DUSTON PARISH COUNCIL

Duston Parish Council
Duston Community Centre
Pendle Road

Duston

Northampton

NN5 6DT

FULL COUNCIL

31* March 2023
Dear Councillor,

You are hereby summoned to attend the Ordinary meeting of Duston Parish Council to be held
at Duston Community Centre on Thursday 6N April 2023 commencing at 7.00pm for the

purpose of transacting the following business.

Issued by:

é%d@

Gary Youens
Parish Clerk, Duston Parish Council

AGENDA

178/23. To receive apologies for absence

179/23. To receive and approve the minutes of the meeting held on Thursday 2™ March 2023
(APPENDIX A).

180/23. To receive declarations of interest under the Council’s Code of Conduct related to

business on the agenda (Members should disclose any interests in the business to be discussed

Please note, this is a public meeting and you may be filmed, recorded and published. Copies of all council papers
are available to download at www.duston-pc.gov.uk

Tel: 01604 583626 ~ Web: www.duston-pc.gov.uk
Email; office@duston-pc.gov.uk Li| @DustonPC [/ @Duston_PC



and are reminded that the disclosure of a Disclosable Pecuniary Interest will require that the
member withdraws from the meeting room during the transaction of that item of business).

181/23. Helen Howard, West Northamptonshire Council

182/23. Public Participation Session (Persons wishing to address Council may register their
intention to do so at the above address by telephone or email by 12 noon on the day of the
meeting and may speak for o maximum of 3 minutes).

183/23. Bank Reconciliations
e To approve bank reconciliations for January 2023 (APPENDIX B)

184/23. Payment of Invoices
¢ To note invoice payments for January 2023 (APPENDIX C)

185/23. Updates from Committees
a) Toreceive a report in the form of draft minutes from the Environment Committee
(APPENDIX D)
b) To receive a report in the form of draft minutes from the Community Services
Committee (APPENDIX E)

186/23. Recommendation From Environment Committee
a) To receive and note the results of the consultation and Report (APPENDIX F)
b) To discuss and agree on the way forward

187/23. Recommendation From Environment Committee
e To approve new play equipment in three parks (APPENDIX G)
a) Mendip Park to seek expenditure from Section 106
b) Duston Wildes “Quarry” expenditure from Community Infrastructure Levy
¢} Haydown Green expenditure from Community Infrastructure Levy

188/23.Recommendation from the Environment Committee
a) To approve use of Community Infrastructure Levy (CIL) in the purchase of a
commemorative bench for the Coronation of King Charles 1ll (APPENDIX H)
b) To delegate to the Clerk the installation of the Coronation Commemorative bench

189/23. Recommendation From Community Services Committee
e To approve a Grant Application from Duston Scouts and offer £1000 (APPENDIX |)

190/23. Duston Parish Council Bank Mandate
e To discuss the situation with Duston Parish Council Bank Mandate (Unity Bank &
Barclays Bank) and how to proceed.

Please note, this is a public meeting and you may be filmed, recorded and published. Copies of all council papers
are available to download at www.duston-pc.gov.uk



191/23. Electoral Ward Boundary Review
¢ To contact the Local Government Boundary Commission for England and support their
proposal that the new electoral ward of Duston is exactly the same boundary as the
Parish Council. Give suppaort in general that they have tried to base electoral wards on
parish boundaries {APPENDIX J)

192/23. Skate Ramp(s) in Duston
a) To decide whether this is a project whether Duston Parish Council wants to consider
b) If so, to decide which Committee to delegate responsibility for a feasibility review and
report back to Council in due course with recommendations

193/23. Police Liaison Report
e To receive a report from ClIr lain Liddon

194/23. Planter In Limehurst Square Area
a) To purchase a planter for the area of Limehurst Square using Community Infrastructure
Levy {subject to permission of WNC Highways).
b} Delegate to the Clerk in consultation with the Chairs of the Environment Committee &
Community Services Committee.

195/23. Communications and Engagement Policy
e To approve the revised Communications and Engagement Policy (APPENDIX K)

196/23. Disciplinary and Grievance Policy and Procedures
e To approve the Disciplinary and Grievance Palicy Procedures (APPENDIX L)

197/23. Standing Orders and Scheme of Delegation
¢ To approve the Standing Orders and Scheme of Delegation {APPENDIX M)

198/23. Sickness Absence Policy
+ To approve the Sickness Absence Policy {APPENDIX O}

Please note, this is a public meeting and you may be filmed, recorded and published. Copies of all council papers
are available to download at www.duston-pc.gov.uk
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'DUSTON PARISH COUNCIL
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Duston Parish Council
Duston Community Centre
Pendle Road

Duston

Northampton

NN5 6DT

FULL COUNCIL
MINUTES THURSDAY 2" MARCH 2023 7PM

PRESENT

CHAIR: P Enright-King

COUNCILLORS : Golby, Ingram, Liddon, @gjtlan&{_:_,:_ghouge.";-éﬁgjgper, Ennis-Clark, Mumford

155/23. To receive apologies fof'a_b__s_ence

s Apologies.were receiy Clles Bottwogd, Hinch and Barnes

156/23. To receive afid Zé_fpprd\iéffhe minutéﬁf bf:-‘tf.\'.e meeting held on Thursday 2™ February
2023 Tk

. RESOWED;_That the minates of the meeting held on Thursday the 2™ of February were
approved asiatrue record and signed by the chair.

157/23. To receive declarations of interest under the Council’s Code of Conduct related to
business on the agenda

e Cllr Ingram declared a non-pecuniary interest upon agenda item 164/23. Duston Good
Neighbours Scheme (DGNS), declaring that they are a member of Duston Old People’s
Welfare Association.

Tel: 01604 583626 ~ Web: www.duston-pc.gov.uk
Email: office@duston-pc.gov.uk Ll @DustonPC [ @Duston_PC



158/23. Alan Burns, West Northamptonshire Council
s Alan Burns, the newly appointed Town and Parish Council Liaison Officer, attended the
Council meeting. He spoke upon his role and its aim to foster and joint working
relationship between West Northamptonshire Council and Town / Parish / Community
Councils. Areas for joint working include $106, Community Infrastructure Levy, Climate
Change and local area partnerships.

e RESOLVED:
a) That the introduction from the Town and Parish Couneil Liaison Officer in the form
of a verbal presentation was noted.
b} That Alan Burns was thanked for attending the:meeting

159/23. Public Participation Session

¢ One member of public was in attendange;: they spoke upon ltemgif{:‘

160/23. Updates from Committees -

e RESOLVED:

a) Thatthe report mnth&o{grm of draftmlnutes f;;amthe Envirgament Committee was
noted.
b) That the repottin the for%’ﬁf draft mi‘ it
c¢) Thatthe report ifithe for
Com mt.t,t_ee_,was notéd. .-

é;;g;-ﬂfrom the "Riénning Committee was noted.

.....

. RE‘S‘QngD:

recommendation by the Environment Committee to install a
Gakway”) to help reduce the amount of standing water in

a) The Council gpproved t
land drainagé system (as“ﬂ
Medip Park entrdrice.

b} To be funded throtigh

‘€ommunity Infrastructure Levy.
162/23. Recommendation from Environment Committee
e RESOLVED:
a) To note the discussion on the problems of parking around Duston Eldean Primary School

and Millway Primary School.
b) To fund no-parking banners, A frames, signage flyers etc from the DPC Grants budget.



c) The Clerk to discuss progressing this further with both Duston Eldean Primary School
and Miflway Primary School.

163/23. Armed Forces Covenant
e RESOLVED:

a) That Armed Forces Covenant is adopted and signed by the Chair and Clerk (APPENDIX E)
b} That the signed Armed Forces Covenant is placed on a wall inside Duston Community
Centre.

164/23. Duston Good Neighbours Scheme (DGNS)

e RESOLVED: That the BCD Manager actively seeks a central co- ordlnator for the DGNS in
order to get the project back on track and operational. ;

165/23. Grow Together Allotment Sub-Committee Report
e RESOLVED: L
a) That the aims & objectives of Tﬁ‘e' Grdw Tbgether AIldtnﬁent, set out in the presentation,
were approved and adopted (APPENDIXF).

b) That the minu
February we

ttee held on Thursday the 9™ of
roved 3@2 true reca' ‘;aﬁﬁ signed Bv‘t’he Chair (APPENDIX G).

166/23. Tree Policy

» RESOLVED: Th

he TreeiManagemertt Policy was adopted (APPENDIX H}
167/23. Coungillor Officer Protocol .

e RESOLVED: That the cOﬁﬁggllor / Officer Protocol was adopted {APPENDIX |)
168/23. Coronation“ Plans. :

e RESOLVED:

a) That the update in the form of a verbal report from the Clerk was noted
b) That the discussions surrounding the Coronation Plans were noted.

169/23. 2023 Events & Initiatives Update

¢ RESOLVED:



a) That the written report from the BCD Manager was noted (APPENDIX J}.
b} That Alison Grantham and Sarah Percival are thanked for their work.

170/23. Welcome to Duston Signs
e RESOLVED:

a) As part of the Four Year Plan the Council purchases three (not two} additional
“Welcome To Duston Signs” and posts. Size of sign 950 x 500mm. Cost is £1790 + £65
carriage and VAT. P

b} Toinstall one adjacent to Access Storage on Tollgate Way, one at the entrance of Weggs
Farm Road facing New Sandy Lane and entrance to Costwold Avenue from Harlestone
Road. . A

¢} To be paid for using Community Infrastructure Levy (CIL)

171/23. Internal Controls Councillor Report :

* RESOLVED: That the latest Internal Controls Goumncillok eport was recéivied and noted

(APPENDIX K).

172/23. Bank Reconciliations

¢ RESOLVED: That the bankereconciliations fﬁ?*ﬁ:éfemﬁerzozzwere approved
(APPENDIX L} - -

173/23. Payment of Invoices:

e RESOLVED: That the invﬁfﬁéﬁgpayment’é‘;“’:f":g"’:"?@écem ber 2022 were noted (APPENDIX M)

The meetfng csed at 8:54pm .



