

Committee Members: Councillors D Peters (Chair), C Beavis, T Bennett, J Chinnock, J Hannam, ) Hodgson and
E Price.

1. 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. If members of the public make
presentations, they will be deemed to have consented to being recorded. By entering the Council Chamber
attendees are also consenting to being recorded.

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.

The Committee will convene to consider the following items:

2. CONFIRMATION OF MINUTES
To approve the minutes of 15 April 2024 and update on any matters arising. Document attached.

3. BUDGET ALLOCATION
To consider a budget allocation for the community, economy, and environment and public realm objectives.
Verbal update.

4, BUDGET MONITOR .
To consider the Budget Monitor including the reserves projection. Document attached.

5. BUDGET OUTTURN STATEMENT
To note the budget outturn statement for financial year 2023/24. Document attached.
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6. COMMUNITY GRANTS
To review the Community Grant applications and make a recommendation to Full Council. Document to
follow. '

7. COMMUNITY ECONOMIC PLAN
To consider engagement in the South Hams District Council’s Community Economic Plan process. Document
to follow.

8. INVESTMENT STRATEGY
To review the Council’s investment strategy. Document attached.

9. COMPLAINTS PROCEDURE
To review of the Complaints Procedure. Document attached.

10. STAFF LOANS POLICY
To review the Staff Loans Policy. Document attached.

11. FIXED ASSET REGISTER
To note the amendment to the Fixed Asset Register. Document attached.

12. DATE OF NEXT MEETING .
To note the date of the next meeting of the Council Matters Committee — Monday 8t July 2024 at 6.30pm in
the Guildhall. No document.

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

13. BANK STATEMENTS AND RECONCILIATIONS (Standing Item)
To consider the bank statements and reconciliations for April (financial). Documents attached.

14. BUILDING CONDITIONS SURVEY ,
To consider a quote to carry out the 5-yearly building conditions survey (commercial). Document attached.

15. STAFFING UPDATE
For any general or urgent updates that required confidential sharing with Councillors (staffing). Verbal
update.

Catherine Marlton
Town Clerk
15t May 2024

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 Council 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 FOR THE MEETING OF COUNCIL MATTERS
MONDAY 15™ APRIL 2024 AT 6.30PM IN THE GUILDHALL

Present: Councillors D Peters (Deputy Chair), L Auletta, C Beavis, T Bennett J Hodgson and E Price.
Apologies: Councillors J Chinnock and J Hannam.
In Attendance: C Marlton (Town Clerk) and C Bewley (Flnance and HR Manager).

1. APOLOGIES FOR ABSENCE
The Chair read a statement about how the meeting would be conducted and recorded. The apologies were
accepted.

The Committee will adjourn for the following items:

PUBLIC QUESTION TIME v
There were no members of the public present.

The Committee will reconvene to consider the following items:

2. CONFIRMATION OF MINUTES
To approve the minutes of 11 March 2024 and update on any matters arising.
The minutes were AGREED unanimously as an accurate record of the proceedings.

3. ELECTION OF CHAIR AND DEPUTY

To:

a. Make a recommendatlon to Full Councﬂ for the Chair of Council Matters Committee for 2024/25
(effective May 2024); and

To RECOMMEND to Full Council that ClIr Peters is appointed Chair of the Council Matters Committee.

b. Elect a deputy chair for the Committee (from May 2024).-

It was AGREED to appoint Cllr Bennett as Deputy Chair from May 2024.

4. MAYOR’S ENGAGEMENTS AND BUDGET
To consider the Mayor’s engagements since January 2024 and the current budget.
These documents were considered and expenditure was AGREED.

5. STANDING ORDERS

To review Standing Orders (including the creation of strategy delivery groups) and make a
recommendation to Full Council.

To RECOMMEND to Full Council that the Standing Orders are adopted subject to the following amendments:
a) Changing the structure diagram to amalgamate the three strategy delivery topics into one meeting.

1
DRAFT COUNCIL MATTERS MINUTES 15™ APRIL 2024

3



b) Removing the cap of nine for the Strategy Delivery Group (SDG) to allow all Councillors to attend
(minimum of three remains).

c) Adding that the SDG will be made available as a hybrid meeting to encourage attendance.

d) Day and time of the SDG is to be determined. In the circulated meeting table the SDG meetings should be
headed as monthly not bi-monthly.

