Sandy Town Council
To: Cllrs P Blaine, T Cole, A Gibson, A M Hill, W Jackson, C Osborne (Chair),
M Pettitt, M Scott, P Sharman and J Sparrow
c.c. N Aldis, T Knagg, G Leach, S Sutton, N Thompson
You are hereby summoned to attend a meeting of the Policy, Finance and
Resources Committee of Sandy Town Council which will be held in the
Council Chamber at 10 Cambridge Road, Sandy, Bedfordshire on Monday 11
March 2019 at 7.30pm for the purpose of transacting the items of business
below.
Chris Robson
Town Clerk
10 Cambridge Road
Sandy SG19 1JE
01767 681491
5 March 2019
MEMBERS OF THE PUBLIC AND PRESS ARE WELCOME TO ATTEND THIS MEETING

AGENDA
1

Apologies for absence

2

Declarations of interest
Under the Localism Act 2011 members of Council are not required to
make oral declarations of interest at meetings but may not participate
in discussion or voting on any items of business in which they have a
Declarable Pecuniary Interest (DPI) and under Sandy Town Council’s
Standing Orders must leave the room for the duration of all discussion
on such items. (All members’ register of interests are available on the
Sandy Town Council website or on application to the Clerk.)
This item is included on the agenda to enable members to declare new
DPIs and also those who wish to do so may draw attention to their
stated DPIs and also any non-declarable personal interests which they
have declared under Sandy Town Council’s adopted Code of Conduct
and which may be relevant to items on the agenda.
i)
Declarable pecuniary interests
ii)
Non-pecuniary interests

3

Public Participation Session
Members of the public may ask questions or make representations to
the committee about items of business which are on the agenda.

4

Minutes of previous meeting
To receive the minutes of the Policy, Finance and Resources
Committee held on 28 January 2019 and to approve them as a correct
record of proceedings.
1

Reports

Sandy Town Council
5

6
7

8

9

10

11

12
13

Financial Reports
i)
To consider a balance sheet and detailed financial report
showing income and expenditure against the revenue budget for
February 2019.

Appendix I

ii)

To receive a budget overview report.

Appendix II

iii)

To approve a schedule of payments made since previous
meeting.

Appendix III

iv)

The Chair to approve bank reconciliations and statements.

Action List
To receive and note a copy of the action list.

Appendix IV

Town Centre Defibrillator Lighting
To receive and consider a report from the Town Clerk on the
defibrillator located on the library wall.

Appendix V

Depot Development
To receive an update on the Development of the Council’s depot
building.

Appendix VI

Council Risk Assessment
To review the Council’s adopted risk assessment and recommend its
re-adoption to Full Council.

Appendix VII

Removable Media Policy
To receive and consider a policy on the use of removable media for
the storage and transfer of information by Council employees and
Councillors.

Appendix
VIII

Media Policy
To review the Council’s Media Policy.

Appendix IX

Training Policy
To review the Council’s Training Statement of Intent and Policy.

Appendix X

Public Participation in Formal Meetings of Council and
Committee Policy
To receive and consider a policy on public participation at meetings.

14

Chairman’s Items

15

Date of Next Meeting: 29 April 2019

2

Appendix XI
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APPENDIX IV

Policy Finance and Resources Committee - Action list
Subject

Meeting 18/4/16
Cemetery
Extension

Action to be taken
Minute
Action

Response/
Status

(86-15/16)

Archaeological Excavation
works have been completed
and works have begun.
Contractor liaising with Local
Planning Authority’s Building
Control, who have inspected
the site.

Archaeological
Excavation and
Depot Build

Archaeological post
excavation works are still
being processed and a report
must be completed by
October 2019 in line with
planning conditions.
Meeting 9/4/18
Fallowfield
Lighting and
CCTV

(110-17/18)

RESOLVED that the
Clerk include mobile
and static CCTV
options within the
Fallowfield lighting
scheme to be
brought forward to a
future meeting of the
Policy, Finance and
Resources
committee.

Agreed that work to the
lighting scheme be allowed
for in 2019/20 from
Fallowfield reserves. CCTV
working group have carried
out a review and site
assessment of CCTV needs
and are awaiting
recommendations and costs
from CBC and Herts CCTV.
Report to be brought back to
with CCTV recommendations.
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SANDY TOWN COUNCIL
COMMITTEE:

Policy, Finance and Resources

DATE:

11 March 2019

AUTHOR:

Town Clerk

SUBJECT:

Town Centre Defibrillator

1.

Summary

1.1

Sandy Town Council owns a community defibrillator which is located on the wall
of the Sandy library. The library is an asset of Central Bedfordshire Council who
previously granted permission for the installation of the defibrillator.