APPENDIX B

Date: 03/03/2023 Duston Parish Council Page 1

==y Bank Reconciliation Statement as at 31/01/2023 4 Ligsr e

for Cashbook 1 - Current Afc 03573680

Bank Statement Account Name (s) Statement Date Page No « Balances
Barclays Community A/c 3680 31/01/2023 1 ! 41,135.61
41,135.61
Unpresented Cheques {(Minus) Amount
0.00
0.00
41,135.61

Receipts not Banked/Cleared (Pius)

0.00
0.00
41,135.61
Balance per Cash Book is :- 41,135.61

Difference is :- 0.00






Date: 10/03/2023 Duston Parish Council Page 1
Tinae (S:55 Bank Reconciliation Statement as at 31/01/2023 Userhe
for Cashbook 2 - Business Saver Alc 63253058
Bank Statement Account Name (s) Statement Date Page No Balances
Business Saver Afc 3058 31/01/2023 1 713,555.21

713,655.21
Unpresented Cheques (Minus) Amount
0.00

0.00

713,5655.21

Receipts not Banked/Cleared (Plus)

0.00

0.00

713,555.21

Balance per Cash Book is :- 713,555.21

Difference is :~ 0.00






Date: 10/03/2023 Duston Parish Council Page 1

TIEE 1578 Bank Reconciliation Statement as at 31/01/2023 Uzemhls

for Cashbook 5 - Petty Cash

Bank Statement Account Name (s) Statement Date Page No Balances

Petty Cash 31/01/2023 1 131.40
131.40
Unpresented Cheques (Minus) Amount
0.00
0.00
131.40

Receipts not Banked/Cleared (Plus)

0.00
0.00
131.40
Balance per Cash Book is :- 131.40

Difference is :- 0.00






Duston Parish Council Petty cash count and reconciliation

lan-23 Float
Per count
20 100.00
10 10.00
5 5.00
2 8.00
1 6.00
0.5 1.00
0.2 0.80
0.1 0.10
0.05 0.45
0.02 0.04
001 001
131.40 INTIN
In safe 0.00
131.40 Agreed
Reconciliation to RBS Jan-23
In tin b'wd 128.40
Cash received {trf from bankings sheets)
Trf in from cash takings 5.50
Trf to Facilities float -2.50
Trf in from facilities
131.40
Cash paid out in month 0.00
=Cashintin 131.40 0.00
Balance per RBS 131.40
Patty cash expenses paid
Ref Description £






Date: 10/03/2023 Duston Parish Council Page 1
TimeeHg Bank Reconciliation Statement as at 31/01/2023 WL e
for Cashbook 9 - Unity Current 20456870
Bank Statement Account Name (s) Statement Date Page No Balances
Unity Bank - current account 31/01/2023 1 1,445.85

1,445.85
Unpresented Cheques (Minus) Amount
0.00

0.00

1,445.85

Receipts not Banked/Clearad (Plus)

0.00

0.00

1,445.85

Balance per Cash Book is :- 1,445.85

Difference is :- 0.00






Date: 10/03/2023 Duston Parish Council Page 1

TimES 16228 Bank Reconciliation Statement as at 31/01/2023 LEEENE

for Cashbook 8 - Facilities float

Bank Statement Account Name (s) Statement Date Page No Balances
Facilities float 31/01/2023 1 33.61
33.61
Unpresented Cheques (Minus) Amount
0.00
0.00
33.61

Receipts not Banked/Cleared (Plus)

0.00
0.00
33.61
Balance per Cash Book is :- 33.61

Difference is :- 0.00
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APPeND\X D

DUSTON PARISH COUNCIL

Duston Parish Council
Duston Community Centre
Pendle Road

Duston

Northampton

NN5 6DT

ENVIRONMENT COMMITTEE
MINUTES 16" MARCH 2023

Cllrs Enright-King, Ennféié?%gk, Ingramy, Liddon,
CHAIR: Councillor P. Enright-King | S 4: |
PRESENT: CllIrs Ennis-Clark, Ingram and[tddon '
INATTENDANCE: k-
Mr G. Youens — Clerk®

Mr R. Ikavn_i_ng&::_é\:ssistanfi”(iiiérk.:?_'_ o

EC078/23. To receive apcflq.»:g_ies fc;:iga'bge‘nce

o There wete no apologies received.

16" February 2023

e RESOLVED: That the minutes of the meeting held on the 16" of February 2023 were
approved as a true record and signed by the Chair.

EC080/23. To receive declarations of interest under the Council’s Code of Conduct related to
business on the agenda

o There were no interests declared.

EC081/23. Public Participation Session

Tel: 01604 583626 ~ Web: www.duston-pc.gov.uk
Email: office@duston-pc.gov.uk il @DustonPC [ @Duston_PC



One member of the public was in attendance, they spoke upon item EC082/23. Mendip
Park Entrance.

EC082/23. Mendip Park Entrance

a)

b)

RESOLVED:

That the installation of a soak away to be paid with Community Infrastructure Levy
monies was approved, costing approximately £5000

That the installation of new locks on the current barriers at the entrance to Mendip Park
to prevent non-authorised vehicular access was approved.

EC083/23. Park Consultations

b)

c)

The Committee was presented two reports outlining the results for the Mendip Park
Consultation and the Hardlands Road Consultation.

There were 176 responses to the Mendip Park Consultation. To the question ‘Would
Mendip Park benefit from having an additional gated entrance connecting Sam Harrison
Way to the Park?’ 137 responses were in favor, other responses were in favor with
specific conditions, 31 responses were against, and 4 responses were inapplicable.

There were 52 responses to the Hardlands Road Consultation. To the question ‘Would
Hardlands Road POS benefit from having a sheltered seating area?’ 18 responses were
in favor, 34 responses were against.

RESOLVED:

That the Mendip Park Consultation was received.

That the Hardlands Road POS Consultation was received. This to be presented at the
next Full Council meeting in April.

Mendip Park lockabie gate and decreasing anti-social behaviour in the park is
considered at the next Environment Committee.

EC084/23. Play Equipment

The Clerk gave a presentation to Committee on new play equipment for the Quarry,
Haydown Green and Mendip Park. It was felt that new equipment in various parks



would be welcomed by residents. The Four Year Plan identified the Quarry and
Haydown Green in particular needing new play equipment.

¢ A skate ramp may need more careful consideration and probably a specific public
consultation. '

e RESOLVED:

a) That the Clerks presentation on new play equipment was noted.

b} Torecommend to the next Full Council that need play equipment is installed in the
Quarry, Haydown Green and Mendip Park. The Quarry and Haydown Green is paid for
from Community Infrastructure Levy. Mendip Park is paid from Section 106.

EC085/23. Schedule of Ground Keeping Works

e The Committee discussed the currenti?éfﬁ%dule of works undertifk"eﬂn-:.,by contractors
(CGM and Barnett).

e RESOLVED: That the update fram the Clerk regaigitig Ground Keeping work was noted.
EC086/23. Planters in Duston

e RESOLVED: Ig;;gg\gie--"’ﬁ’ﬁ-ef;rgg;;[ent list ciﬁé.g%ar!ggggﬁféni@%{APl’ENDIX C}
EC087/23. Cameras InPark | |

ittee s B cameras: W' ilst recognising they are benefits there are also
[aga"l / data pro’ﬁee‘tton obsi&cles to this..

¢ RESOLVED: To discus’s;g;Sj;;? camergs:in DPC owned Parks at a further meeting.
EC088/23. Air Pollution in Duston

e The Clerk will soen hay
Primary School and

2 meeting with Duston Eldean Primary School and Millway
Il report back.

EC089/23. Dog Fouling

o Committee discussed anti-dog fouling posters in Duston. The posters were welcome but
this may continue to be a problem due to the behaviour of a minority.

e RESOLVED: The Clerk to check that all anti- dog fouling posters are at the correct
height.



EC090/23. Installation of Benches

e Duston Old People Welfare Association (DOPWA) is asking Duston Parish Council help to
install a bench outside the Coop, adjacent to the bus stop, on Main Road. DOWPA would
pay for the bench to commemarate their 130 year history in Duston.

e A Coronation bench for Hardlands Road was discussed, perhaps replace one of the old
green ones. The green benches were installed by the Parish Council nearly twenty years
ago. However, it would need to be ordered now so it would hopefully arrive in time. It
could be paid for from Community Infrastructure Levy.

e RESOLVED:
a) To help DOWPA to try and install a begéh:outside the t’f/ Bus Stop on Main Road.

b) To recommend to Councit the purchase of a commemorativégéronation bench using
Community Infrastructure Levy. '

The meeting finished at 8:43pm



APPEND I X E

DUSTON PARISH COUNCIL

Duston Parish Council
Duston Community Centre
Pendle Road

Duston

Northampton

NN5 6DT

Community Services Committee
MINUTES Zoth March 2023

Maitland, Roper, Liddon, Enright:King, Enfiis-Clark, Golby:
CHAIR: Councillor S. Maitland
PRESENT: ClIrs Ennis-Clark, Golby, Robé’if%g:.sl.idd’?iiﬁﬂf;ﬁmriﬁght-Kihg?

IN ATTENDANCE:

Gary Youens - Parisﬁ 4

Alison Grantham —QCD Mana

CSC060/23. To receive '.aqul_ogie';‘c'.séférb_absen;:é o '
. Thefewere no apologresfor absegtce

CSC061/23. To 'Eé’geive and ah:pfgve the minutes of the Community Services Committee on
11" January 2023 i

o RESOLVED: That tha ;_ti’ﬁ%hutes of the meeting held on i January 2023 were approved
as a true record and signed by the Chair.

CSC062/23. To receive declarations of interest under the Council’s Code of Conduct related to
business on the agenda

e There were no interest declared.

€5C063/23.Public Participation Session

Tel: 01604 583626 ~ Web: www.duston-pc.gov.uk
Email: office@duston-pc.gov.uk Uil @DustonPC [ @Duston_PC



s There was a speaker on Limehurst Square and the need for it to be resurfaced.
CSC064/23. Working Parties Updates
e RESOLVED:

a) Senior Provisions — Clir Golby noted that Duston Parish Council are soon moving forward
with Duston Good Neighbours Scheme. This could do same of the work that DOWPA
have done. Clir Golby will have a discussion with Alisofi Gtantham in due course.

b) That The Grow Together Allotment — Clir Ennis-Glark:reported that full Council have
approved the aims and objectives of the Grow Rllotment. There will be reports
back from the Grow Together Allotment to:tismmittee aboutevery quarter. The Grow
Together Allotment Working Party wilk _;h;;eionger need to meéet.

c) Publicity — Clir Liddon has had a meetmg with.Gary Ygugns and Alisop:Grantham. Clir

Golby circulated a publication:produced by Moultan: Parish Council.

d) Youth— Gary Youens (Clerk) t&.¢chase Northamptorit&isure Trust for a report back on
the DPC sponsored Youth Club.

dguare. Citfently some people with mobility and visual
impairtents find Limekiitst Sqauié“a potential hazard.

e It was alséifioted that cridgked paving slabs along Mendip Road, Cotswold Avenue and
Eastfield Ro3d are also :a?;g}ﬁ{%’:oblem for some people.

e RESOLVED: The Cl&ik#8 chase up the letter sent to West Northamptonshire Council
from Duston Parish Council on this issue.

