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CORNSAY PARISH COUNCIL 
 
At a meeting of Cornsay Parish Council held on Wednesday, 29th June, 2016, at 7.00pm, in 
Woodland Hall, Woodland Road, Esh Winning. 
 

Present: Councillor B Armstrong (in the Chair) 
and Councillors J Armstrong, L McKendrick, R Makepeace and D Robb 

and County Councillors D Bell, A Bonner and J Chaplow 
 
25. COUNCILLOR FS DUGGAN 
 
The Chairman reported, with deep sadness, that Councillor Syd Duggan had recently died.   
 
Councillor Duggan had been a member of this Council for many years and had also represented the 
area on Derwentside District Council.  He had been heavily involved in Hamsteels Community Centre 
and Hamsteels Community Hall Association and had worked tirelessly for the benefit of the 
community and local people.   
 
Members observed a moment’s silence as a mark of respect.  
 
26. APOLOGIES FOR ABSENCE  
 
An apology for absence was received from Councillor K Duggan.  
 
27. DECLARATIONS OF INTEREST/REQUESTS FOR DISPENSATIONS 
 
There were no declarations of interest or requests for dispensations. 
 
28. REPORTS FROM COUNTY COUNCILLORS 
 
County Councillors reported on the following items: 
 

 Councillor Eddie Bell had been elected as chairman of the council for the forthcoming 
municipal year.  

 Lumiere would be returning to Durham in November, 2017 following the success of previous 
events.  

 Wharton Park had now re-opened following a £3m restoration. 
 The County Durham Plan was now out for public consultation.  A number of consultation 

events were planned to take place across the County. 
 Councillors Simon Henig had stepped down as chair of the North East Combined Authority. 
 The County Council has recently won an award from the Municipal Journal for excellence in 

governance and scrutiny.  
 
Resolved: That the report be noted.  
 
29. MINUTES 
 
The minutes of the Annual Meeting of the Council and Ordinary Meeting held on 25th May, 2016, 
were confirmed as a correct record and signed by the Chairman. 
 
30. MATTERS ARISING 
 
There were no matters arising.  
  
31. FINANCIAL REPORT 

 
(a) Agreement was given for the payment of: 

 
(i) £313.89 to Mr D Walker in respect of Clerk’s wages for June. 
(ii) £78.60 to HMRC in respect of PAYE for June. 
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(iii) £443.00 to Makepeace Landscapes in respect of grounds maintenance and play 
areas. 

(iv) £840.00 to Artis Consulting in respect of quantity surveyor services for June. 
(v) £840.00 to Blake Hopkinson LLP April payment for design works. 
(vi) £44.34 to JRB Enterprises in respect of dog bags. 

 
(b) Cheques issued:  

  
(i) 25th May 2016 £ 332.42 Clerk’s wages    No. 857 
(ii) 25th May 2016 £ 83.20 HMRC     No. 858 
(iii) 25th May 2016 £ 117.60 Northern Echo Job Advert  No. 859 
(iv) 25th May 2016 £ 840.00 Artis Consulting    No. 860 
(v) 25th May 2016 £ 840.00 Blake Hopkinson LLP   No. 861 
(vi) 25th May 2016 £ 513.50 Makepeace Landscapes  No. 862 
(vii) 25th May 2016 £ 151.43 Playdale Playgrounds   No. 863 
(viii) 8th Jun 2016 £ 88.00 MG Ackroyd    No. 864 
(ix) 25th May 2016 £ 180.00 NEREO Job Advert   No. 865 
(x) 25th May 2016 £ 137.61 CDALC     No. 866 
(xi) 25th May 2016 £ 50.00 Petty Cash    No. 867 
(xii) 3rd June 2016 £ 75,694.50 WJM Quigley Ltd   No. 008 
(xiii) 9th June 2016 £ 20,000.00 Transfer to Barclays   No. 868 
(xiv)  28th June 2016 £ 120.00 Our Lady Queen of Martyrs Hall No. 869 

 
(c) Cash at Bank: 

 
Northern Rock  £41,136.35 
Barclays  £42,998.62 
Barclays (Savings) £12,232.64 

 
32. CORRESPONDENCE 
 
There was no correspondence requiring the Council’s attention.  
 
33. PLANNING APPLICATIONS 
 
There were no planning applications for consideration.  
 
34. BANKING ARRANGEMENTS 
 
In order to ensure that cheques could be signed efficiently, it was necessary to add an additional 
signatory to the Council’s accounts.  
 
Resolved: That Councillor L McKendrick be added as a signatory to the bank accounts.   
 