1.2

The Council has received a complaint that poor lighting made it difficult to use the
defibrillator during an incident in which a member of the public attempted to
access the defibrillator case.

1.3

Members are asked to consider approving expenditure on the installation of an
external wall light on the Sandy library, which is not an asset of the Town
Council.

2.

Information

2.1

The defibrillator located on the outside wall of the Sandy library was installed in
2016 from funds raised by the Mayor’s Charity. The Council is aware of two
occasions when Members of the public have looked to use the defibrillator.

2.2

The defibrillator has its own inbuilt light which comes on when the case is
unlocked. To access the case a user must get a pin code from the emergency
services and enter this in to a key pad. It has been reported that the level of light
in the evening is too low to allow clear sight of the keypad and as such it has
being suggested that an external light is fitted.

2.3

Central Bedfordshire Council has given permission for a light to be installed but
will not cover the costs of the works. A quote of £360 + VAT has being obtained
to carry out the below works;
•

Installation of a new circuit to serve new outside light with photocell so
defibrillator is visible at night. Switch fused spur on inside wall for means
of local isolation.

Members are asked to consider whether they wish to approve expenditure
and the installation of the light on to a Central Bedfordshire Council
property.
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SANDY TOWN COUNCIL
COMMITTEE:

Policy, Finance and Resources

DATE:

11 March 2019

AUTHOR:

Town Clerk

SUBJECT:

Council Depot Build

1.

Summary

1.1

The following report is intended to provide members with a brief update on the
development of the council’s depot building and associated yard.

2.

Information

2.1

As previously reported archaeological excavations were completed and the
archaeologist are carrying out inventory of finds and post excavation analysis.
Under planning conditions, a report must be completed by the archaeologists by
October 2019. The Clerk has met with AOC Archaeology (The contractors) and
Central Bedfordshire Council (CBC) Archaeology to confirm AOC were
completing work to the Local Planning Authorities satisfaction. Regular contact
will be kept between all parties while the archaeologists continue to carry out
their post excavation analysis.

2.2

The Clerk and CBC’s archaeologist are looking at options for jointly producing a
popular document as part of the excavation’s community engagement. This
would need to follow the report by AOC Archaeology.

2.3

Planning has confirmed that they are satisfied with the work of the archaeologist
and the Council’s commitment to ensuring archaeological practices and
conditions are correctly adhered to.

2.4

The Council’s contractor overseeing the build project of the depot, yard and car
park (which is required by planning to be built during the first stage of works) is
providing a detailed breakdown of timescales going forward which will be passed
to the Cemetery Working Group and reported to Council. The stated time for the
completion of works, including connection to utilities and inspections by Building
Control is sixteen weeks.

2.5

The contractor will submit applications for payment of work on a monthly basis.

2.6

Additional details, such as additional security for the entrance to the depot are to
be included in this time line. The contractors have drawn up options for security
which will be reviewed by the Cemetery Working Group and come back to
committee.
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Sandy Town Council
Area

Subject

Finance

Precept

Council Risk Assessment

Risk(s)
identified
Adequacy of
precept in order
for the Council
to carry out its
Statutory duties

H/M/L
score
L

Bank and
Banking

Inadequate
checks
Banks mistakes
Loss
Charges

L

Financial
controls and
Records

Inadequate
records
Financial
irregularities

L

Adopted 27 February 2017
Re-adopted 12 March 2018

Management/control of risk

Review/Assess/Revise

Verified by

To determine the precept amount
required, the Council regularly
receives budget update information
at every PFR Committee meeting.
At the Town Council meeting to
discuss and agree the Precept and
at the PFR committees ahead of
that meeting that Council receives
a budget report, including actual
position and projected position to
the end of year and indicative
figures and costings obtained by
the Clerk. With this information the
Council considers individual budget
codes and projects to ensure each
is adequately budgeted for.
The Council has Financial
Regulations which set out banking
requirements.
Monthly reconciliation of accounts
is carried when statements arrive
by the accountant.
The Council has financial
regulations in place which set out
requirements. Financial
transactions are recorded by the
accountant monthly. An
independent audit checks the

Existing procedure adequate

Council
RFO/Clerk
Accountant

Existing procedure adequate.
Review financial regulations when
necessary.
Review bank signatories as
necessary.
Monitor bank statements monthly.
Existing procedure adequate.
Review financial regulations when
necessary.

RFO/Clerk
External
Auditor
Internal
Auditor
RFO/Clerk
External
Auditor
Internal
Auditor
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Reporting
and auditing

Information
Communication

L

Direct Costs

Goods not
supplied but
billed
Incorrect
invoicing
Cheque
incorrect

L

Best Value
accountability

Work awarded
incorrectly.
Overspend on
services.

records on an annual basis to
ensure the Council is compliant.
Yearend accounts submitted with
annual return.
Financial information is reported to
every Policy, Finance and
Resources Committee meeting
every six weeks.