CSC066/23. Grants Application Process

» Committee considered various grant awarding policies. Cllr Maitland and Cllr Liddon
have been discussing the merits of each one since the last meeting,

e RESOLVED:



a) The Clerk to note the discussion and bring to Council a revised Grant Awarding Policy.
b) No changes to current procedure in how grants are approved.

CSC067/23. Grant Application
s Committee discussed the Grant Application from Duston Scouts.

e RESOLVED: Duston Scouts be offered £1000 instead of£550.

CSC068/23. Review of the Community Info & Wellness:Eair

e RESOLVED: The written report (APPENDIX E} and verbal report from BCD Manager was
noted. :

CSC069/23. Premises Licence for St Luke’s Field

e The Clerk reported that Duston:Parish Council is ap ""Vy.ing for a Premises Licence for St
Luke's Field. This will ensure wg:have-all the relevant permissions in place for Duston
Fun Day and any other community. eventstheld there.

CSC070/23. Coronation of His Majesty King:Charles II

e The Clerk said r _
picnic, They can alsgiisse thecaf

CSC071/23. Annual Parish Meeting

e The Annual Parish Meeting is on 8" April at 7:30pm, Duston Community Centre. The

CSC072/23. Future Events

e RESOLVED: To send ideas for future events to the Clerk for consideration.

Meeting was closed at 8:24pm
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APPEND I X F

DUSTON PARISH COUNCIL

Full Council 6™ April 2023
Hardlands Road Public Open Space Consultation
182/23. To Receive Recommendations from the Environment Committee.

1. Purpose of Report

1.1 To inform and display to the Council the data collected from the Hardlands Road Public
Open Space Consultation and recommend the next steps for Council to take.

2. Background

2.1 During the Full Council meeting on the 3" of November 2022, Duston Parish Counci! (DPC),
as per 102/22. ‘Recommendations from the Environments Committee item B, resolved to
conduct a public consuitation to understand the public’s perception on installing a sheltered
seating area at Hardlands Road Public Open Space (POS).

2.2 The public consultation opened on the 31% of January 2023 and closed on the 1% of March
2023.

2.3 60 Letters notifying the residents of the public consolation and how to participate {scanning
a QR code, following the links on the DPC Social Media/Website or alternatively collecting a
physical copy from the Community Cenire) were posted to dwellings in the direct vicinity of the
public open space {Dwellings on Hardlands Road, Castle Ave, and the houses closes to the space
on Sir John Pascoe Way and Rosette Close)

2.4 Furthermore, posters were placed upon Lamp posts and other street furniture in
conjunction with social media posts. This was done to inform residents who do not live adjacent
to the Hardlands Road POS that a consultation was being conducted.



3. Findings

3.1 There were 52 individual responses received. 49 (94.2%) Responses were submitted online,
with three {5.8%) being turned in physically.

3.2 The first question that was asked was ‘What is your postcode? Table 1 displays the
breakdown of where respondents live based upon postcode. The four most common postcodes
were NNS 6LN (11.5%, Hardlands Road}, NN5 6JZ (7.7% Castle Ave), NN5 6PH (9.6%, Stephen
Bennett Cl) and NN5 6PQ (7.7%, Sir John Pascoe Way).

What is your posicode?
Table 1

NN5
N5 64X
MN5 8BS
NNS 8ET

NNS 6THN
NNS 6T5
NMN5GTT
NAS 6TU
NM5 WD

3.3 The second guestion that was asked enquired about often the individual respondent visits
Hardlands Road Public Open Space. Table 2 displays the breakdown of how frequently the
respondents visit the site.



Have you ever visited Hardlands Road Public Open Space
(POS), if so, on average how often do you visit Hardlands

T =4l
| aihie o

C_)r;ufe a Month Less than once a month

1 have never visited
|

Multipie imes a wesk

Qnce a day

Once a Yeek

Muttiple ttmes & day

3.4 The third question asked to the residents was ‘If you have never or rarely visit Hardlands
Road POS, what's stopping you? as to identify any potential issues that are isolating individuals
from using the space. A majority of responses (64.4%) were left blank or responded with text
that reaffirmed that they visit Hardlands POS often (I do visit, N/A, See above etc.) Six (11.5%)
respondents stated that a lack of equipment / things to do was a factor in why they never or
rarely visit Hardlands Road POS. Two responses {3.8%) commented about the space being too
close to busy road.

3.5 The forth was question ‘Would Hardlands Road POS benefit from having a sheitered seating
area?, 18 (34.6%) respondents viewed that Hardlands Road POS would benefit from a
sheltered seating area. 35 (65.4%) respondents opposed the idea that Hardlands Road POS
would benefit from a sheltered seating area. Table 3 shows a random sample of five responses
in favour and against.

Random Sample of responses in favour Random Sample of responses against
Yes, would add to the area for adults to sitin the NO it would just encourage kids to loiter there, it's
shade while children play bad encugh with the seat you instalied on Newton

Road/Reedham Close, used regularly for drug
taking. Early morning dog walkers clearing up the
rubbish they leave behind!

Yes - my boys often play at the Hardlands Road No money would be better spent elsewhere. This

Green so it'd be nice to have somewhere to sit small green just needs to be kept clean and litter

whilst they play. free. New covered litter hins and ensuring CLEAR
signage for dog waste and prosecution for
littering.

Yes but it would get misused by youths just like the | Absolutely not as the overgrown neglected trees

benches in the summer smoking and drinking in already give the drug users in this area a place to

the trees. hide. They do not need a seat to exchange drugs
on.




Yes, some older folk need to walk there dogs but
also need to sit while they dogs burn energy. This
would be great. '

No, it’s an open area for dog walkers and children
to play ball games etc We walk through the trees
pretending its “Gruffalo Wood”

Sheltered seating would only attract the
undesirables

Yes

No. Will Only attract youths

Table 3

3.6 The fifth and final question asked ‘Would you like equipment installed at Hardlands Road
POS? If yes, what equipment would you like to see? 37 {71.2%} respondents suggested some
improvements ranging from play equipment to bins, whilst 15 (28.8%) respondents directly
stated that they do not want any equipment or left the section blank. Currently, the
Environments Committee strategy in place for parks and public space improvement is to focus
its attention and resources upon one specific space. A report with the breakdown of specific
suggestions from respondents will be presented to the Environments Committee.

4. Recommendations

¢ That Council accepts the result of the consultation (18/34.6%, responses in favour,

35/65.4% responses in opposition) and does not proceed with installing a sheltered
seating area at Hardlands.Road Public Open Space.




APPeNDI\X G

DUSTON PARISH COUNCIL

Full Council
6' April 2023
183/23. Recommendation From Environment Committee
e Tg approve new play equipment in three parks
a) Mendip Park to seek expenditure from Section 106
b) Duston Wildes “Quarry” expenditure from Community Infrastructure Levy
¢} Haydown Green expenditure from Community Infrastructure Levy

1. Purpose of Report

To approve new Play Equipment for Duston Wildes, Haydown Green and Mendip Park.

2. Background

Duston Parish Council has not installed new play equipment at the Quarry or Haydown Green
for a number of years. The play areas at these two sites are in particular need of updating.
Previously residents have asked for new equipment in this area.

Some new play equipment was installed in Mendip Park in 2019. Some existing play items were
repainted at the same time.

The Four Year Plan {approved by Council in November 2021} identified the play areas at the
Quarry and Haydown Green as in need of refurbishment.

Mendip Park is within the former Borough electoral ward of Old Duston where Section 106 has
been identified from the Duston Gardens Development. It is recommend that the Clerk contact
West Northamptonshire Council and ask for Section 106 to pay for Mendip Park.



3. Current Situation

The Environment Committee looked at various proposals for new play equipment. The
Committee proposes:

Duston Wildes: Multiplay Unit for younger children, trampoline, spinning bowl, 2 play paneis
attached to railings. Remove springer and small metal climbing frame. Cost approximately
£24,500 (excluding VAT)

Haydown Green: Multiplay unit, a springy and a play panel. The existing climhing frame and wet
pour to be removed. As this area has residential properties adjoining this open space it was
decided something for younger children would be most appropriate. Cost approximately
£15,299.78 (excluding VAT).

Mendip Park: Keep all existing items but add three additional items. Two pieces of “active”
equipment and a trampoline. Cost approximately £14,000 {excluding VAT).

4. Issues

This will not be funded from either the DPC revenue budget or reserves. Environment
Committee recommends

a) Duston Wildes is funded through the Community Infrastructure Levy (CIL)
b) Haydown Green is funded through the Community Infrastructure Levy (CIL)

¢) Mendip Park is funded through Section 106 monies and the Clerk to write to West
Northamptonshire Council to release the funds or pay the invoice.

5. Council To Consider

Council is being asked

a) To approve this recommendation of the Environment Committee and install new play
equipment at Duston Wildes “Quarry”, Haydown Green and Mendip Park.

h) To delegate to the Clerk for this project to be implemented.

¢) For the Clerk to provide regular updates to the Environment Committee until this
project has been completed.
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APPEND X

DUSTON PARISH COUNCIL

Communications & Engagement Policy

1. Introduction

Duston Parish Council (DPC) strives to engage effectively with all local stakeholders by
engaging effectively in partnership working which includes residents, councillors, employees
and other stakeholders.

The overall aim is to make Council communications a two way process: to give people the
information to understand accurately what we do, while also enabling the Council to make
informed decisions using information received from residents and stakeholders.

The Council recognises that other bodies are crucial to the quality of life in Duston; it will
strive to maintain working relationships with West Northamptonshire Council,
Northamptonshire Police and other bodies.

2. Aims and objectives for community engagement

Community engagement is concerned with giving local people a voice and involving them in
decisions which affect them and their community. To help achieve this the Council will -

* Engage in open dialogue with the community to understand their needs and explain how
we will address those needs, using the limited resources available of the Parish Council.

« Strive to ensure that the council is fully representative of its community.

« Ensure that residents know what the council is doing on their behalf.
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* Encourage members of the community to influence decisions of the Parish Councilin a
democratic manner.

« When appropriate, pass on the wishes of residents to other authorities and agencies.

3. Why is communication important?

Achieving the Council’s aims and objectives requires good communication with residents,
groups and organisations the Council works with, or provide services for. Duston Parish
Council through good communication will understand and better meet the needs of
residents and the community, whilst also raising the profile of the area and the Parish
Council.

4. What should the Council be communicating?
Duston Parish Council aims to externally communicate the following:

s Information about our decisions

¢ Advice about our services and functions

e Information about the Council’s finances

¢ The work of the voluntary and community sector in Duston

¢ Public consultations and public inquiries relevant to Duston

e Advocating Duston interests to West Northamptonshire Council and other public
sector bodies

¢ Being an effective voice of the community

¢ Promoting Duston in a positive way

5. Who should we be communicating with?
Duston Parish Council’s audience is wide and varied but will typically include:

¢ Residents {including hard to reach groups like young people)
e The Press / Media

*  West Northamptonshire Council (Councillors & Officers}

e Voluntary groups and organisations

¢ The business community and potential investors

» DPC Councillors and staff

¢ Local Member of Parliament.

e Other public sector organisations (police, health, fire)

s local schools
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» Visitors to Duston

6. Methods of Communication

Duston Parish Council will provide information that is accessible, relevant and timely to
meet the expectations of the community.