6. FINANCIAL RISK ASSESSMENT
To review the Financial Risk Assessment and Risk Register.
The Financial Risk Assessment was AGREED.

7. EARMARKED RESERVES
To review the earmarked reserves.
The Clerk’s officer recommendation on Earmarked Reserves was:AGREED.

8. CEMETERY FEES ’
To consider a review of the Cemetery Fees for financial year 2024/25.
It was AGREED to increase the cemetery fees by 5 percent for financial year 2024/25.

9. LEGIONELLA MANAGEMENT PLAN
To consider a Legionella Management Plan.
The Legionella Management Plan was AGREED.

10. ARTS AND EVENTS WORKING GROUP ‘

To note the minutes of the Arts and Events Working Group held on 20th March and consider the
recommendation at item 7. ‘

Noted. The recommendation regarding a charitable gift offer from the Mayor’s budget was AGREED.

11. COUNCILLOR CO-OPTION ’
To consider the proposed timeline for Councillor co-option for the Bridgetown Ward casual vacancy.
The Councillor Co-option timeline was AGREED.

12. GRAFFITI TAGGING :

To consider putting up a monetary reward for information on the individuals who are responsible for the
most prolific graffiti tagging in the town.

The proposal for a monetary award for information on graffiti was considered but was not agreed.

13. YEAR END TIMELINE
To note the year end timeline for financial year 2023/24.
Noted. ‘

14. S137 VALUE FOR 2024/25
To note the revised S137 value for 2024/25.
Noted.

15. DATE OF NEXT MEETING ‘
To note the date of the next meeting of the Council Matters Committee — Monday 20" May 2024 at
6.30pm in the Guildhall.
Noted.
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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)

16. BANK STATEMENTS AND RECONCILIATIONS (Standing Item)
To consider the bank statements and reconciliations for March (financial).
These were reviewed and AGREED.

17. TEMPORARY EMPLOYEE COSTS

To consider the cost of temporary employees (personal details).

Noted. It was AGREED to keep these costs under review going forward. It was clarified that the figures
discussed were for the only two casual employees. The Town Council does not currently employ temporary
or fixed term role.

18. STAFF ATTENDANCE
To note sickness and overtime balances (personal details). a
Noted.

19. STAFFING UPDATE
For any general or urgent updates that required confidential sharing with Councillors (staffing).
None.

The meeting closed at 8.35pm
Catherine Marlton

Town Clerk
April 2024
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INVESTMENT STRATEGY

TOTNES TOWN COUNCIL
May 2024 |

Totnes Town Council has adopted the following Investment Strategy, which establishes formal policies and practices
for the effective management and control of the Council’s investments, and the associated risks, and should be read in
conjunction with the Council’s Financial Regulations.

1. Introduction

In preparing its Investment Strategy the Council is required to comply with the guidance notes issued under Section
15(1) of the Local Government Act 2003 and guidance within ‘Governance and Accountability for Smaller Authorities in
England’ Practitioners Guide. ‘

The legislation and associated guidance is optional for parish & town councils where investments are not expected to
exceed £500,000 and no action is required below £10,000. However, for Councils where the sums involved exceed
£500,000, the guidance is mandatory.

The Guidance recommends that a council produces an annual Investment Strategy which sets out its policy for
managing the investments and giving priority to liquidity (ensuring the funds invested are available for expenditure
when needed) and security (protecting the capital sum invested from loss). It-is recommended that this Strategy be
approved by the Full Council annually.

2. Definitions

Specified Investment - one which is made in sterling, is not long term (less than 12 months) not defined as capital
expenditure and is placed with a body which has a high credit rating or made with the UK Government, a UK Local
Authority or a parish or community councll.

Non Specified Investment — any financial investment that does not meet the criteria to be treated as a specified
investment and for which there can be greater risk and where professional investment advice might be required.



3. Investment Policy
Treasury Management Investments

Totnes Town Council acknowledges the importance of investing any temporary surplus funds held on behalf of the
community in a prudent manner. The Council will aim to achieve, first and foremost, security and liquidity whilst
seeking the optimum return on its investments commensurate with proper levels of security and liquidity.