The Council has financial
regulations in place which set out
requirements.

Existing procedure adequate

Existing procedures adequate.
Monitored by Council.

Council
RFO/Clerk
External
Auditor
Internal
Auditor
RFO/Clerk
Accountant

A list of payments for each monthly
is reviewed by Council at P,F&R.
Two Members’ signatures required
for all cheques.

L/M

The Council has minimal stock,
which is regularly checked by the
Clerk and maintenance team.
Financial Regulations set out
contract levels and tendering
process.

Existing procedure is adequate and
included in financial regulations.
Monitored by Town Clerk

If problems are encountered with a
contract the Clerk will investigate
and report to the Council.

Schedule of contracts held by
Council. To be reported to Council
annually.

Councillors
RFO/Clerk
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Salary paid
incorrectly.
Unpaid Tax to
Inland Revenue
Fraud by staff

L

L

Loss of key
personnel

All employees provided with
adequate direction and safety
equipment needed to undertake
their roles.

Health and
Safety

Town Clerk

Election
Costs

Improper
conduct

Risk of election
cost

Payroll contracted out to Harrisons
Accountants. Payroll checked by
admin team leader and payroll on a
monthly basis.
Requirements of Fidelity
Guarantee insurance adhered to
with regards to fraud.

L

L/M

Appraisals carried out annually
Clerk’s performance and appraisal
overseen by Human Resources
Committee and Clerks
Management Committee.
Clerk to be provided with relevant
training, reference books, access
to professional and legal advice
required to undertake the role.
Risk is higher in an election year.
When an election is due the Clerk
will obtain an estimate of costs
from Central Bedfordshire Council
for a full election and an
uncontested election. There are no
measures which can be adopted to
minimise the risk of having a
contested election as this is a
democratic process and should not
be stifled. An annual budget is set
aside with this in mind.

Adequate. Contract with Harrisons
Accountancy to be monitored by
Clerk.

RFO/Clerk
Accountant

Adequate. Monitored by Clerk and
Human Resources Committee.

Councillors
Clerk

Insurance cover reviewed and
agreed by Town Council annually.

Monitored by Human Resources
Committee

Councillors

Existing procedure is adequate

Councillors
Clerk/RFO
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VAT

Reclaiming/chargin
g

L

Annual
Return

Submit within
time limits

L

Legal Powers

Illegal activity

L

Insurance

Adequacy
Cost
Compliance

L/M

Complying
with
Employment
law

Failure to
comply with law

L

Safety of
staff and
visitors

Injury

M

The Council has Financial
Regulations that set out the
requirements. The accountant
regularly checks and claims all
VAT owed.
Annual Return is completed and
signed by the Council, submitted to
the internal auditor for completion
and signing then sent to the eternal
auditor within time limit.
All activity and payments within the
powers of Town Council to be
resolved and minuted at PFR or
Town Council meetings.
An annual review is undertaken
(before the time of policy renewal)
of all insurance agreements in
place.
Membership of various national
bodies and contract with Human
Resources provider.
Town Clerk is a member of SLCC
and the Council is a member of
BATPC
Employees are provided with
adequate health and safety training
and direction in equipment needed
to undertake their roles.
Health and safety policy in place.
Secured doors to personnel area.
Panic button in reception.
Lone work policy in place.
Public liability cover with WPS
insurance to value of £10,000,000.

Existing procedure is adequate

Clerk/RFO
Accountant

Existing procedure is adequate

Clerk/RFO
Accountant

Existing procedure is adequate

Clerk
Councillors

Existing procedure is adequate.
Review insurance provision
annually, Review of compliance.

Clerk
Councillors

Existing procedure is adequate.

Clerk
Human
Resources
Committee

Existing procedure is adequate.

Clerk
Human
Resources
Committee

Public liability insurance reviewed
and agreed annually by Town
Council.
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Legal
Liability

Pension
requirements

Comply with
statutory duties

L

Payroll and pension contributions
managed by Bedford Borough
Council. Adequate budget allowed
for employer contributions is
reviewed annually.

Existing procedure is adequate.

Clerk
Human
Resources
Committee

Acting within
legal powers

Failure to
ensure activities
are within the
legal powers of
a council
Failure to meet
requirements

L

All activity and payments within the
powers of Town Council to be
resolved and minuted at PFR or
Town Council meetings.