35. COMMUNITY BUILDING PROJECT COMMITTEE – MINUTES OF THE MEETING HELD 

ON 18 NOVEMBER 2014 
 
At the Annual Meeting of the Council, it had been resolved to dissolve the Community Building 
Project Committee as it was no longer required.  
 
The Internal Auditor had highlighted that the minutes of the last meeting, held on 18th November, 
2014, were unsigned in the Minute Book and had recommended that they be reported to the Council 
for confirmation.   
 
Resolved: That the minutes of the meeting of the Community Building Project Committee held on 
18th November, 2014, be confirmed as a correct record and signed by the Chairman.  
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36. HAMSTEELS COMMUNITY CENTRE  
 

(a) Neighbourhood Budget Application 
 
County Councillors D Bell, A Bonner and J Chaplow had kindly agreed to make a contribution from 
their Neighbourhood Budgets to cover the cost of IT provision in the new community centre.  
 
The terms and conditions of the grant required approval by the Council.   
 

(b) Lease to Hamsteels Community Hall Association 
 
The former community centre had been leased to the Hamsteels Community Hall Association, this 
lease having been ended by virtue of a deed of surrender when the building had closed last year.  
 
In order to enter into a new lease with the Association in respect of the new building, it would be 
necessary to have a new lease drafted.  
 
Durham County Council, who had undertaken the legal work in relation to the building recently, were 
able to undertake this work at a cost of £84.00 per hour and estimated that it would take around 7 
hours to complete.  
 

(c) Telephone Line 
 
The Clerk had been advised that it was necessary to arrange for the installation of a telephone line to 
the new building in order that the fire and intruder alarms could be monitored.  It would also enable a 
landline telephone to be installed in the building.  
 
The Clerk had approached BT who had indicated that a line could be installed at a cost of £120.00 
together with a monthly cost of £25.90 in respect of line rental and unlimited calls to UK landline and 
mobile telephone numbers.  
 

(d) Gas & Electricity Meters 
 
The Clerk had just been informed that it was the Council’s responsibility to arrange for the installation 
of gas and electricity meters in the new building.  
 
He had attempted to contact various suppliers, but to-date, the only one to respond had been EON.  
The information required to complete the application had been requested from the contractors and, 
once received, an application could be made for meters to be installed.  
 

(e) Update on Progress  
 
The Chair reported that the new building was progressing well.  It had been agreed to change the 
specification of external paving to reduce costs.  The contractors had advised that additional floor 
screeding would be required to accommodate the hearing loop and this had been passed on to the 
architect to deal with.  
 

(f) S106 Monies 
 
Durham County Council was in receipt of £31,000.00 in s106 monies in respect of the housing 
development being undertaken on the former school site.  
 
The Chairman advised that she had made some inquiries with a view to accessing this funding for 
environmental improvements in and around Western Avenue, including tidying up the former garage 
site, re-installing the former flower bed in the grassed area in front of nos. 20-26, provision of short 
stay parking for the shop and removal of the bollards and pinchpoints. It was hoped that this would 
increase the attractiveness the area and link with the new community centre.  
 
Resolved: (i) That terms and conditions of the grant be approved and signed on behalf of the 
Council.  
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(ii) That Durham County Council be instructed to prepare a lease of the new building to the 
Hamsteels Community Hall Association. 
 
(iii) That a telephone line be installed with BT. 
 
(vi) That an application be made to EON for installation of gas and electricity meters and provision of 
electricity and gas supplies to the new building.  
  
37. EXCLUSION OF THE PRESS AND PUBLIC 
 
Resolved: That in view of the confidential nature of the following item of business, and in accordance 
with section 1(2) of the Public Bodies (Admission to Meetings) Act 1960, the public and press be 
temporarily excluded and they be instructed to withdraw from the meeting. 
 
38. HAMSTEELS COMMUNITY CENTRE 
 
The architect had recently advised of the situation in respect of timescales for completion of the new 
building and that there would be some delay in the building being handed over.  The contract had 
made provision for the building to be completed in early July.  
 
As a result of the delay, there were various financial issues to be considered.  
 
Resolved: That provided the impact on the Council was financially neutral, the Council wished to 
reach an amicable and negotiated agreement without the need to invoke the relevant clauses in the 
contract.  
 
39. PAY SETTLEMENT 2016/2017 & 2017/2018 
 
The National Joint Council for Local Government Services had reached agreement on pay awards to 
cover the years 2016/2017 and 2017/2018. 
 
Details of the revised payscales had been circulated.  
 
Resolved: That wages be increased in line with the agreement.  
 