In accordance with Section 15 (1) of the 2003 Act the Council will have regard to such guidance as DCLG may issue on
behalf of the Secretary of State.

For prudent management of its treasury balances, Totnes Town Council will use:
o Deposits with banks, building societies, local authorities or other public authorities which are specified
investments.
» Other recognised funds specifically targeted at the Public Sector which are specified investments.
* No investment in stocks or shares, or in non-specified investments.

The choice of institution and length of time which funds may prudently be committed so as not to compromise
liquidity will be at the discretion of the Responsible Financial Officer, in consultation with the Chairman of the Council
Matters Committee.

The contribution that these investments make to the objectives of the Town Council is to support effective treasury
management activities. '

Non-financial Investments

The Department for Communities and Local Government (DCLG) maintains that the borrowing of monies purely to
invest, or lend and make a return, is unlawful and this Council will not engage in such activity.

The Responsible Financial Officer will carry out a risk assessment for any new non-financial investment proposals
which will be provided to the Council Matters Committee. The risk assessment will include
e Whether and, if so how, the Council uses external advisors be they treasury management advisors, property
investment advisors or any other relevant persons.
e How the Council monitors and maintains the quality of advice provided by external advisors.
e What other sources of information are used to assess and monitor risk.
e Risks associated with the liquidity of the asset and any debt.
e Any risk associated with the investment failing to achieve any expected net profit and the contingency plans
for this scenario.

Information about any proposed investment and borrowing will be provided to members by the Responsible Financial
Officer setting out any risks and opportunities in terms that a layman would understand to avoid the risk that locally
elected members may not always have the background and expertise to understand the risks associated with the
decisions that they are being asked to make.

Totnes Town Council will only invest in non-financial investments where a professional assessment has been obtained
to confirm that there are reasonable grounds to believe the realisable value of the asset, including the attributable
costs of purchase, will exceed the purchase price within 12 months of the purchase.

Borrowing to purchase land and buildings by Totnes Town Council will only be obtained through the Public Works Loan
Board.

[k



Where the Council has borrowed to finance any non-financial investments the Responsible Financial Officer will report
the following indicators to the Council Matters Committee annually:

. Loan to Value Ratio
) investment Cover Ratio (the total net income from property investments compared to the interest expense)
. Gross and net income (The income received from the investment portfolio at a gross level and net level, less

costs, over time)

Where there has been a significant change in year on year performance against any of the indicators presented the
Responsible Financial Officer should include an explanation to the Committee.

In addition the Responsible Financial Officer will report on any need to realise the capital tied up in the non-financial
investments to ensure no capital loss arises.

The Council will review this Strategy annually and reserves the right to make variations to the Strategy at any time,
subject to the approval of Full Council.
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Complaints Policy and Procedure

TOTNES TOWN COUNCIL
AGREED MAY 2021
NEXT REVIEW MAY 2024

This Policy outlines how members of the public can make a complaint
about the Council of the service it has received from one of its
officers.

[Officer note: proposed new text is underlined and that suggested for
deletion struck through.]

Complaints Policy and Procedure — Review May 2024 Page 1
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Introduction

The Town Council aims to provide all our customers with a good, prompt and courteous
service. However, there may be times when things go wrong and you do not feel that you
have received the service you expected or required. We want to know when this happens so
that we can do our best to put things right. In order to do this we have a standard
complaints procedure. Our complaints procedure is designed to make sure:

e It is easy for you to make your complaint
e [t gets to the right person

e [t is dealt with promptly

e If something is wrong, it gets put right

How To Make A Complaint
There are a number of ways you can make your complaint:

® You can write to us at Totnes Town Council, The Guildhall Offices, 5 Ramparts
Walk, Totnes, Devon, TQ9 5QH

* You can come into the Council’s reception (open 10am-4pm Monday to Friday)
® You can telephone us: 01803 862147

¢ You can email us at: administrator@totnestowncouncil.gov.uk

You need to make it clear that you are making a complaint and not just passing on
information or making a comment. The Complaints procedure will only cover certain
complaints (see list below).