Existing procedure is adequate

Clerk
Auditors

M

Existing procedure is adequate

Clerk
Auditors

Computers

Loss of Council
data

L

Existing procedure is adequate

Clerk

Legal
Documents

Lose or damage

M

Existing procedure is adequate

Clerk
Auditor

Declarations
of Interest

Interest not
declared

M

Minutes and agendas are produced
in the prescribed manner by the
Clerk or administration team leader
and adhere to the legal
requirements. Minutes are
approved and signed at the next
Council/Committee meetings.
Agendas are displayed according
to legal requirements.
Regular back up of important data.
Virus protection renewed. IT
management contract in place. All
computers are included on
insurance policy with adequate
cover.
Leases and legal documents kept
in safe at Council officers with
register of documents held.
Code of conduct sets down
declaration of interest guidelines.
Clerk to advise a Councillor when
there is uncertainty. Declarations

Proper
reporting of
Minutes/Age
ndas/Notices/
Statutory
Documents

Councillors
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Existing procedure is adequate
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Protection of
Physical
Assets

APPENDIX VII

Damage to
property

M

Maintenance
of buildings

Lack of upkeep

M

Security of
buildings,
furniture and
equipment

Theft, damage

H

are included in each agenda before
the discussion items.
Buildings insured and reviewed
annually. Increase in line with RPI.
Annual Health and Safety
inspection of all property by outside
company. (THSP)
Comprehensive insurance cover
with WPS. Valuation of buildings
carried out in 2017 by Aviva.
Buildings maintained on adhoc
basis.
Asset register recoding all STC
assets is regularly updated and
reviewed by council annually.
Regular checks by staff and reports
from public investigated.
Alarm system at Council offices
and depot which is monitored by
Millennium security.
Comprehensive building and
contents insurance cover via WPS
on all buildings.
CCTV at Sunderland Road and
Bedford Road Recreation Grounds.
Annual fire safety testing. Weekly
fire alarm and sensor checks.

Existing procedure is adequate

Clerk
Councillors

Reviewed by Grounds team leader
and recommendations made to
Clerk for action if required.
Existing procedure adequate.

Clerk
Grounds
Team
Clerk
Councillors
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SANDY TOWN COUNCIL
COMMITTEE:

Policy, Finance and Resources

DATE:

11th March 2019

AUTHOR:

Town Clerk / Data Protection Officer

SUBJECT:

Removable Media Policy

Summary
The following policy is proposed as part of Sandy Town Council’s ongoing commitment to meet
requirements under the General Data Protection Regulations.

Sandy Town Council
Removable Media Policy
1

Purpose

1.1

This policy supports the controlled storage and transfer of information by
Councillors of Sandy Town Council and all employees, temporary staff and
agents (contractors, consultants and others working on behalf of the Council)
who have access to and use of computing equipment that is owned or leased by
Sandy Town Council.

1.2

Information is used throughout the Council and is sometimes shared with
external organisations and applicants. The use of removable media may result
in the loss of the ability to access information, or interference with the integrity
of information, which could have a significant effect on the efficient operation of
the Authority and may result in financial loss and an inability to provide services
to the public.

1.3

It is therefore essential for the continued operation of the Council that the
availability, integrity and confidentiality of all storage devices are maintained at
a level which is appropriate to the Council’s needs.

1.4

The aims of the policy are to ensure that the use of removable storage devices
is accomplished with due regard to:
1.4.1

Enabling the correct data to be made available where it is required

1.4.2

Maintaining the integrity of the data
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Preventing unintended consequences to the stability of the computer
network

1.4.4 Building confidence and trust in data that is being shared between
systems
1.4.5 Maintaining high standards of care towards data and information about
individual citizens, staff or information that is exempt from disclosure
1.4.6

Compliance with legislation, policies or good practice requirements

2

Scope

2.1

This policy sets out the principles that will be adopted by the Council in order
for material to be safely stored on removable media so that the risk of loss or
corruption to work data is low.

2.2

Removable media includes but is not limited to:
USB memory sticks, memory cards, portable memory devices, CD / DVDs,
diskettes and any other device that transfers data between systems, or stores
electronic data separately from email or other applications.

2.3

Any person who intends to store Council data on removable media must abide
by this Policy. This requirement devolves to Councillors, employees and agents
of the Council, who may be held personally liable for any breach of the
requirements of this policy.

2.4

Failure to comply with this policy could result in disciplinary action.

3

Advice and Assistance

3.1

The Town Clerk will ensure that everyone that is authorised to access the
Authority’s information systems is aware of their obligations arising from this
policy.

3.2

The Council’s ICT provider should be consulted over any hardware or system
issues.

3.3

Should this policy appear to conflict with any other approved Council policy,
then contact the Town Clerk for guidance.