 

The Meeting closed at 8.00 pm 
 
Signed as a correct record: 
 
Chairperson 
 

……………………………………………………..  Date ……………………………. 

Clerk ……………………………………………………..  Date ……………………………. 
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CORNSAY PARISH COUNCIL 
 
At a meeting of the Personnel Committee held on Tuesday, 28th June, 2016, at 9.30am, in Our Lady 
Queen of Martyrs Parish Hall, Newhouse Road, Esh Winning. 
 

Present: Councillor B Armstrong (in the Chair) 
and Councillors R Makepeace and L McKendrick  

 
40. APOLOGIES FOR ABSENCE  
 
There were no apologies for absence.  
 
41. DECLARATIONS OF INTEREST/REQUESTS FOR DISPENSATIONS 
 
There were no declarations of interest or requests for dispensations. 
 
42. MINUTES 
 
The minutes of the meeting held on 13th June, 2016, were confirmed as a correct record and signed 
by the Chairman.  
 
43. MATTERS ARISING 
 
There were no matters arising.  
 
44. EXCLUSION OF THE PRESS AND PUBLIC 
 
Resolved: That in view of the confidential nature of the following item of business, and in accordance 
with section 1(2) of the Public Bodies (Admission to Meetings) Act 1960, the public and press be 
temporarily excluded and they be instructed to withdraw from the meeting. 
 
45. MARKETING & DEVELOPMENT OFFICER – APPLICANTS FOR INTERVIEW 
 
Candidate nos. 2,4,7,8 and 11 attended for interview.  
 
Resolved: That candidate no.11 be offered the post of Marketing & Development Officer on a 2-year 
fixed term contract and candidate no.2 be offered the post on a 1-year fixed term contract subject in 
both cases to receipt of satisfactory references and pre-employment checks.  
 
 

The Meeting closed at 5.45 pm 
 
Signed as a correct record: 
 
Chairperson 
 

……………………………………………………..  Date ……………………………. 

Clerk ……………………………………………………..  Date ……………………………. 
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CORNSAY PARISH COUNCIL 
 

27 July 2016 
 

REPORT OF THE CLERK 
 
FINANCIAL REPORT  
 
(a) Accounts for Payment 

 
  Goods/Service 

 
Details Amount VAT 

(i) Clerk’s wages July  317.24  
(ii) HMRC PAYE – July  79.20  
(iii) Clerk’s wages August  195.86  
(iv) HMRC PAYE – August    
(v) Information 

Commissioner 
Data Protection 
Registration 

 35.00  

(vi) Clerk   Fittings for new community 
centre 

  

(vii) Artis 
Consulting 

 QS Services – July   

(viii) Blake 
Hopkinson 
LLP 

 Design work – July   

(ix) WJM Quigley  Building works   
(x) Makepeace 

Landscapes 
 Grounds Maintenance   

(xi) Durham City 
Homes 

 Hire of Woodland Hall   

(xii) Wages  Marketing & Development 
Officers 

  

 
(b) Receipts/Payments since last Meeting 
 

Overleaf.  
 
(c) Quarterly budget report 

 

BUDGET REPORT         

     
Budget Amount Additional Income 

Spend to 
Date Remaining 

     Wages 4,000.00 242.45 1,408.46 2,833.99 

Insurance 2,500.00 
 

1,538.58 961.42 

Environment 3,000.00 218.00 1,349.43 1,868.57 

Audit 1,000.00 
 

88.00 912.00 

CDALC Membership 150.00 
 

137.61 12.39 

Newsletters 100.00 
 

0.00 100.00 

ICO 35.00 
 

0.00 35.00 

Office Expenses 265.00 
 

147.70 117.30 

Contingency 300.00 
 

0.00 300.00 

Miscellaneous 1,000.00 42.00 101.34 940.66 
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ACCOUNTS FOR THE YEAR 
2016/2017 

                      

             RECEIPTS           PAYMENTS             

             Date 

  

Northern 
Rock 

Barclays Barclays 
Savings 

Unity Trust Date 

C
h

q
 N

o
 

Payee Northern 
Rock 

Barclays Barclays 
Savings 

Unity 
Trust 

             

 
Brought Forward 27,050.89 44,409.37 12,222.42 10,247.20 

       

             07/04/2016 VAT Reclaim 14,244.44 
   

30/03/2016 839 Clerk's wages 194.05 
   07/04/2016 Precept 15,450.00 

   
30/03/2016 840 HMRC 48.40 

   
08/04/2016 Lottery Grant 

 
47,781.07 

  
30/03/2016 841 

Wicksteed 
Leisure 108.00 

   
27/04/2016 Interest 3.89 

 
5.36 

 
30/03/2016 842 

Artis 
Consulting 840.00 

   