Different forms of communication appeal across different age and social groups and it is
impartant to ensure that the Council considers and uses where possible all options to
communicate effectively with everyone.

These are the main ways Dusten Parish Council communicates externally:

¢ Manage the media / press effectively to promote the Council & Duston
e Publishing and distributing a Parish Council newsletter

® Ensure the Council is consistently linked to its services and functions

* Maintaining an up to date Duston Parish Council website

o Parish Council notice boards

s Using Social Media platforms

¢ Access to Council Meetings

6.1 Media and Press

Councils are accountable to their electorate. Accountability requires local understanding.
This will be promoted by the council, explaining its objectives and policies to residents and
customers. Councils use publicity to keep the public informed and to encourage public
‘participation. The council needs to tell the public about the services it provides. Good
effective publicity should aim to improve public awareness of the council’s activities.

The Clerk {or a nominated officer by the Clerk) should be the first point of contact for all
media and press enquiries to Duston Parish Council. Any official press release from the
Parish Council is to be approved by the Clerk in consultation with the Chair of the Council
and if appropriate also the Chair of the relevant Committee. The Chairman of the Council
will nermally act as the spokesperson in the first instance. In the absence of the Chairman it
will be the Vice-Chairman of the Council that will take this role.

Press releases will promote services and corporate decisions of the Council. Likewise, all
requests for media interviews should be directed to the Clerk or an nominated officer by the
Clerk.

The Clerk will be responsible for Duston Parish Council articles or advertisements in external
publications. Information published will be in line with agreed policies and decisions of the
Council.
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For avoidance of doubt, any individual Parish Councillor(s) may issue their own personal
statements to the media but they must be careful to aveid giving the impression that they
speak formally on behalf of Duston Parish Council, unless properly authorised to do so.

6.2 Newsletter

From time to time Duston Parish Council may produce a direct newsletter for residents. The
production of the newsletter will be overseen by the Clerk and nominated officers. The final
version of the newsletter will approved by Council and/or duly delegated Committee prior
to distribution.

6.3 Duston Parish Council Services

The Parish Council will promote its services and functions to the local community. Council
communications should seek to inform the public of the positive impact Duston Parish
Council has in the community, and to maintain the Council’s reputation. There should be a
clear link between Duston Parish Council and the services it provides.

6.4 Website

The Parish Council website is the primary source of information on the Council for residents
and will be kept up to date with content and routinely monitored.

The website shall contain material that arises from Council business including:

s Agendas and minutes

s Policies

¢ Factual information about the Parish Council and Parish Councillors

s Repaorts, Surveys or any other material derived from the Parish Council

The website may also contain:

¢ Latest Parish News and Loca! Events

¢ Details about local Community Groups

¢ Links to local external (useful) resources

s Links to the relevant local public sector bodies where appropriate.

Any Councillor may submit material for inclusion on the website to the Clerk provided that it
is consistent with this policy and corporate decisions of Duston Parish Council. It must also
be within any limits of technical feasibility to upload.

6.5 Notice boards
Typically the notice board will contain

- The title of the parish council “Duston Parish Council”
- The name, address, telephone number and email address of the Clerk
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- List of Parish Councillors and their contact details
- Agenda for farthcoming meetings

- Minutes of meetings

- Parish Council facilities, services and events

Locked noticeboards are intended generally for Parish Council specific information although
consideration will be given by the Clerk to using the space for notices pertaining to activities
of interest or other important information relevant to Duston.

5.6 Social Media

Social media can be a useful way to communicate with residents and other local
stakeholders. All Parish Council social media channels should only be used for the business
of the authority and never for private use. Social media accounts must not be used to share
or spread inappropriate content, or to take part in any activity that could bring Duston
Parish Council into disrepute. |

Public social media posts made by officers or councillors (either officially or in a private
capacity) which contain content that is abusive, illegal, prohibited or in any way may cause
serious reputational damage to the council or the office of councillor will be subject to
appropriate action under the council’s disciplinary or code of conduct policies.

The Duston Parish Council logo will be the authority’s social media profile image.

A generic émail account {office@duston-pc.gov.uk) will be used for a lead point of contact.

The Clerk will authorise which officers have access to corporate social media accounts.
Officers are encouraged to engage with social media within their day-today responsibilities
and this includes:

s Details of local events within Duston that may be of interest to residents.

¢ Sharing photographs from past events

¢ Notifications about press releases when they are sent out

e Promote the voluntary sector and community sector in Duston

* Progress updates about activities and projects the Parish Council are undertaking.
e Help residents with information relating to Duston or Duston Parish Council.

s Inform residents about news relevant to Duston

Officers will not enter into debate through DPC social media channels. However, points of
clarification mayhe given.

Some general guidelines for Councillors and Officers when using social media:
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= If you are unsure of what you are posting, de not post it. Social media sites are in the
public domain and it is important to ensure you are confident of the nature of the
information you publish.

* Be tasteful, civil and polite.

* Don’t make promises or raise expectations that may not be able to be delivered.

* Handle complex queries via another channel, such as over the phone, letter or via
email.

s Stay on topic.

* Don't disclose personal information such as home addresses, telephone numbers or
personal email addresses.

e Daon’t post any information that infringes copyright law.

* Don’t engage with ‘internet trolls’. Don't feed the trolls as they thrive on emotional
response to their provocation

* Don’t post comments that you would not be prepared to make in writing or in face-
to-face contact.

» Although DPC encourages free speech, it does not tolerate any comments or posts
from third party users which encourage hate speech or comments which are hateful,
obscene, potentially libellous, derogative, racist etc. Any posts of this nature should
be removed or deleted.

5.7 Access to Council Meetings

All Duston Parish Council meetings must be open to the general public except in limited
defined circumstances where the law requires or allows the meeting to be closed to the
public. In addition, the Council must allow any member of the public to take photographs,
film and audio-record the proceedings, and report on all public meetings.

The Council sets aside time for public participation {15 minutes) during which members of
the public may make a representation, contribution, suggestion or ask a question.
Councillors with a prejudicial interest in an agenda item may speak during public
participation {and then leave the room when the item is considered). Other than when
invited to do so by the Chair, members of the public are not permitted to speak at the
meeting as this confuses the roles of counciliors, who participate in the meeting, and
members of the public who observe it.

A member of the public has up to 3 minutes to address the Council/Committee. If there is a
possibility that a large number of people will wish to speak, the Chair will encourage people
not to repeat comments made by earlier speakers or ask for a single representative to be
appointed. Public participation takes place near the start of the meeting immediately after
declaration of interests to make everyone aware if a member has a prejudicial interest. The
time for public participation shall be outlined on the agenda. Members of the public are
encouraged to notify the Clerk prior to the meeting if they wish to speak.
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Neither councillors nor staff are under any obligation to respond immediately or at all to
comments or questions made during public participation. Members of the public do not
have a right to force items onto the Council agenda. Members of the public should not
heckle or otherwise disrupt and must respect the rulings of the Chair.

Seating and copies of the agenda will be provided at all Duston Parish Council meetings for
the public and press.

7. Correspondence

Official letters or emails on behalf of the council should normally be sent out under the
name of the officer, rather than under the name of a councillor. It may be appropriate in
certain circumstances for a letter or email to appear over the name of the Chair of Council,
but this should be the exception rather than the norm. Letters or emails which, for example,
create obligations or give instructions on behalf of the council should never be sent out in
the name of a councillor.

The first point of contact for the Parish Council is the Clerk, and it is to the Clerk that all
correspondence for the Parish Council should be addressed. Correspondence should be
sent to:

Clerk / RFOQ, Parish Office, Duston Community Centre, Pendle Road, Duston, NN5 6DT
clerk@duston-pc.gov.uk

All communication from Council Officers shall be courteous, timely, professional and
appropriate. All Officers are aware that their communication reflects on the reputation of
the Council.

Staff will include a “signature’ as part of all email communication so that name, position and
contact information is provided.

For both Councillors and Officers DPC email addresses should:

e Only be used for Parish Council business and not personal use.

* Not to be used to register on any shopping or social media site or system that is not
Council related.

e Not to used in connection with running or managing any business for commercial
activity.

8. Chairman of the Council
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Whilst the word ‘Chairman’ is the correct legal term {Local Government Act 1972) the Parish
Council will endeavour to use gender neutral language. They will be known as “Chair” and
“Vice-Chair” respectively.

The Chair of the Council will, in the first instance, be the councillor quoted in official Duston
Parish Council media / press releases and interviews.

The Chair of Council will represent Duston Parish Council for all civic and ceremonial
functions.

The Vice-Chair will fulfil this role in the absence of the Chair.

9. Councillors

Duston Parish Council has 12 individual councillors. Councillors are also sometimes known
as ‘members’. There is no provision in law for individual councillor {(incfuding Chair and Vice-
Chair) to make decisions on behalf of the Council.

It is important not to raise the expectations of residents before a matter has been
investigated. Depending on the issue, it may be appropriate for a Councillor to deal with the
matter in the following ways:

» Refer the matter to the Clerk who will then deal with it as appropriate
e Request an item on a relevant agenda
e Investigate the matter personally, having sought the guidance of the Clerk.

Councillors will be given a Parish Council email address which they should use for council
business.

Council letterheaded paper may be used by the Clerk when preparing communications from
any Councillor if requested but only be used to convey information that has been authorised
by resolution of Duston Parish Council and must not be used to convey personal views.

10. Third Party Information

Information may be received from third parties which the Council could publicise. These
should be directed to the Clerk. Where this information is factual, publicly available, non-
confidential and likely to be of interest to local residents the Clerk may publicise it by any
convenient means. This must be done in a manner that does imply support of any particular
view.
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11. Purdah

In the six week run up to an election {local or general) councils have te be very careful not to
do or say anything that could viewed in any way to support any political party or candidate.
This is known as purdah. The Council will continue to publish important service
announcements using social media but will monitor and potentially remove responses if
they are overtly political.

12. Flag Flying Protocoi

Flags are traditionally flown by the Parish Council for a variety of reasons: to show
allegiance, support, respect or to celebrate

Duston Parish Council will fly the Union flag as standard at Duston Community Centre, St
Luke’s Centre and Duston Sports Centre.