4

Responsibilities

4.1

The Town Clerk is responsible for enforcing this policy and for having
arrangements in place to identify the location of all data used in connection with
Council business.
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4.2

Users of removable media must take responsibility for the care and use of the
removable media and Council information they have.

5

Incident Management

5.1

It is the duty of all employees and agents of the Council to not allow storage
media to be compromised in any way whilst in their care or under their control.
There must be immediate reporting of any misuse or irresponsible actions that
affect work data or information, any loss of material, or actual, or suspected
breaches in information security to the Town Clerk.

5.2

It is the duty of all Councillors and staff to report any actual or suspected
breaches in information security to the Town Clerk.

6

Data Administration

6.1

Removable media should not be the only place where data created or obtained
for work purposes is held, as data that is only held in one place and in one
format is at much higher risk of being unavailable through loss, destruction or
malfunction of equipment, than data which is routinely backed up.

6.2

Where removable media is used to transfer material between systems then
copies of the data should also remain on the source system or computer, until
the data is successfully transferred to another computer or system.

6.3

Where there is a business requirement to distribute information to third parties,
then removable media must only be used when the file cannot be sent or is too
large to be sent by email or other secure electronic means.

6.4

Transferring material to removable media is a snapshot of the data at the time
it was saved to the media. Adequate labelling must be undertaken so as to
easily identify the version of the data, as well as its content.

6.5

Files must be deleted from removable media, or the removable media
destroyed, when the operational use of the material has been completed. The
Council’s retention and disposition schedule must be implemented by
Councillors, employees, contractors and agents for all removable media.

7

Security

7.1

All storage media must be kept in an appropriately secure and safe
environment that avoids physical risk, loss or electrical corruption of the
business asset. Due to their small size there is a high risk of the removable
media being mislaid lost or damaged, therefore special care is required to
physically protect the device and the data. Anyone using removable media to
transfer data must consider the most appropriate way to transport the device
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and be able to demonstrate that they took reasonable care to avoid damage or
loss.
7.2

Virus Infections must be prevented from damaging the Council’s network and
computers. Virus and malware checking software approved by the Council’s ICT
provider must be operational on Council machines.

7.3

Any memory stick used in connection with Council equipment or to store
Council material should usually be Council owned. However, work related data
from external sources can be transferred to the Council network using memory
sticks that are from trusted sources and have been checked using current antivirus software.

8

Use of removable media

8.1

Care must be taken over what data or information is transferred onto
removable media. Only the data that is authorised and necessary to be
transferred should be saved on to the device.

8.2

Material that is classified as RESTRICTED or higher must not be stored on
removable media at any time.

8.3

Council material belongs to the Council and any equipment on which it is held
should be under the control of the Council and not available to be used for other
purposes that may compromise the data.

8.4

The person arranging the transfer of data must be authorised to make use of,
or process that particular data.

9

Requests to suspend this policy

9.1

This Policy is designed to protect Council business data and to accommodate
the needs of users. However, should aspects of this policy interfere with a valid
business requirement; an application can be made to the Town Clerk for an
amendment to this policy. An outline risk assessment should be submitted with
the application.

10

Breach procedures

10.1 Users who do not adhere to this policy will be dealt with through the Council’s,
disciplinary process.
10.2 Where external service providers, agents or contractors breach the policy, this
should be addressed through contract arrangements.
11

Review and Revision

11.1 This policy will be reviewed annually by the Town Clerk and revised according to
developments in legislation, guidance, accepted good practice and operational
use.
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Key Messages for Staff and Councuillors

12.1 Data and information are valuable and must be protected.
12.2 Only transfer data onto removable media, if you have the authority to do so.
12.3

All transfer arrangements carry a risk to the data.

12.4

Only use approved products for Council data.

12.5

Data should be available for automatic back up and not solely saved to
removable media.

12.6

Delete files from removable media, or destroy the media, after the material
has been used for its purpose.

12.7

Ask the Town Clerk if you are unsure.
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Sandy Town Council

Media Policy
1

Introduction

1.1

The purpose of this policy is to define the roles and responsibilities
within the council for working with the media and deals with the dayto-day relationship between the council and the media.

1.2

It is not the intention of this policy to curb freedom of speech or to
enforce strict rules and regulations. Rather, the intention is to
establish a framework for achieving an effective working relationship
with the media. The council welcomes the opportunity to talk to the
media and, through them, to debate issues in the public arena.

2

Aims

2.1

Sandy Town Council is accountable to the local community for its
actions and this can only be achieved through effective two-way
communications. The media – press, radio, TV, internet – are
crucially important in conveying information to the community so the
council must maintain positive, constructive media relations and work
with them to increase public awareness of the services and facilities
provided by the council and to explain the reasons for particular
policies and priorities.