03/05/2016 
Transfer from Northen 
Rock 

 
25,000.00 

  
30/03/2016 843 

Blake 
Hopkinson 
LLP 840.00 

   
05/05/2016 VAT Reclaim 10,106.10 

   
30/03/2016 844 

Durham City 
Homes 15.00 

   13/05/2016 Lottery Grant 
 

35,765.00 
  

30/03/2016 845 DCC 1,497.98 
   

09/05/2016 Interest 
   

1.47 30/03/2016 846 
Durham City 
Homes 27.00 

   
09/05/2016 

Transfer from Unity 
Trust 

 
10,248.67 

  
30/03/2016 847 

Cornsay Res 
Assoc 110.00 

   
03/06/2016 Lottery Grant 

 
63,078.75 

  
07/04/2016 6 

WJM Quigley 
Ltd 

 
57,337.28 

  27/05/2016 Interest 3.46 
 

4.86 
 

27/04/2016 848 Clerk's wages 286.50 
   19/05/2016 VAT Reclaim 8,674.20 

   
27/04/2016 849 HMRC 71.40 

   
13/06/2016 

Transfer from Northen 
Rock 

 
20,000.00 

  
27/04/2016 850 

Cornsay Res 
Assoc 100.00 

   

24/06/2016 Lottery Grant 
 

65,396.28 
  

27/04/2016 851 

Blake 
Hopkinson 
LLP 840.00 

   
01/07/2016 Lottery Grant 

 
297.60 

  
27/04/2016 852 

Artis 
Consulting 840.00 

   

 
Interest 

  
5.03 

 
27/04/2016 853 

Durham City 
Homes 15.00 

   
23/06/2016 VAT Reclaim 12,951.79 

   
27/04/2016 854 

Clerk (printer 
cartrdgs) 97.70 
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27/06/2016 Interest 2.99 
   

27/04/2016 855 
Transfer to 
Barclays 25,000.00 

   

      
27/04/2016 856 

Makepeace 
Landscapes 123.50 

   

      
04/05/2016 811 

Zurich 
Municipal 1,538.58 

   

      
09/05/2016 7 

WJM Quigley 
Ltd 

 
50,252.46 

  

      
09/05/2016 

 

Transfer to 
Barclays 

   
10,248.67 

      
25/05/2016 857 Clerk's wages 332.42 

   

      
25/05/2016 858 HMRC 83.20 

   

      
25/05/2016 859 

Clerk (job 
advert) 117.60 

   

      
26/05/2016 860 

Artis 
Consulting 840.00 

   

      
25/05/2016 861 

Blake 
Hopkinson 
LLP 840.00 

   

      
25/05/2016 862 

Makepeace 
Landscapes 513.50 

   

      
25/05/2016 863 

Playdale 
Playgrounds 151.43 

   

      
08/06/2016 864 MG Ackroyd 88.00 

   

      
25/05/2016 865 NEREO 180.00 

   

      
25/05/2016 866 CDALC 137.61 

   

      
25/05/2016 867 Petty Cash 50.00 

   

      
03/06/2016 8 

WJM Quigley 
Ltd 

 
75,694.50 

  

      
10/06/2016 868 

Transfer to 
Barclays 20,000.00 

   

      
28/06/2016 869 

OLQM Parish 
Centre 120.00 

   

      
29/06/2016 870 Clerk's wages 313.89 

   

      
24/06/2016 9 

WJM Quigley 
Ltd 

 
78,475.54 

  

      
29/06/2016 871 HMRC 78.60 

   

      
29/06/2016 872 

Makepeace 
Landscapes 243.00 

   

      
29/06/2016 873 

Artis 
Consulting 840.00 

   

      
29/06/2016 874 

Blake 
Hopkinson 840.00 
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LLP 

      
29/06/2016 875 

JRB 
Enterprises 44.34 

   

      
06/07/2016 876 Kyoob 600.00 

   

              

        
TOTAL 59,006.70 261,759.78 0.00 10,248.67 

        

Less uncleared 
chq 2,400.00 0.00 0.00 0.00 

             

 
TOTAL RECEIPTS 88,487.76 311,976.74 12,237.67 10,248.67 

  

TOTAL 
PAYMENTS 56,606.70 261,759.78 0.00 10,248.67 

             

             

             

             

             

             

             
C/F TOTAL RECEIPTS 88,487.76 311,976.74 12,237.67 10,248.67 C/F   

TOTAL 
PAYMENTS 56,606.70 261,759.78 0.00 10,248.67 

             

 
Cash at Bank 31,881.06 50,216.96 12,237.67 0.00 

       

             

 
Total Payments 56,606.70 261,759.78 0.00 10,248.67 
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(d) VAT reclaims 
 
The VAT reclaim for May has now been received from HMRC in the sum of £12,951.79. 
The VAT reclaim for June has been submitted to HMRC in the sum of £16,058.69. 