However, the Council will also fly these flags as standard on set dates.

e St George Day .(25':“Jl April). Raised the working day before 23™ April and is there for
no more than 7 calendar days. At the Clerk’s discretion, the flag of St George may
flown to celebrate and support sporting events of significance.

e Armed Forces Day (in June but varies each year). Raised the working day before and
is there for no more than 7 calendar days.

N LA

h'ii

R SUPPOAT

» Northamptonshire Day (25th October). Raised the working day before and is there for
no more than 7 calendar days.
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¢ Rainbow / Pride Flag. Raised the first working day in June and is there for the month
of June except for the 7 calendar days for Armed Forces Day.

When flags are to be flown at half mast, they should be two-thirds up between the top and

bottom of the flagpole.
The Union Ftag will be flown half mast on the following occasions:

o  From the announcement of the death until the funeral of the Sovereign, except on
Proclamation Day when flags are flown at full-mast following the proclamation.

s From the announcement of the death until the funeral of a member of the Roval
Family styled ‘Royal Highness’, subject to special commands from the Sovereign in
each case.

* On the day of the announcement of the death and on the day of the funeral of other
members of the Royal Family, subject to special commands from the Sovereign in
each case.

* On the day of the announcement of the death and the day of the funeral of prime
ministers and ex-prime ministers of the United Kingdom, subject to special
commands from the Sovereign in each case.

e Any other occasions where the Sovereign has given a special command.

e Death of a currently serving parish councillor for 7 calendar days and day of the
funeral.

s Death of a currently serving employee of the Council for 7 days and day of the
funeral.

s Death of a Duston resident currently serving in HM Armed Forces for 7 days and day
of the funeral.

The Council will always be sensitive to the views of all sectors of its community but shall not
allow the use of flags for political purposes or for the purposes of advertising.
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Requests to fly any flag other than those in agreed list above should be submitted to the
Clerk for consideration. The Clerk will consult with Chair of the Council {or Vice-Chair in their
absence). '

13. Bullying and Harassmeni Statement

“We treat everyone with courtesy and respect and ask for the same in return. We ask that
you treat your councillors and council staff courteously without violence, abuse, or
harassment.

Councillors and council staff have the right to carry out their civic duties and work without
fear of being attacked or abused. Any behaviour whether that be verbal, physical or in
writing, which causes either councillors or council staff to feel uncomfortable, embarrassed,
or threatened, is totally unacceptable.

The zero-tolerance policy includes abuse, aggression or threats made in person, over the
telephone or in written communication, including on social media.

The council cansiders threatening behaviour to be:

o Attempted or actual aggressive, or physical actions made towards any councillor or |
member of staff.

e The use of aggressive, or abusive language, (including raising of the voice, swearing,
shouting or in writing) which threatens or intimidates councillors or council staff”.

This policy applies throughout all Council Meetings, but it also applies to any Councillor or

Iﬂ

Council Staff away from Council Meetings as wel

14, Miscellaneous

Communications must not breach equalities, bullying and harassment policies. Councillors
must also adhere to the Councillor Code of Conduct.

The Councillors and Officers must not disclose information which is confidential or where
disclosure of information is prohibited by law. This includes disclosure to the public of any
matter which has been discussed as a confidential item at a Council meeting, or information
that has been provided to a councillor in the course of fulfilling their official responsibilities
that should not otherwise be in the public domain.
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APPENDIX I

1

DUSTON PARISH COUNCIL

Disciplinary Policy and Procedure

The disciplinary procedure: How Duston Parish Council deals with employee misconduct or
poor performance

The grievance procedure: How employees can raise work related concerns.

Introduction

This procedure is designed to help and encourage all employees of Duston Parish Council to
achieve and maintain acceptable standards of conduct, attendance and job performance.
The aim is to ensure consistent and fair treatment for employees whilst promoting orderly
employment relations.

Formal disciplinary action will not normally be considered as a first step (except in cases of
potential Gross Misconduct). Informal discussions will be used to seek to resolve problems
in the first instance. However, there will be recourse to the formal procedure for persistent
breaches, if there is no improvement in performance within a reasonable period, or if the
required improvement fails to be maintained.

This policy indicates the disciplinary procedure that will normally be followed in the event of
misconduct. For sickness, refer to the Sickness Absence Policy in the first instance. The
following list provides examples of conduct that will normally be regarded as misconduct
leading to disciplinary proceedings. This list is not exhaustive.

Examples of misconduct:

e |nappropriate behaviour
e Unauthorised absence
s Bullying and harassment



e |nsubordination

e Any other conduct that from time to time is defined by the council as amounting to
misconduct.

Examples of unsatisfactory work performance:

+ Inadequate application of office procedures
¢ Inadequate IT skills

s Unsatisfactory management of staff

e Unsatisfactory communication skills

1. Informal Verbal Procedure

Minor problems will be dealt with informally, and the employee will be clearly told by their
line manager of the reasons; including factual evidence of the problem; and how their
performance/conduct needs to change and the consequences of failing to improve. The
purpose of this discussion is to ensure that the employee is:

s aware of the concerns

s knows what is required to meet expected standards

* made aware of the timescale over which an improvement is required

e made aware of the possible consequences of not achieving the required standard.

Appropriate additional action at this stage may include the provision of:

e support and training

e advice and guidance

e coaching / mentoring
e counselling

e monitoring and feedback on a pre-determined schedule

A brief note of the date on which the issue was discussed and what action was agreed will
be made in the personnel records of the employee and a copy will be issued to the
employee. Subject to satisfactory conduct and/or performance, the note will be disregarded
for disciplinary purposes after 6 months and the employee notified accordingly. (There is no
legal obligation to dispose of this evidence, which could be helpful to the Council in the
future). Where the matter is more serious or where informal discussions and counselling
have not succeeded in achieving the required result, the formal disciplinary procedure will
be used.



2. Principles of Disciplinary Procedure

The Clerk has overall responsibility for the management and discipline of all council staff.
However, where the Clerk is the subject of formal disciplinary action the Full Council is
responsible. Disciplinary procedure in relation to the Clerk will only be initiated by
resolution of Full Council. Once a resolution has passed, the Council will appoint three
members to serve as the “Disciplinary and Grievance Panel” (a sub-committee of Council)
and a separate member investigator. Following the resolution of Council, the HR Sub-
Committee may act as the Disciplinary & Grievance Panel. However, Council reserves the
right to choose a different Disciplinary & Grievance Panel.

In the case of the Clerk, the Council should seek professional external advice at the
beginning of the process as to the aims and reasons for commencing the formal disciplinary
process and consider any resulting recommendations.

Disciplinary action against other staff will be managed and conducted by the Clerk.

The council acknowledges that there is a distinction between the conduct of an employee
and their capability. In the case of a problem resulting from the employee’s capability,
contributory factors will be carefully considered, such as ill health, serious home-based
problems or a lack of skill or knowledge. If the matter is due to a lack of skill or knowledge,
the council will ensure that by appropriate training, mentoring and guidance, the employee
has the opportunity to improve. The improvement required will be clearly explained to the
employee, along with what support will be given and how performance will be monitored
and reviewed. '

An employee will have the right to appeal against any disciplinary penalty imposed during
the disciplinary procedure.

The disciplinary procedure is comprised of three stages. However, after proper
consideration, the procedure may be implemented at any stage if the employee's alleged
misconduct warrants such action.

No employee will be dismissed for a first breach of discipline, except in the case of Gross
Misconduct, when the penalty is usually dismissal without notice or payment in lieu of
notice.

If the employee has difficulty reading, or if English is not their first language, any written
documentation, e.g. invitations to Disciplinary Hearings or written warnings, will also be
explained to them orally by their line manager. Additional support that may be required at a
Disciplinary Hearing will also be taken into consideration and provided as appropriate.



3. Disciplinary Investigations

No disciplinary action will be taken against an employee until the case has been fully
investigated by an unbiased investigator. This will usually be the employee’s line manager,
or a Member appointed by Council in the case of the Clerk. However, if the manager or
Member was in some way involved in the matter, wherever possible another manager or
Member will conduct the investigation. Investigatory meetings may be held to establish the
facts; in this instance it will be made clear to the employee that these meetings are not
Disciplinary Hearings. The employee may be represented at formal investigatory meetings
by a Trade Union representative, employee representative or work colleague. The person in
charge of the investigation should be advised in advance by the employee if they are to be
accompanied.

All relevant facts should be accurately recorded promptly before memory fades, including

anything that the employee wishes to say. Notes of what is said by both parties should be

taken, read back at the end and signed by both parties. Where there are witnesses to the

alleged misconduct, statements should be obtained from them at the earliest opportunity.

The investigator’s role {(whether line manager or member) is to submit a report with
recommendations to the hearing which decides whether further action should be taken. The

Investigator has no authority to take disciplinary action. His/her role is to establish the facts

of the case as quickly as possible and prepare a report with recommendations to the

hearing whether or not disciplinary action should be taken.

In any investigations involving allegations of criminal acts, the Clerk will consult in
confidence with the Chairman of the Council before a decision is made to put the case in the
hands of the police. Where the Clerk is the subject of the investigation, the Chairman of the
Council, in consultation with the Vice-Chairman shall decide.

Whilst an investigation is taking place, it may be necessary to suspend the employee on full
pay pending the outcome of the investigation. Suspension may only be warranted in certain
cases, e.g. where relationships have broken down or there are risks to council property
and/or to other persons. However, a suspension will only be imposed after careful
consideration and will be reviewed to ensure that it is kept as brief as possible. It will be
made clear to the employee that the suspension is not considered a disciplinary action and
does not involve any pre-judgement.

If it is decided, following investigation, that there is a case to answer, the below Disciplinary
Hearing procedure will then be employed. All investigations will be carried out in
accordance with the latest ACAS “Guidance, Conducting Workplace Investigations”.



4. Definitions

(i) Disciplinary Hearing: A meeting which could result in a formal warning that an employee
must improve their conduct or performance, some other sanction as provided for within this
procedure, or which may result in dismissal.

(ii) Notification; For every stage in the disciplinary procedure, the employee will be given
adequate notice (five working days} in writing of the Disciplinary Hearing to be held,
including the nature and basis of the complaint against them and provided with copies of
any supporting evidence, including any witness statements. The letter will contain enough
information for the employee to be able to understand both what it is they are alleged to
have done and the reason why this is not acceptable. The notice will give details of the time
and venue for the hearing and remind the employee of the right to be accompanied. The
letter will state who will be Chairing the meeting. It will also be made clear that the
employee has the right to appeal any decision taken at the hearing. All evidence that will be
used at the Hearing should be sent to the Employee with the notification.

Where the presenting manager or employee intends to call relevant witnesses, they should
give advance notice that they intend to do this to the person conducting the hearing.