2.2

The news media play an important role on behalf of the local
community in holding the council to account for its policies and
actions. It is important that they have access to Officers and Members
and to background information to assist them in this role. To balance
this, the Council will defend itself from any unfounded criticism and
will ensure that the public are properly informed of all the relevant
facts using other channels of communication if necessary.

3

Legal Framework

3.1

The law governing communications in local authorities can be found
in the Local Government Acts 1986 and 1988 and the Localism Act
2011. The Council must also have regard to the governments Code
of Recommended Practice on Local Authority Publicity. Some aspects
of the Code are relevant to this policy:
•

“Any publicity describing the Council’s policies and aims [and the
provision of services] should be as objective as possible,
concentrating on facts or explanation or both.”
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•

“Publicity touching on issues that are controversial, or on which there
are arguments for and against the views or policies of the Council…
should be handled with particular care. Issues must be presented
clearly, fairly and as simply as possible, although councils should not
oversimplify facts, issues or arguments.”

•

“Publicity should not attack, nor appear to undermine, generally
accepted moral standards.”

•

“Local authorities should not use public funds to mount publicity
campaigns whose primary purpose is to persuade the public to hold
a particular view on a question of policy.”

3.2

In particular, Officers and Members should always have due regard
for the long-term reputation of the Council in all their dealings with
the media.

3.3

Confidential documents, reports, papers and private correspondence
should not be disclosed to the media. The content of letters and
emails addressed to Sandy Town Council and not marked as
confidential will be treated as being in the public domain and their
contents may be disclosed if the contents if such disclosures do not
breach the privacy of others.

3.4

If representatives of news media wish to discuss an issue that is, or
is likely to be, subject to legal proceedings then advice should be
taken from the Council’s solicitor before any response is made.

3.5

Officers and Members must not disclose any personal or confidential
information about other officers or members. This include the release
of personal information, such as home address and telephone
number, disciplinary procedures and long-term sickness absences
that are affecting service provision. Members’ details are available in
the public domain and through their Members Interest declaration.

3.6

The Town Clerk is responsible for issuing formal press releases on
behalf of the Parish Council and will do this in consultation with the
Town Mayor.

4

Contact with News Media Organisations

4.1

Statements made by the Mayor or, in the absence of the Mayor, the
Town Clerk, should reflect the Council’s opinion.

4.2

Other Councillors may talk to the media but must ensure that it is
clear that the opinions given were their own and not necessarily those
of the Council.
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4.3

Caution should be exercised when submitting letters to the editor for
publication in newspapers. Letters representing the views of the
Council should only be submitted by the Mayor or the Clerk. If other
Members choose to use the letters column to express their own
opinions on Council policies, they must make it clear that the views
expressed are their own and do not necessarily reflect the views of
the Council or any of its Members.

4.4

At all times consideration should be given as to how the
correspondence may affect the reputation of the Council. Sandy
Town Council’s code of conduct includes a requirement upon
members not to bring the Council into disrepute.

5

Attendance of news media representatives at Town Council
meetings

5.1

The Local Government Act 1972 requires that agendas, reports and
minutes are sent to the media on request.

5.2

Representatives of the news media are encouraged to attend Council
meetings and seating and workspace will be made available.

5.3

Any filming or taping of Council proceedings by representatives of
news media or private individuals must be with prior notice to the
Clerk and Chairman of the meeting.

6

Elections

6.1

The Code of Recommended Practice on Local Authority Publicity
contains guidance for providing publicity for Members and for
publicity around elections. The code makes it clear that Council
resources should not be used on publicising individual Members
unless it is relevant to the particular position they hold in the Council.
These extracts from the Code illustrate the main points:-

•

“Publicity about individual councillors may include the contact details,
the positions they hold in the council (for example, Chairman or
Chairman of a committee), and their responsibilities. Publicity may
also include information about individual councillors’ proposals,
decisions and recommendations only where this is relevant to their
position and responsibilities within the Council. All such publicity
should be objective and explanatory, and … personalisation of issues
or personal image making should be avoided.”

•

“Publicity should not be, or be liable to be misrepresented as being,
party political. Whilst it may be appropriate to describe policies put
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forward by an individual councillor which are relevant to their position
and responsibilities within the council, and to put forward their
justification in defence of them, this should not be done in party
political terms, using political slogans, expressly advocating policies
of those of a particular party or directly attacking policies and
opinions of other parties, groups or individuals.”
•

“The period between the notice of an election and the election itself
should preclude proactive publicity in all its forms of candidates and
other politicians involved directly in the election.”