Is It An Enquiry Or General Feedback?

If you want to contact us regarding an enquiry or with general feedback please visit, email
or write in and clearly state that you are passing on information or making a comment.

How To Provide Information On Your Complaint

You can write a letter, visit us in reception or telephone us on 01803 862147. You will need
to supply your name, address and telephone number so that we can reply to you.

You will need to provide details of your complaint.

The Council will not discriminate against a member of the public in the provision of services
or goods based on their protected characteristics. These protected characteristics include
age, disability, sex, gender reassignment, pregnancy, maternity, race {which includes colour,
nationality, caste and ethnic or national origins), sexual orientation, religion or belief, or
because someone is married or in a civil partnership. If you feel your complaint means that
you are receiving a different level of service based on your protected characteristic, or that

Complaints Policy and Procedure — Review May 2024 Page 2
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you are the victim of an incident based on your protected characteristic, please say so in
your complaint.

What The Council Will Do

The Council will acknowledge your complaint within 3 working days and provide a response
in 10 working days or let you know if it will take longer to investigate.

How Does The Complaint Process Work?

Internal Stage 1: An Officer from the relevant service will respond to your complaint. This
will also be looked at and signed off by the Town Clerk..They will try to resolve your
complaint by providing relevant information or by taking appropriate action.

Internal Stage 2: If you are unhappy with the department’s response please contact the
Town Clerk who will investigate whether an independent review needs to take place or
confirm the Council’s first response in the Internal Stage 1 is still accurate and appropriate.
The Mayor will also look at the response and sign the letter to confirm.

Internal Stage 3: If you are unhappy with the response received from the Town Clerk and
the Mayor please contact the Town Clerk and request that your complaint is placed on the
agenda for the next Full Council Meeting.

The Internal Stage 3 is the final stage of the internal complaints procedure. If you remain
unhappy with the response you are entitled to refer the matter externally to the Monitoring
Officer at South Hams District Council, Follaton House, Plymouth Road, Totnhes, TQ9 5NE, Tel
01803 861234.

What We Investigate

e Failure to follow the Councils: procedures, policies, systems or rules

e Delays in providing any Council service

e Failing to provide any Council service

e Failing to meet published or advertised Council service standards

e Failing to meet statutory obligations

e Complaints against employees— attitudes and/or actions (either by employees or
members of the public. Including racist incidents - but extreme racial incidents to
be reported to Police)

Complaints Policy and Procedure — Review May 2024 Page 3
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* Failing to provide all relevant information when required to inform a decision. For
complaints about Town Councillors please see our Local Code Of Conduct for
Councillors.

Complaints Policy and Procedure — Review May 2024 Page 4
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STAFF LOANS POLICY

TOTNES TOWN COUNCIL
MAY 2024

Introduction

In certain circumstances the Council provides financial loans to its employees. The amount and
conditions under which loans are provided may be varied from time to time, added to or even
withdrawn.

This policy applies to all permanent employees not in a probationary period and also not under
notice of dismissal. Temporary employees are not eligible for loans.

Loans must be used for their stated purpose. Failure to do so constitutes fraud and is regarded as
a serious matter. This will lead to disciplinary action being taken which could result in dismissal.

Employees should carefully consider whether they are able to meet the loan repayments before
applying for a loan under this scheme. :

All applications should be completed and authorised in line with the procedure and forwarded to
the Finance & HR Manager for processing. Loans must be processed through the Accounts
Payable System and not paid through the payroll system.

The employee will be responsible for providing proof of purchase of the items concerned. Should
the employee's employment be terminated for whatever reason, then the balance of the loan
must be repaid to the Council before the last day of service in accordance with the loan
agreement.

Personal Development Loan

An interest free loan of up to £250 for any tuition or course fees, including any supporting books,
software, equipment and learning materials, to facilitate the personal development of the
employee. This may be for skills based practical training such as driving lessons, swimming
lessons, cookery lessons, etc. or educational training such as GCSEs, Open University courses,
learning a foreign language, arts & crafts courses and other adult education training.

Course enrolment records must be in the employee's name and any equipment delivered must be
to their home address.
>



Equipment purchased must be new and bought from a reputable dealer providing a minimum of
a twelve month guarantee.