 
(e) Petty Cash 
 

The petty cash balance is currently £15.84.  £84.16 is therefore required to return the 
balance to £100.00 

 
Agenda Item No. 9 

YOUTH SHELTER 
 
Additional damage to the youth shelter roof has recently been reported.  The damaged panels 
have been removed from site by Stephen Makepeace.  
 
It was previously agreed that the Council would cover the costs of repairs to the missing panels 
following the works undertaken by the insurance company in order that the roof would be 
complete.  
 
These repairs were to be undertaken when the supplier was next undertaking work in the area.  To 
date, the company has not been in the area and accordingly, there remained 3 missing panels.  A 
number of further panels have now been removed/vandalised and the greater part of the roof is 
now without a covering.  
 
Your instructions are requested.  
 

Agenda Item No. 10 
HAMSTEELS COMMUNITY HALL ASSOCIATION – TENANCY AT WILL 
 
It has previously been agreed to instruct Durham County Council’s Legal Services Department in 
the matter of a lease of the new community building to the Hamsteels Community Hall Association.   
 
Members will recall that the business plan submitted to the Lottery made provision for this as the 
management arrangement on the basis that the Council would have nomination rights to the 
managing organisation.  
 
The Association is currently a registered charity and has recently been working with Durham 
Community Action and Mid Durham AAP to update its governing document and make provision for 
the Council to have nomination rights to the management committee.  
 
Through this work, it has become apparent that the most appropriate structure for the Association 
is that of a Charitable Incorporated Organisation, and work has been commenced on this, however 
it could be a matter of months before it is completed.  
 
The solicitor has advised that it would be appropriate to delay entering into a Lease with the 
Association until such times as the changes have been completed. 
 
Accordingly, in order to permit the Association to occupy the new building on formal terms (and so 
that the Council does not have to manage the building in the meantime with the consequent VAT 
considerations) it is possible to enter into a Tenancy at Will with the Association.  
 
This would be on essentially the same terms as the former Lease but would be terminable by 
either side.  Once the Association becomes a CIO, it will then be possible to enter into a formal 
lease. 
 
A suitable Tenancy at Will has been drafted by the solicitor.  Should the Council and Association 
be agreeable to the terms, it can then be signed on behalf of both parties.  
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Agenda Item No. 11 
 

XXX PARISH/TOWN COUNCIL 
HEALTH & SAFETY POLICY 
 
1. GENERAL 
1.1  The Council recognises its responsibilities as an employer for providing a safe and 

healthy environment for all its employees, contractors, voluntary helpers and others 
who may be affected by the activities of the Council. 

1.2  The Council will make every effort to meet its responsibilities under the Health and 
Safety at Work Act 1974 and subsequent regulations. 

1.3  If appropriate, the Council will seek expert technical advice on Health and Safety 
matters 

 
2 AIMS OF THE POLICY 
2.1  To provide as far as is reasonably practicable: 
 

 A safe place of work and a safe working environment; 

 Sufficient information, instruction and training for employees, contractors and 
voluntary helpers to carry out their work safely; and 

 Care and attention to health, safety and welfare of employees, contractors, 
voluntary helpers and members of the public who may be affected by the Council’s 
activities. 
 

3 ARRANGEMENTS AND RESPONSIBILITIES 
3.1  The Council will: 
 

 Keep informed of relevant Health and Safety Policy legislation; 

 Make effective arrangements to implement the Health and Safety at Work 
Policy; 

 Ensure that matters of Health and Safety are regularly discussed at meetings of the 
Parish Council; 

 Ensure that regular risk assessments are carried out of working practices and 
assets and maintain record of risk assessments; 

 Make effective arrangements to ensure that contractors or voluntary helpers 
working for the council comply with all reasonable Health and Safety at Work 
requirements. All contractors will be given a copy of the Council’s Health and Safety 
at Work Policy; 

 Ensure that work activities by the Council do not unreasonably jeopardise the health 
and safety of members of the public; 

 Maintain a central record of notified accidents; and 

 When an accident or hazardous incident occurs take immediate action to prevent a 
recurrence or further accident and to complete the necessary accident reporting 
procedure. 