6.2

In line with practice elsewhere in the country, the Council will not
quote any Councillor in a news release or involve them in proactive
publicity events during the election period, regardless of whether or
not they are standing for election. The only exception to this (as laid
down in the Code of Recommended Practice on Local Authority
Publicity) is during an emergency or where there is a genuine need
for a member level response to an important event outside the
control of the Council. In this situation, Members holding key civic
positions should be able to comment.

7

News Releases

7.1

The purpose of a news release is to make the media aware of a
potential story, to provide important public information or to explain
the Council’s position on a particular issue. It is the responsibility of
all Officers and Members to look for opportunities where the issuing
of a press release may be beneficial.

7.2. Any Officer or Member may draft a news release on behalf of Sandy
Town Council, however they must all be issued by the Town Clerk in
order to ensure that the principles outlined in section three (Legal
Framework) are adhered to, that there is consistency of style across
the Council and that the use of the press release can be monitored.

Adopted:

May 2013

Review:

May 2014

Review:

July 2016
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DATE:

11 March 2019

AUTHOR:

Town Clerk

SUBJECT:

Councillor Training Policy
Training Statement of Intent

1. Commitment
to training

Sandy Town Council is committed to maintaining the
standards expected of a Quality Council through identifying
appropriate training needs and providing sufficient
resources for its provision.
The Town Council accepts that training is vital to its
development and is not only necessary for its staff but also
for its Members.
Training will:
• Enhance the performance of both staff and Members
• Widen skills and experience
• Provide opportunities to network
• Provide the skills to confront challenges
• Encourage innovation
• Raise the standards of the Town Council.

2. Training
needs

Training will initially focus on specific topics and areas of
work relevant to local government and enhancing the
professional skills of staff and Members.
Methods to be used include:
• Formal training courses
• Briefings and seminars
• In house training and dissemination of information
• Conferences, eg SLCC and NALC regional and
national events

3. Identifying
training
needs

Staff training needs will be identified through an annual
appraisal. In addition the introduction of new equipment,
the need for specialist knowledge or the implementation of
new legislation may identify training needs.
It is expected that;
• a newly elected member will attend relevant initial
Councillor Training as soon as it is convenient for them
to do so.
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• every elected member will attend at least one training
course during each 4 year term. Training will be
identified as appropriate.
• when a general training need is identified for a majority
of elected members, for example as a result of a
change in legislation, the full Council and staff will
attend relevant training arranged ‘in house’ if
appropriate.

4. Resourcing
Training

Sufficient funds for training will be budgeted during the
estimates process each year and will include travel and
subsistence expenses if necessary.
There will also be an allocation for the purchase of
publications and manuals.

5. Measuring the The impact of training will be measured through the
Impact of
Council’s service delivery. Well trained Members and staff
Trained Staff will see the benefits through its successes such as:
and Members
• Well run Council meetings
• Professional and relevant responses to planning
applications
• Well documented policies and reports
• Well managed projects
• Well managed finances
• Well maintained grounds and properties
• Heightened awareness of Health and Safety issues
• Professional conduct of staff and Members
• Qualification for the use of the Power of Wellbeing
• Maintaining Quality Council status
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Councillor Training Policy
1.

Responsibilities

1.1

Sandy Town Council takes seriously its responsibility to ensure that
adequate and appropriate training is made available to its Members and
an annual budget is agreed as part of the precept setting to cover such
training.

2.

Training Solutions

2.1

Sandy Town Council will demonstrate a commitment to on-going training
and development through use of blended training solutions to suit the
needs of Councillors. These solutions may include;
•
•
•
•
•

In-house training events delivered by the Clerk, Councillors or external
support;
External courses offered by the Bedfordshire County Association of
Local Councils. Society of Local Council Clerks, Central Bedfordshire
Council and other external bodies;
E-learning solutions and training DVD’s with access being made
available in the Council offices;
Conferences and Seminars;
Information sharing meetings with other town councils, local
authorities, partners and stakeholders.

3.

Identifying Training Needs

3.1

Members training needs will be assessed by the Human Resources
committee who will advise on suitable training. A programme of available
training will be presented to the Human Resources committee each
quarter to help guide the training process.

4.