(iii} Timing: Where possible, the timing and location of the Disciplinary Hearing will be
agreed with the employee. The hearing will be held without unreasonable delay, but the
employee will be given reasonable time to prepare their case (a minimum of five working
days). Hearings will be held in private, where there will be no interruptions. If the employee
fails to attend without notification, the council may decide to proceed with the hearing in
their absence. If the meeting is genuinely inconvenient for either the employee or his or her
companion, the employee has the right to postpone the meeting by up to 5 working days.

(iv) Representation: The employee has the right to be accompanied by a Trade Union
representative who has been certified by their union as being competent to accompany a
worker, an official employed by a trade union or a work colleague during any Disciplinary or
Appeal Hearing. The line manager or Disciplinary and Grievance Panel (in the case of the
Clerk) shall be advised in advance by the employee if they are to be accompanied. The
employee’s representative, or colleague, will be given all the documentation that has been
given to the employee. The companion is permitted to address such meetings, to put the
employee’s case and confer with the employee. The companion cannot answer questions
put to the employee, address the meeting against the employee’s wishes or prevent the
employee from explaining his/her case.

(v) Conducting the Hearing: Where practicable, the Disciplinary Hearings will usually be
chaired by the Clerk or other nominated officer. In the case of the Clerk, the hearing will be
conducted by Disciplinary and Grievance Panel but it must not consist of any member who



has been involved in the case to date. Those conducting Disciplinary Hearings will keep an
open mind and not pre-judge the matter.

a) The precise allegations will be read out at the start of any Disciplinary Hearing.
The hearing will proceed as follows:
1. The Chair will introduce those present and explain why they are there.

2. The line manager manager will state their case, including presenting any evidence
and calling witnesses.

3. The employee (or their representative) and the Clerk conducting the hearing have
the opportunity to ask questions of the line manager and their withesses.

4. The employee (or their representative) presents their case, including presenting
any evidence and calling witnesses.

5. The line manager and the Clerk conducting the hearing have the opportunity to
ask questions of the employee, their representative and their witnesses.

6. Both parties have the opportunity to sum up.
b} In case of the Clerk at a Disciplinary and Grievance Panel
The hearing will proceed as follows:
1. The Chair will introduce those present and explain why they are there.

2. The Investigating Member will state their case, including presenting any evidence
and calling witnesses.

3. The Employee (or their representative} and the Disciplinary and Grievance Panel
will then have the opportunity to ask questions of the Investigating Member and
their witnesses.

4. The Employee (or their representative) presents their case, including presenting
any evidence and calling witnesses.

5. The Investigating Member and the Disciplinary and Grievance Panel conducting
the hearing have the opportunity to ask questions of the Clerk, their representative
and their witnesses.

6. Both parties have the opportunity to sum up.



5. Taking Disciplinary Action

(i) Deciding Upon Disciplinary Action: Following the investigation and the Disciplinary
Hearing, the line manager or Panel {in case of the Clerk) conducting the hearing will decide if
disciplinary action is necessary.

Before taking disciplinary action, the following factors must be considered: the employee’s
disciplinary and general record, length of service, any current warnings, actions taken in any
previous similar case, the explanations given by the employee, including any mitigating
circumstances, and whether the disciplinary action is reasonable under the circumstances.

(i} Notification: If it is decided that disciplinary action is not justified, the employee will be
notified of this decision in writing within five working days.

If disciplinary action is to be taken following a Disciplinary Hearing, the employee will be
told in writing within five working days of the disciplinary action to be imposed, the time
period of the warning, why and how their conduct or performance needs to change, the
timescale for the required improvement, a review date (where appropriate), any support
the council will offer to improve performance {where appropriate), the consequences of
failing to improve conduct or performance within the required time period and their right to
appeal against the decision if they are not satisfied with it. A copy of this letter will also be
sent to the employee’s representative but this can only be done with the Employee’s
written consent, as these are 3™ parties. A copy will be held on the employee’s personnel
file for disciplinary purposes for the relevant period according to the level of warning. The
employee will be notified within the letter for how long the warning will remain current. The
records will be disregarded for disciplinary purposes once the time limit on the warning has
expired. (As stated previously, there is no obligation to disregard this special category data
which the Council may need in future).

Informal verbal warning and first and second level warnings will normally be issued by the
employee’s line manager. Meetings to discuss the disciplinary procedure will normally by
the employee’s line manager.

6. Documentation

During the disciplinary process, written records will be kept. These will include: the
complaint against the employee, the employee’s defence, findings made and actions taken,
the reasons for action taken and if an appeal was lodged and the outcome of the appeal.

Records will be treated as confidential. Records will be discarded for current disciplinary
purposes after set periods, depending upon the stage of the procedure that they relate to.
Copies of meeting records will be provided to the employee, although in certain
circumstances some information may be withheld by the council, e.g. to protect a witness.



7. The Formal Disciplinary Procedure

Stage One—First Level Warning

The employee will be invited in writing to a Disciplinary Hearing in accordance with the
procedures set out earlier in this policy. If the employee doesn’t give a satisfactory
explanation, a formal First Level Warning may be given. They will be advised in writing of
the reason for the warning and that it is the first stage of the formal disciplinary procedure.
The warning letter will also give details of the improvement required, the timescale for
improvement and a review date. The letter will also inform the employee of the right to
appeal and that action under Stage Two will be considered if there is no satisfactory
improvement within the specified time period.

A copy of this warning will be kept in the employee’s personnel file and used as the basis for
monitoring and reviewing conduct/performance. The warning will be discarded for
disciplinary purposes after 6 months, subject to satisfactory conduct or performance.

Stage Two—Final Warning or Disciplinary Suspension

If there is a failure to improve following Stage One, and conduct or performance of the same
nature is still unsatisfactory, or if the misconduct is sufficiently serious to warrant only one
written warning, but insufficiently serious to justify dismissal (in effect both the first and
final written warning), a Disciplinary Hearing will be held to which the employee will receive
a written invitation. If the employee is unable to give a satisfactory explanation, a final
written warning will normally be given to the employee. This will give details of the
complaint, the improvement required and timescale involved and will warn that further
disciplinary action, including potential dismissal, will result if there is no satisfactory
improvement and will advise of the right of appeal. A copy of this final written warning will
be kept on the employee’s personnel file and used as the basis for monitoring and reviewing
conduct/performance, but will normally be disregarded for disciplinary purposes after 12
months, subject to satisfactory conduct or performance. However, a longer final warning
may be issued where there is a pattern of misconduct where the employee is repeatedly
able to maintain good standards for the period of the warning, but commits misconduct
again shortly after the expiry of the warning period.

Alternatively, consideration will be given to imposing the penalty of suspension without pay
for up to a maximum of five days. A record of this suspension will be kept on the employee’s
personnel file and used as the basis for monitoring and reviewing conduct/performance, but
it will be disregarded for disciplinary purposes after 12 months, subject to satisfactory
conduct or performance.

Stage Three—Dismissal



Following Stage Two, if the particular conduct or performance is still unsatisfactory and the
employee still fails to reach the prescribed standards, the employee will receive a written
invitation to a Disciplinary Hearing. If the employee is unable to give a satisfactory
explanation, dismissal will normally result. The decision to dismiss is taken by the Clerk.
Where the Clerk is the subject of the disciplinary action, the decision to dismiss will be taken
by the Disciplinary and Grievance Panel. Other Councillors will not be involved in the
decision to dismiss the Clerk to enable an unprejudiced Appeals Panel to operate in the
event of an appeal. In the case of an appeal by the Clerk three new different members will
form the Appeals Panel. The employee will be provided with written reasons for dismissal
within five working days, the date on which employment will terminate, the appropriate
period of notice or payment in lieu of notice and their right of appeal.

8. Appeals

If an employee wishes to appeal against disciplinary action which has been taken against
them following procedure will apply:

(i) The employee will give Notice of Appeal to the Clerk or Chairman of the Council {(where
the Clerk is the appellant) within five working days of the date on which they received the
decision notice of the disciplinary action to be taken against them, setting out their grounds
for appeal. The Clerk or Chairman of the Council will arrange for the matter to be considered
by an Appeals Panel meeting at an agreed time and place wherever possible.

(ii) The employee, in consultation if they wish with their trade union or staff representative,
should provide the Clerk or Chairman of the Council with a full written statement of their
case, no later than five working days prior to the appeal hearing. The presentation of the
written statement above shall not preclude elaboration or additions by either party at the
Appeal Hearing. However, management should not introduce new evidence at the appeal
stage to justify an earlier disciplinary decision.

(iii) The Appeal will be heard as soon as possible and normally this will be within three
weeks of receipt of Notice of Appeal. However, the Appeal Hearing need not take place
before the disciplinary action takes effect. The employee will be issued with a letter, inviting
them to attend the Appeal Hearing and notifying them of the time and venue for the
hearing, their right to call witnesses and to be accompanied. The employee should notify
the council of who their representative is to be and whether they will be calling any
witnesses. The employee may present their case in person or be represented by their trade
union representative or workplace colleague and may call witnesses and produce
documents relevant to their case.

All appeal hearings will be heard by an Appeals Panel.
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The Appeal Hearing will be conducted as follows:
1. The Chair will introduce those present and explain why they are there.

2. The line manager will state their case, including presenting any evidence and calling
witnesses.

3. The employee (or their representative) and the Panel conducting the hearing have the
opportunity to ask questions of the presenting manager and their witnesses.

4. The employee {or their representative) present their case, including presenting any
evidence and calling witnesses.

5. The line manager and the Panel conducting the hearing have the opportunity to ask
guestions of the employee, their representative and their witnesses.

6. Both parties have the opportunity to sum up.

7. At the conclusion of the hearing the Appeals Panel shall adjourn to consider their
decision. The appeal panel may decide to uphold the original penalty, substitute a less
serious sanction or decide that no disciplinary action is necessary. If it decides to take no
disciplinary action, no record of the matter will be retained on the employee’s personnel
file. '

The Panel may announce their conclusion verbally after they have adjourned to consider
their decision but, in any event, will confirm their findings in writing to the employee
concerned within five working days of the Appeal Hearing. There will be no further right of
appeal.

9. Overlapping Grievance and Disciplinary Cases

if an employee raises a grievance during the disciplinary process, the disciplinary process
may be temporarily suspended in order to deal with the grievance. However, where the
grievance and disciplinary cases are related it may be appropriate to deal with both issues
concurrently.

10. Gross Misconduct

Gross misconduct is regarded as misconduct serious enough to destroy the trust within the
employment contract, thus making any further working relationship impossible. The
outcome can be dismissal without notice.

10
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The following list provides examples of offences which are normally regarded as gross
misconduct:

e theft, fraud, deliberate falsification of records;

e physical violence, assault on another person;

e deliberate and serious damage to council property;

¢ serious misuse of the council’s property or name;

e serious incapability through alcohol or being under the influence of illegal drugs;

e serious breach of health and safety regulations;

e serious negligence which causes unacceptable loss, damage or injury;

e serious act of insubordination;

¢ unlawful discrimination or repeated harassment;

s bringing the council into serious disrepute;

¢ criminal offence, whether committed on or off duty, which is of such a nature
that it fundamentally breaches the trust which is the basis of the contractual
relationship.