 
3.2  All employees, contractors and voluntary helpers will: 

 Cooperate fully with the aims and requirements of the Health and Safety at Work 
Policy and comply with Codes of Practice or work instructions for Health and Safety; 

 Take reasonable care of their own Health and Safety, use appropriate personal 

 protective clothing and, where appropriate, ensure the appropriate First Aid 
materials are available; 
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 Take reasonable care for the Health and Safety of other people who may be 
affected by their activities; 

 Not intentionally interfere with or remove safety guards, safety devices or other 
equipment provided for Health and Safety; 

 Not misuse any plant, equipment, tools or materials so as to cause risks to Health 
and Safety; 

 Report any accidents or hazardous incidents to the Clerk. 
 
3.3  The Council will: 
 

 Take seriously its Duty of Care to employees; 

 Ensure that appropriate levels of insurance are in place; 

 Carry out risk assessments as needed; 

 Ensure this policy is reviewed regularly. 
 
4 General 
4.1  An accident or injury at work, however trivial it may appear at the time, must be 

reported. Details of the accident should be recorded in the Accident Book held by 
the Clerk. In the event of an accident which requires First Aid treatment, assistance 
should be available from a First Aider (if available). If it is necessary to call an 
ambulance, dial 999 for the emergency services. On no account should you move 
anyone who appears to be seriously injured unless is it essential to do so for 
reasons of personal safety. 

4.2  There is legislation covering the control of substances hazardous to health 
(COSHH) which requires that all substances used in the workplace must be 
assessed in order to identify the risk to health. Where appropriate these should be 
stored separately and safely. 

4.3  All electrical equipment must be maintained to prevent danger. Electrical 
inspections should be carried out to comply with standards. 

4.5  Lone members of staff should not arrange to meet unknown contacts except in 
public places. All members of staff should provide details to another person of 
where they are going, the purpose of the visit and their anticipated time of return. If 
there is any unexpected change to this, please telephone them if possible. 

4.6  Aggressive Situations - It is recognised that some employees may be subjected to 
aggression because of the jobs that they do. Situations resulting in verbal abuse or 
anti-social behaviour, as well as physical assault, must be reported to identify 
possible remedial action. 
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Agenda Item No. 12 
 

XXX PARISH/TOWN COUNCIL 
MEMBER/OFFICER PROTOCOL 
 
1  Reason for policy 
 
1.1  Mutual trust and respect between Councillors and Officers is essential to ensure good 
governance and the effective running of a council. To help ensure that relationships do not go 
awry, it is advisable to have a written protocol, which can cover the respective roles and 
responsibilities of the Councillors and the Clerk (and any other employees); the relationships 
between Councillors and Officers; how concerns should be raised; and who is responsible for 
making decisions.  
 
1.2  The same fundamental principles apply regardless of the nature and size of a council. 
 
1.3  This protocol is intended to assist Councillors and the Clerk, in approaching some of the 
sensitive circumstances which arise in a challenging working environment. 
 
1.4  The reputation and integrity of the council is significantly influenced by the effectiveness of 
Councillors, the Clerk and other staff working together to support each other’s roles. 
 
1.5  The aim is effective and professional working relationships characterised by mutual trust, 
respect and courtesy. Close personal familiarity should be avoided. 
 
2 Respective roles 
 
2.1  The respective roles of Councillors and employees can be summarised as follows: 
 

Councillors and Officers are servants of the public and they are indispensable to one 
and other, but their responsibilities are distinct. Councillors are responsible to the 
electorate and serve only so long as their term of office lasts. Officers are responsible 
to the council. Their job is to give advice to Councillors and to the council, and to 
carry out the council’s work under the direction and control of the council and relevant 
committees. 

 
3  Councillors 
 
3.1 Councillors have four main areas of responsibility: 

 To determine council policy and provide community leadership; 

 To monitor and review council performance in delivering services; 

 To represent the council externally; and 

 To act as advocates for their constituents. 
 

3.2  All Councillors have the same rights and obligations in their relationship with the 
Clerk and other employees, regardless of their status or political party, and should be treated 
equally. 
 
3.3  Councillors should not involve themselves in the day to day running of the Council. This is 
the Clerk’s responsibility, and the Clerk will be acting on instructions from the Council or its 
Committees 
. 
3.4  Committee Chairs and Vice-Chairs have additional responsibilities. These responsibilities 
mean that their relationships with employees may be different and more complex than those of 
other Councillors. However, they must still respect the impartiality of Officers and must not ask 
them to undertake work of a party political nature, or to do anything which would prejudice their 
impartiality. 