Specific Training Needs

4.1

New Councillors
As soon as practicable after joining the Council, a councillor should attend
an induction training session with the Town Clerk to familiarise him or
herself with the general work of the town council and the council’s
procedures. In an election year this will be conducted as a group session
before the first meeting of council is held. This will include a briefing on
the code of conduct, standing orders and financial regulations.
New Members should also attend a BATPC run ‘New Councillor Induction
Training’ course at a time that is convenient to them.
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Following an election re-elected Members should attend a BATPC run
‘Councillor Refresher Couse at a time the is convenient to them.
4.2

Chairman
All Members appointed as chairman or vice chairman will be expected to
attend a chairmanship training course within 6 months of their
appointment (If they have not previously completed the training).
There are three courses for Chairmanship training and it is expected that
a Chairman will complete all three sessions covering; Chairing a meeting,
Professional conduct and Handling the public and media.
The Chairman of the Policy, Finance and Resources Committee should
attend a BATPC run ‘Financial Management for Councillors’ training
session within 6 months of appointment as Chairman. (If not previously
completed)

4.3

Committee Members
Any Member of the Policy, Finance and Resources committee should be
given the opportunity to attend the BATPC run ‘Financial Management for
Councillors’ training.
Any Member of the Clerks Management Committee should be given the
opportunity to attend the BATPC run ‘Staff Appraisal’ training.
Members of the HR committee will be advised of other training
opportunities that will be suitable for Members on a quarterly basis so as
to advise Members of upcoming training.
All Members will be notified about upcoming seminars and parish
conferences.

5.

Evaluation
All attendees on training courses will be required to provide a review of
training undertaken and share any reports or evaluations that are
completed.

Adopted:
Reviewed:

3 August 2009
19 September 2016
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SANDY TOWN COUNCIL
Public Participation in Formal Meetings Policy
1.

Background

1.1 Sandy Town Council recognises its responsibility to promote the
democratic process and to listen, consult, inform and respond to the
local community through many different forms of community
engagement just one of which is public participation in formal
council meetings. Unfortunately, the constraints of business do not
permit a series of dialogue to be entered into at public meetings. If
members of the public wish to raise and discuss topics with the
council alternative ways to do so can be found in the Council’s
Community Engagement Policy.
2.

Objective

2.1 The objectives of this policy are:
1)

To encourage and promote public attendance at formal council
and committee meetings and participation in the public
speaking part of the meeting.

2)

To provide clear information for members of the council and
the public about the procedures to be followed concerning
public speaking at meetings.

3.

Full Council and Committee Meetings

3.1

Meetings of the Town Council and its committees are not public
meetings, they are meetings held in public so that the community
can observe the decision-making process. There is no requirement
in law to provide an opportunity for the public to question the
council or make oral representations at a meeting, but Sandy Town
Council welcomes the opportunity to provide a public speaking
session at all formal meetings.

3.2

The public speaking time will take place near the beginning of the
meeting.

3.3

At committee meetings members of the public may make
representations about items on the agenda only.
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3.4

At full council meetings members of the public may make
representations about items on the agenda and may also ask
questions of the council which need not be about items on the
agenda.

3.5

A member of the public who wishes to speak should notify the clerk
to the meeting before the meeting commences and complete a
short form with their contact details (the purpose of this form is to
allow the council to provide a written response if necessary).

3.6

The period of time designated for public participation at a meeting
in accordance with standing order 3(e) above shall not exceed 15
minutes unless directed by the chairman of the meeting.

3.7

Subject to standing order 3(f), a member of the public shall not
speak for more than 3 minutes.

3.8

The chair of the meeting will determine in what order members of
the public will be allowed to speak and whether questions to be
asked are the same or similar to other questions already asked or
answered. The chair of the meeting will ensure that all members of
the public are heard politely and without interruption and shall
ensure that guidelines on abusive or offensive remarks or
intemperate language are observed.

3.9

In accordance with standing order 3(e), a question shall not require
a response at the 3 meeting nor start a debate on the question. The
chairman of the meeting may direct that a written or oral response
be given. If an oral response cannot be given a written response
shall be provided within one week of the date of the meeting.

3.10 After the defined period of 15 minutes it must be clearly understood
that the public may not participate at any other time during the
council meeting except in very exceptional cases.
3.11 A person shall raise his hand when requesting to speak and stand
when speaking (except when a person has a disability or is likely to
suffer discomfort). The chairman of the meeting may at any time
permit a person to be seated when speaking.
3.12 A person who speaks at a meeting shall direct his comments to the
chairman of the meeting.
3.13 Only one person is permitted to speak at a time. If more than one
person wants to speak, the chairman of the meeting shall direct the
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order of speaking. Groups of people who wish to make
representations or ask questions should nominate one speaker.
3.14 Photographing, audio-recording, use of social media and filming is
permitted from the public seating area during public meetings; we
ask that as a courtesy prior notice of this intent is provided to the
clerk before the commencement of the meeting. Reasonable
facilities will be provided for this and for the press to take reports.
3.15 The minutes of the meeting will record whether any public
participation has taken place. Names of members of the public and
their addresses will not be recorded in the minutes.