The standard Disciplinary Procedure does not apply in cases of Gross Misconduct.

If an employee is accused of an act of Gross Misconduct, he/she may be suspended from
work on full pay while the alleged offence is investigated. Suspension may only be
warranted in certain cases, e.g. where relationships have broken down or there are risks to
council property and/or to other persons. However, a suspension will only be imposed after
careful consideration and will be reviewed to ensure that it is kept as brief as possible. It will
be made clear to the employee that the suspension is not considered a disciplinary action
and does not involve any pre-judgement. The investigation will be conducted by the Clerk or
nominated officer or Disciplinary and Grievance Panel in case of the Clerk.

If, on completion of the investigation, it is decided that there is a case to answer, the
employee will receive a letter informing them of the allegations and inviting them to attend
a Disciplinary Hearing, where they will have the opportunity to put their case. The
conditions of the Disciplinary Hearing in the case of Gross Misconduct are the same as for
hearings held as part of the standard disciplinary procedure.

If, on completion of the investigation and the Disciplinary Hearing, the Clerk conducting the
hearing is satisfied that Gross Misconduct occurred, the result will normally be summary
dismissal without notice or payment in lieu of notice. The decision to dismiss is taken by the
Clerk.

Where the Clerk is the subject of the disciplinary action, the decision to dismiss will be taken
by members of the Disciplinary and Grievance Panel. Within five working days, the
employee will be provided with a letter specifying the misconduct which has led to the

11
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dismissal and their right of appeal, following the Appeals Procedure outlined earlier in this
document.
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Grievance Policy and Procedure

1. Introduction
This procedure applies to all employees of Duston Parish Council.
The objectives of the procedure are:

¢ To foster good reiationships between the council and its employees by discouraging
the harbouring of grievances;

e To settle grievances as near as possible to their point of origin;

e To ensure the council treats grievances seriously and resolves them as quickly as
possible;

» To ensure that employees are treated fairly and resolves them as quickly as possible;

2. Definition of Grievance

For the purpose of this policy, grievances are defined as concerns, problems or complaints
over work-related matters that a group of employees raises with the council. Examples of
grievances include concerns over employment terms and conditions, contractual or
statutory rights, health and safety, work relations, the working environment, new working
practices, bullying and harassment, organisational change and discrimination.

For instances of bullying and harassment, employees are also advised to refer to the
council’s Bullying and Harassment Policy.

3. Informal Procedure

Many problems can be raised and settled during the course of everyday working
relationships. In the interests of maintaining good working relations the employee is
encouraged to first discuss any grievance with his or her line manager with a view to
resolving the matter informally if appropriate. If the grievance involves the line manager or
the employee feels unable to raise it directly with the line manager for another reason then
they may approach the Clerk. If the employee feels that this is not appropriate or he or she
wishes to pursue a formal grievance they should follow the procedure detailed below. in
case of the Clerk, they will discuss with the Chairman of the Council {or if absent Vice-
Chairman) any informal Grievance.

13
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4. Formal Procedure

The employee must set out his or her grievance in writing {(“Statement of Grievance”) and
provide a copy to his or her line manager.

Upon receipt of a grievance it may be necessary (optional) to conduct an investigation. If
appropriate, an investigatory meeting will be held to gather all relevant facts and evidence.
The employee will be invited to this investigatory meeting as soon as possible, in writing. It
will be made clear that the purpose of the meeting is to establish the facts and that the
employee may be accompanied by a colleague or trade union representative. Due
consideration will be given to whether any reasonable adjustments are necessary for a
person who is disabled; this includes colleagues or trade union representatives
accompanying the person with a grievance. The investigatory meeting will usually be
conducted by the employee’s Line Manager. However, if the Line Manager is the subject of
the grievance, the meeting will be conducted by the Clerk or nominated officer.

The investigation will be conducted as soon as possible and will normally be completed
within five working days of receiving the grievance. However, if the matter is particularly
complex, this can be extended to 15 working days. If it is not possible to complete the
investigation within this timeframe, the employee will receive a written explanation of the
delay and when the investigation is expected to be completed.

As soon as reasonably practicable after the conclusion of the investigation (usually five
working days), the employee will be notified in writing that the investigation has been
completed.

Once there has been reasonable opportunity to consider the response to the information
provided in the Statement of Grievance the employee will be invited to attend a grievance
meeting to discuss the matter. The letter will say who will Chair the meeting and state their
right to be accompanied to a grievance meeting by a fellow employee or by a Trade Union
representative or Trade Union official.

s The employee must take all reasonable steps to attend the meeting.

¢ Grievance meetings will normally be convened within 14 days of the Line Manager or
Clerk receiving the Statement of Grievance.

 The meeting will usually be the employee, their chosen representative, the line
manager and the Clerk.

* If the meeting is inconvenient for either the employee or his or her companion, the
employee has the right to postpone the meeting by up to 5 working days.

¢ A grievance meeting may be adjourned to allow matters raised during the course of
the meeting to be further investigated, or to afford the line manager time to
consider the decision. The meeting will be reconvened as early as possible.

At the grievance meeting:

14
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The Chair will introduce those present and explain findings of any investigation.
The employee (or companion) will set out the grievance and present the evidence
The Chair will ask the employee what action does he/she want the Council to take.
Any member of the hearing may question any witness

The employee {(or companion) will have the opportunity to sum up the case

L A

A grievance meeting may be adjourned to allow matters raised during the course of
the meeting to be further investigated, or to afford the line manager time to
consider the decision. The meeting will be reconvened as early as possible.

The Chair of the meeting will provide the employee with the hearings decision, in writing,
within five working days of the meeting. The letter will notify the employee of the action, if
any, that the Council will take to resolve the grievance and of the employee’s right of
appeal. Where the grievance is not upheld, the reasons for this will be explained.

5. Appeal

If the employee feels that their grievance has not been satisfactorily resolved, they can
appeal in writing to the employer, specifying the grounds for their appeal, within five
working days of receiving notification of the decision.

An Appeal Hearing will be held, wherever possible, within five working days of receiving
notification of the appeal from the employee. The employee will be notified in writing of the
date and location of the hearing in advance. They will also be informed that they have the
right to be accompanied at the hearing.

Once the employee notifies the council that they wish to appeal, the employee will be
invited to attend a grievance appeal meeting before the Council’'s Appeals Panel. The
employee must take all reasonable steps to attend that meeting. If the meeting time is
inconvenient for the employee or his or her companion, the employee may ask to postpone
the meeting by up to 5 working days.

At the appeal meeting, the Chairman of the meeting will:

1. introduce the panel members to the employes;
explain the purpose of the meeting, which is to hear the employee’s reasons for
appealing against the decision; and

3. explain the action that the appeal panel may take.

After the grievance appeal meeting the employee will be informed of the council’s final
decision within 5 working days. The meeting may be reconvened for this purpose. The
council’s decision will be confirmed to the employee in writing.

15
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6. The Clerk

In case of the Clerk, they will submit their Statement of Grievance to the Chairman of the
Council {or in his/her absence, the Vice-Chairman) and this matter shall be reported back
and progressed by resolution of the full Council. The Council could establish a Disciplinary
and Grievance Panel to conduct a formal grievance procedure as stated above. In case of an
appeal new 3 different members will form an Appeals Panel.

7. Managing Staff Complaints Concerning Councillor Conduct

The Government body ACAS produces guidelines for Employers on a range of topics. While
not legally binding, they can be used by Employment Tribunals as a benchmark of how
reasonably an Employer, including Councils, have acted. ACAS Guidance on managing
Grievance issues is that they should be addressed promptly and without unreasonable
delay. They should also be addressed consistently, and in accordance with the Council’s
procedures so that, if possible, the problem can be resolved.

However for Town and Parish Councils there is an additional set of procedures to follow. If
the Employee’s complaint concerns the conduct of a Councillor. The Council would also
need to comply with the requirements of the Localism Act 2011 s28 (7) which states that
the matter has to be referred to the District Council’s Monitoring Officer. The Council
cannot deal with it.

This was confirmed in Harvey v Ledbury Town Council {2018] EWMC 1151 (The Ledbury
ruling). The Supreme Court decided that if a Town or Parish Council conducts a grievance
procedure in tandem with, or as an alternative to, the Code of Conduct Process detailed in
the 2011 Act, they would be acting contrary to the intention of Parliament (para 103). The
Judge did not state what level of formality the Grievance should be, so it can be concluded
that it concerns both formal and informal grievance processes.

Duston Parish Council cannot run a Grievance if the complaint concerns an Elected Member.
It must be referred to the Monitoring Officer.

Upon receipt of any grievance, the Clerk or {or HR Sub-Committee in case of the Clerk / RFO)
should conduct an informal investigatory meeting to establish if there are any issues that
can be addressed by the Council, or is it solely concerned with the Code of Conduct. This
should be arranged within seven calendar days of receipt of the complaint.

16
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A Disciplinary and Grievance Panel and the separate Appeals Panel must be made up of
three members.

This is because:

. one councillor cannot make a decision on behalf of the council

° a two-member sub-committee would always allow the Chairman to secure
his/her desired outcome by exercising the casting vote in the event of a tie

. more than three members will probably be unwieldy. It may alsoc make it more
difficult to find committee members with no direct involvement and it will
reduce the pool of potential appeal panel members.

Disciplinary and Grievance Panel will appoint a Chairman from one of its members. The

. Investigator will not sit on the Committee. Councillors with direct involvement in a

disciplinary or grievance matter should not be appointed to a hearing panel or
grievance. All appeals will be heard by a separate Appeals Panel.

If Council considers that there is an insufficient number of councillors who are
independent {for example, because many have direct involvement in the allegations), it
will appoint from outside the Council. However, external consultants can only advise,
the decision will rest with the full Council.

Meetings should be arranged as soon as possible but the employee should be given
reasonable time to prepare. Proceedings should be minuted. If possible the minute
taker should be an employee.

Information about disciplinary or grievance matters should be restricted to those
involved in the disciplinary process. Any disciplinary action or grievance outcome should
remain confidential. The employee’s disciplinary and grievance records should be held
by a council in accordance with the Data Protection Act 1998.

Mediation may be appropriate at any stage of the disciplinary or grievance procedure
{(for example where there have been communication breakdowns or allegations of
bullying and harassment). Mediation is a confidential dispute resolution process that
requires a council’s and the employee’s consent. The mediator is an independent
person who helps individuals or groups try to find a solution. Mediators do not make
judgments or determine outcomes - they ask questions that help to uncover underlying
problems, assist the parties to understand the issues and clarify the options for resclving
thejr difference or dispute.