 
 

9 
 

 
4  Officers 
 
4.1  The role of Officers is to give advice and information to Councillors and to implement the 
policies determined by the Council. 
 
4.2  In giving such advice to Councillors, and in preparing and presenting reports, it is the 
responsibility of the Officer to express his/her own professional views and recommendations. An 
Officer may report the views of individual Councillors on an issue, but the recommendation should 
be the Officer’s own. If a Councillor wishes to express a contrary view they should not pressurise 
the officer to make a recommendation contrary to the officer’s professional view, nor victimise an 
officer for discharging his/her responsibilities. 
 
5 Respective expectations 
 
5.1  All Councillors can expect: 

 a commitment from Officers to the Council as a whole, and not to any individual Councillor, 
group of Councillor’s or political group;  

 a working partnership; 

 Officers to understand and support respective roles, workloads and pressures; 

 A timely response from Officers to enquiries and complaints; 

 Officer’s professional advice, not influenced by political views or personal preferences; 

 regular, up to date, information on matters that can reasonably be considered appropriate 
and relevant to their needs, having regard to any individual responsibilities or positions that 
they hold; 

 Officers to be aware of and sensitive to the public and political environment locally; 

 Respect, courtesy, integrity and appropriate confidentiality from Officers; 

 training and development opportunities to help them carry out their role effectively; 

 not to have personal issues raised with them by Officers outside the council’s agreed 
procedures; 

 that Officers will not use their contact with Councillors to advance their personal interests or 
to influence decisions improperly; 

 
5.2 Officers can expect from Councillors: 

 a working partnership; 

 an understanding of, and support for, respective roles, workloads and pressures; 

 leadership and direction; 

 respect, courtesy, integrity and appropriate confidentiality; 

 not to be bullied or to be put under undue pressure; 

 that Councillors will not use their position or relationship with officers to advance their 
personal interests or those of others or to influence decisions improperly; 

 that Councillors will at all times comply with the council’s adopted Code of Conduct. 
 

5.3 Some General Principles: 

 Close personal relationships between Councillors and Officers can confuse their separate 
roles and get in the way of the proper conduct of Council business, not least by creating a 
perception in others that a particular Councillor or Officer is getting preferential treatment. 

 Special relationships with particular individuals or party political groups should be avoided 
as it can create suspicion that an employee favours that Councillor or political group above 
others. 
 

6 Political Groups 
6.1  The operation of political groups is becoming more of a feature within parish councils. 
Councillors are elected to serve their community and should ensure that is the guiding principle by 
which decisions are made. Party politics within a parish or town council can pose particular 
difficulties for employees in terms accountability. The council remains the employer and staff, via 
the management structure, are answerable to the council as a whole. 
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6.2  Party political groups have no power to require the Clerk or any other employee to attend 
group meetings or to prepare written reports for them, and employees can legitimately refuse to do 
so. The Clerk and other Officers are responsible to the council as a whole and should not take 
action under instructions from any individual Councillor. 
 
6.3  If the council has adopted party political groupings, the Clerk should ensure that any 
reports or advice offered to a political group are statements of relevant facts, with an appraisal of 
options and do not deal with the political implications of the matter or options, or make any 
recommendations. It is not the Clerk’s role to make recommendations to a political group. 
 
6.4  If a report is prepared for one political group, the Clerk should advise all other political 
groups that the report has been prepared, or that advice was given. 
 
6.5  Any Clerk needing advice or guidance on matters relating to party groups or how to operate 
within a political environment, can seek advice from the County Association. 
 
7 Problem areas 
 
7.1  From time to time the relationship between Councillors and the Clerk (or other employees) 
may break down or become strained. Whilst it is always preferable to resolve matters informally it 
is important that the council adopts a formal grievance protocol or procedure. 
 
7.2  The council has disciplinary and grievance procedures in place. Adopting a grievance 
procedure enables individual employees to raise concerns, problems or complaints about their 
employment in an open and fair way if they cannot be resolved informally. The Chair of the Council 
cannot, formally, resolve such matters by him or herself. The creation of a committee of no less 
than, and no more than, three members with devolved authority to resolve such matter is the 
appropriate mechanism. 
 
7.3  If a Councillor is dissatisfied with the conduct, behaviour or performance of the Clerk or 
another employee, the matter should be raised in the first instance with the Clerk (if it applies to 
another member of staff) or the Chairman (if it applies to the Clerk). If the matter cannot be 
resolved informally, it may be necessary to invoke the council’s disciplinary procedure.  
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Agenda Item No. 13 
 

XXX PARISH/TOWN COUNCIL 
ICT POLICY 
 
PURPOSE 
 
XXX Parish/Town Council provides Information & Communications Technology facilities for the 
purpose of conducting Parish business. This document establishes guidelines for those using the 
computing facilities provided by Council. 
 