A copy of the personal development loan form is attached as Appendix 1.
Conditions relating to the granting of personal development loan

PTotnes Town Council (the Council) agrees to provide an interest free loan to the employee
indicated on the attached form subject to the following conditions:

B The loan will be used solely to pay for tuition or course fees or for the purchase any supporting
books, learning resources, equipment or software. Failure to do so constitutes fraud and is
regarded as a serious matter. This will lead to disciplinary action being taken which could result in
dismissal.

B The employee agrees to repay the loan by deductions from monies payable by the Council to
the employee by way of salary due each month over 24 month.

PShould the employee's employment be terminated for whatever reason, the employee agrees
to repay the balance of the loan in full. The outstanding sum will be deducted from any other sum
due to the employee on termination

»Should monies still be owed to the Council at termination and remain outstanding one month
later, then the employee agrees to repay to the Council the balance of the loan and interest on
that balance at the Council's bankers' base rate plus an additional three per cent. The council
reserves the right to recover any outstanding amount through application to the Courts

»The employee agrees to present a copy of receipts for the use of the loan to the Finance, HR &
lettings Manager within one month of receiving the loan.

BThe employee should discuss any difficulties arising from these arrangements with the Town
Clerk.

PThe employee's signature on the attached form signifies that they understand these conditions
and agree to be bound by them.

A d



Appendix 1

Staff Personal Development Loan Application

Section A: Applicant’s details

Title First Surname
name

Address

Job title

| understand and agree to abide by the terms and conditions attached with my personal
development loan application.

| agree to the loan being deducted from my salary in 24 monthly instalments. | also
understand that should I leave the Council’s employment before the loan is repaid in full,
the whole outstanding balance will become repayable immediately and that some, or all,
of this amount will be deducted from my final salary.

Signed:

Date:

Please return the completed form to the Finance, HR & Lettings Manager.

Section B: Personal Development training details

Training provider

Course/training details

Cost of tuition/course

Start date

Duration

Booké, learning
materials, equipment,
software etc required
for the course/training

Y



Cost

Expected
outcome/qualification/
achievement from the

course

Section C: Approval

Date application received Monthly deduction | £
Start date for deduction End date for deduction
element ' element

Cost centre

Loan approved by (Town Date

Clerk)

Terms and conditions

1.

The loan will be used solely to pay for tuition or course fees or for the purchase any
supporting books, learning resources, equipment or software. Failure to do so
constitutes fraud and is regarded as a serious matter. This will lead to disciplinary
action being taken which could result in dismissal.

The loan is issued for standard (2nd) class travel between the employee’s home and |
the University only. ‘

The loan must not exceed the duration of the employee’s contract.

The employee must have sufficient net pay to cover the monthly deduction of the
loan.

The loan is repayable by deduction from net salary over 24 months. It is not possible
to extend this period of repayment. The first deduction will be made in the month
following the one in which the loan is paid. For clarification, the Council determines
the payment date to be that which it releases the money from its bank account and
not when your bank credits your account.

The maximum amount for a personal development loan is £250.

An existing loan cannot be altered and must be repaid before a new loan can be
granted. No further personal development loans will be made until the respective
loan has been repaid. Only one loan will be made per annum.

Employees are required to forward a copy of their receipts the Finance, HR &
Lettings Manager within one month of receipt of the loan. Failure to produce this
will result in the full repayment of the outstanding loan from the next available
salary payment.

In the case of termination of employment for whatever reason (e.g. resignation,
retirement, redundancy, dismissal) before the loan has been repaid, the

16




outstanding balance will be recovered from the final salary payment. If there is
insufficient payment to cover the sum outstanding, then paymént for the difference
must be made by alternative means prior to the employee’s last day of
employment. By applying for the loan, the borrower agrees to repay immediately
any amount outstanding after such final salary recovery has been effected.

10. The Council reserves the right to withdraw this arrangement, or to add to or vary,
these conditions at any time without prejudicing any agreement already in
existence,

11. .The Council reserves the right to refuse personal development loans to individuals

at its discretion and the existence of this scheme does not confer any right on any
person to loans or advances against salary for other purposes.

)
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