This policy covers the following: 

 General ICT usage 

 Software Licensing Policy 

 Usage 

 Internet usage 

 Security 
 

1.  THE SCOPE 
1.1  This policy applies to all employees and members of the Council when using the 

information technology facilities provided by Council. 
1.2  For the purposes of this document the computing facilities, collectively called “Information 

and Communications Technology (ICT)” include all: 
 

 Computer-related equipment, including desktop personal computers (PCs), portable PCs 
(laptops) and printers 

 Software including purchased or licensed business software applications, Council written 
applications, employee or vendor/supplier written applications, computer operating 
systems, and any other equipment residing on Council owned equipment 

 Electronic communications equipment including telephones, radio communicators, voice 
mail, e-mail, fax machines. 

 Internet and website access including broadband 

 Intellectual property regarding software design e.g. database, website 

 Personal data 

 Any other data stored on Council equipment 
 
2.  THE POLICY 
2.1  General I.T. usage 
 

 Council ICT facilities are provided for the sole purpose of conducting Parish business and 
to facilitate the creation, storage and communication of Parish Council documents and data 

 All documents and data are to be stored in an orderly way, organised by subject and date, 
with appropriate titling/keywords/tags to facilitate future retrieval 

 Users of the ICT facilities are required to ensure that appropriate regular maintenance of 
equipment is undertake to ensure its effectiveness in use, and to report any defects to the 
Council for immediate remedy 

 Users of the ICT facilities are required to comply with this policy and accept that they will 
not indulge in any dangerous, illegal or an activity likely to bring the Council into disrepute 

 The Council reserves the right to amend this policy at any time without prior notice and to 
take such further actions as may be necessary or appropriate to comply with changes in 
related legislation or laws 

 The Council reserves the right, without notice, to limit or restrict any individual’s use, and to 
inspect, copy, remove or alter any data, file or system resource which may undermine the 
authorised use of any computing facility or which is used in violation of Parish Council rules 
or policies 

 The Council reserves the right to change authorisations and passwords to protect its 
computing facilities 
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 No personal data or files are to be stored on Council ICT facilities 

 All ICT rights are suspended when employment is terminated for any reason 
 
2.2  Software Licensing Policy 

 All software used by the Council must be licensed and details recorded 

 Users shall only install software of a type and quality approved by the Council, and must 
observe the conditions of any licence implied by downloading and using the software 

 
2.3  Email usage 

 Council email facilities are provided for the purpose of conducting Parish business and to 
facilitate communication and the movement of documents 

 The Council does not permit personal use of these facilities and does not allow the sending 
of material that may be considered to be offensive and/or obscene or which may be 
regarded as sexual harassment 

 
2.4  Internet usage 

 Internet access is provided for the purpose conducting Parish business 

 The Council does permit a limited amount of personal use of these facilities (solely in an 
employee’s own time) but the downloading of the following inappropriate material is not 
permitted 

o Obscene, offensive material 
o Copyrighted material 
o Software which may be copyrighted and/or may prevent the continued operation of 

business applications/systems residing on the employees PC 
 
2.5 Telephone usage 

 Telephone lines are provided for the purpose of conducting Parish business 

 The Council does permit a limited amount of personal use of these facilities for calls to UK 
landline and mobile numbers (included within the Council’s calling package). A record must 
be made of any personal calls made (including the date and time of the call, number dialled, 
duration of the call and the name of the person making the call).  Any charges incurred 
outside of the Council’s calling package must be reimbursed in respect of personal use.  

 
2.6  Security 

 All Council ICT equipment must be kept in a secure place at all times 

 All councillors and employees must use passwords to protect any Council data on their 
equipment 

 Passwords must be secure.  

 The Virus checker and firewall must be in constant use and updated on a regular basis 

 All software, user data, and settings on employee’s computers must be backed up in a way 
that facilitates restoration with minimum loss and inconvenience 

 All Council paperwork whether ICT related or otherwise will be secured in locked storage 
when not in use. 

 Waste paper containing personal information (including names and addresses) will be 
shredded before disposal 

 When disposing of a Council computer, back up drive or other data recording device the 
data recording drive must be destroyed to prevent others accessing the data. 

 
Agenda Item No. 16 

BANKS COMMUNITY FUND 
 
It is necessary to make an application to the Fund for a grant towards the costs of fixtures and 
furnishings for the new building, in particular the IT room. 
 
The application will be submitted during the summer recess. 