Working days are Monday - Friday

17
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DUSTON PARISH COUNCIL

STANDING ORDERS
& SCHEME OF DELEGATION

These Standing Orders provide procedures and controls for the management
of Council business. Basic arrangements are contained in Schedule 12 of the
Local Govemment Act 1972. The procedural requirements in Schedule 12,
together with other requirements appropriate for the Council, are incorporated.

Standing Orders should be seen as an aid to proper and effeclive
governance. Over requlation can be an impediment.
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RULES OF DEBATE AT MEETINGS

Motions on the agenda shall be considered in the order that they appear |
unless the order is changed at the discretion of the chairman of the
meeting.

A motion {including an amendment) shall not be progressed unless it
has been moved and seconded.

A motion on the agenda that is not moved by its proposer may be
treated by the chairman of the meeting as withdrawn.

If a motion (including an amendment) has been seconded, it may be
withdrawn by the proposer only with the consent of the seconder and the
meeting.

An amendment is a proposal to remove or add words to a motion. It shall
not negate the motion.

If an amendment to the original motion is carried, the original motion (as
amended) becomes the substantive motion upon which further
amendment(s) may be moved.

An amendment shall not be considered unless early verbal notice of it is
given at the meeting and, if requested by the chairman of the meeting, is
expressed in writing to the chairman.

A councillor may move an amendment to his own motion if agreed by the
meeting. f a motion has already been seconded, the amendment shall
be with the consent of the seconder and the meeting.

If there is more than one amendment to an original or substantive
motion, the amendments shall be moved in the order directed by the
chairman of the meeting.

Subject to standing order 1(k), only one amendment shall be moved and
debated at a time, the order of which shall be directed by the chairman
of the meeting.

One or more amendments may be discussed together if the chairman of
the meeting considers this expedient but each amendment shall be
voted upon separately.

A councillor may not move more than one amendment to an original or
substantive motion.

The mover of an amendment has no right of reply at the end of debate
on it.



Where a series of amendments to an original motion are carried, the
mover of the original motion shall have a right of reply either at the end
of debate on the first amendment or at the very end of debate on the
final substantive motion immediately before it is put to the vote.

Unless permitted by the chairman of the meeting, a councillor may speak
once in the debate on a motion except:

i.  to speak on an amendment moved by another councillor;

ii. to move or speak on another amendment if the motion has been
amended since he last spoke;

iii. to make a point of order;
iv. to give a perscnal explanation; or
v. o exercise a right of reply.

During the debate on a motion, a councillor may interrupt only on a point
of order or a personal explanation and the councillor who was
interrupted shall stop speaking. A councillor raising a point of order shall
identify the standing order which he considers has been breached or
specify the other irregularity in the proceedings of the meeting he is
concerned by. '

A point of order shall be decided by the chairman of the meeting and his
decision shall be final.

When a motion is under debate, no other motion shall be moved except:
i.  to amend the motion;

ii. to proceed to the next business;

iii. to adjourn the debate;

iv. to put the motion to a vote;

v. to ask a person to be no longer heard or to leave the meeting;

vi. 1o refer a motion to a committee or sub-committee for
consideration;

vii. 1o exclude the public and press;
viii. to adjourn the meeting; or

ix. tosuspend particular standing order(s) excepting those which
reflect mandatory statutory or legal requirements.



Before an original or substantive motion is put to the vote, the chairman
of the meeting shall be satisfied that the motion has been sufficiently
debated and that the mover of the motion under debate has exercised or
waived his right of reply.

Excluding motions moved under standing order 1(r), the contributions or
speeches by a councillor shall relate only to the motion under discussion
and shall not exceed three minutes without the consent of the chairman
of the meeting.

DISORDERLY CONDUCT AT MEETINGS

No person shall obstruct the transaction of business at a meeting or
behave offensively or improperly. If this standing order is ignored, the
chairman of the meeting shall request such person(s) to moderate or
improve their conduct.

If person(s) disregard the request of the chairman of the meeting to
moderate or improve their conduct, any councillor or the chairman of the
meeting may move that the person be no longer heard or be excluded
from the meeting. The motion, if seconded, shall be put to the vote
without discussion.

If a resolution made under standing order 2(b) is ignored, the chairman
of the meeting may take further reasonable steps to restore order or to
progress the meeting. This may include temporarily suspending or
closing the meeting.

MEETINGS GENERALLY
Full Council meetings .
Committee meetings .

Sub-committee meetings *

Meetings shall not take place in premises which at the time of the
meeting are used for the supply of alcohol, unless no other
premises are available free of charge or at a reasonable cost.

The minimum three clear days for notice of a meeting does not
include the day on which notice was issued, the day of the meeting,
a Sunday, a day of the Christmas break, a day of the Easter break or
of a bank holiday or a day appointed for public thanksgiving or



mourning.

The minimum three clear days’ public notice for a meeting does not
include the day on which the notice was issued or the day of the
meeting unless the meeting is convened at shorter notice.

Meetings shall be open to the public unless their presence is
prejudicial to the public interest by reason of the confidential nature
of the business to be transacted or for other special reasons. The
public’s exclusion from part or all of a meeting shall be by a
resolution which shall give reasons for the public’s exclusion.

Members of the public may make representations, answer questions and
give evidence at a meeting which they are entitled to attend in respect of
the business on the agenda or on an issue that directly relates to the civil
parish of Duston.

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

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

In accordance with standing order 3(e), a question shall not require a
response at the meeting nor start a debate on the question. The
chairman of the meeting may direct that a written or oral response be
given. '

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.

A person who speaks at a meeting shall direct his comments to the
chairman of the meeting.

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 order of
speaking.

Subject to standing order 3(m), a person who attends a meeting is
permitted to report on the meeting whilst the meeting is open to the
public. To “report” means to film, photograph, make an audio
recording of meeting proceedings, use any other means for
enabling persons not present to see or hear the meeting as it takes
place or later or to report or to provide oral or written commentary
about the meeting so that the report or commentary is available as



the meeting takes place or later to persons not present.

A person present at a meeting may not provide an oral report or
oral commentary about a meeting as it takes place without
permission.

The press shall be provided with reasonable facilities for the taking
of their report of all or part of a meeting at which they are entitled to
be present.

Subject to standing orders which indicate otherwise, anything
authorised or required to be done by, to or before the Chairman of
the Council may in his absence be done by, to or before the Vice-
Chairman of the Council (if there is one).

The Chairman of the Council, if present, shall preside at a meeting.
If the Chairman is absent from a meeting, the Vice-Chairman of the
Council (if there is one} if present, shall preside. If both the
Chairman and the Vice-Chairman are absent from a meeting, a
councillor as chosen by the councillors present at the meeting shall
preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall
be decided by a majority of the councillors and non-councillors
with voting rights present and voting.

The chairman of a meeting may give an original vote on any matter
put to the vote, and in the case of an equality of votes may exercise
his casting vote whether or not he gave an original vote.

See standing orders 5(h} and (i) for the different rules that apply in the
election of the Chairman of the Council at the annual meeting of the
Council.

Unless standing orders provide otherwise, voting on a question
shall be by a show of hands. At the request of a councillor, the
voting on any question shall be recorded so as to show whether
each councillor present and voting gave his vote for or against that
question. Such a request shall be made before moving on to the next
item of business on the agenda.

Immediately after a vote is taken but before the next business is
commenced, a Councillor may request that the minutes of the meeting
record the way in which the Councillor has voted or that the Councillor
abstained from voting. The minutes shall note whether the Councillor
voted for or against the question put or whether the Councillor abstained.



The minutes of a meeting shall include an accurate record of the
following:

i the time and place of the meeting;

ii.  the names of councillors who are present and the names of
councillors who are absent;

iii.  interests that have been declared by councillors and non-
councillors with voting rights;

iv. the grant of dispensations (if any) to councillors and non-councillors
with voling rights;

v.  whether a councillor or non-councillor with voting rights left the
meeting when matters that they held interests in were being
considered;

vi. if there was a public participation session; and
vii. the resolutions made.

A councillor or a non-councillor with voting rights who has a
disclosable pecuniary interest or another interest as set out in the
Council’s code of conduct in a matter being considered ata
meeting is subject to statutory limitations or restrictions under the
code on his right to participate and vote on that matter.

No business may be transacted at a meeting unless at least one-
third of the whole number of members of the Council are present
and in no case shall the quorum of a meeting be less than three.

See standing order 4d(viii} for the quorum of a committee or sub-
committee meeling.

If a meeting is or becomes inquorate no business shall be
transacted and the meeting shall be closed. The business on the
agenda for the meeting shali be adjourned to another meeting.

A meeting shall not exceed a period of 2 hours.

COMMITTEES AND SUB-COMMITTEES




Unless the Council determines otherwise, a committee may appoint
a sub-committee whose terms of reference and members shall be
determined by the committee.

The members of a committee may include non-councillors unless it
is a committee which regulates and controis the finances of the
Council.

Unless the Council determines otherwise, all the members of an
advisory committee and a sub-committee of the advisory
committee may be non-councillors.

The Council may appoint standing committees or other committees as
may be necessary, and:

i shall determine their terms of reference;

ii.  shall determine the number and time of the ordinary meetings of a
standing committee up until the date of the next annual meeting of
the Council,

ii. shall permit a committee, other than in respect of the ordinary
meetings of a committee, to determine the number and time of its
meetings;

iv. shall, subject to standing orders 4(b) and {c), appoint and
determine the terms of office of members of such a committee;

V.  may, subject to standing orders 4(b) and (c), appoint and determine
the terms of office of the substitute members to a commitiee whose
role is to replace the ordinary members at a meeting of a
committee if the ordinary members of the committee confirm to the
Proper Officer 2 days before the meeting that they are unable to
attend;

vi. may, after it has appointed the members of a standing committee,
appoint the chairman of the standing committee;

vii. shall permit a committee other than a standing committee, to
appoint its own chairman at the first meeting of the committee;

viii. shall determine the place, notice requirements and quorum for a
meeting of a committee and a sub-committee which, in both cases,
shall be no less than three;

ix. shall determine if the public may participate at a meeting of a
committee;

x.  shall determine if the public and press are permitted to attend the



10
meetings of a sub-committee and also the advance public notice
requirements, if any, required for the meetings of a sub-committee;

xi.  shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend; and

Xii. may dissolve a committee or a sub-committee.

Order of business of standing committees will usually be conducted in
the following order:

1) To receive apologies

2) The Chairman, Vice-Chairman or Councillor presiding shall sign the
approved minutes

3) To receive disclosures of interest by Councillors on items on the
agenda

4) Public Participation Session
5) Business deferred from previous meeting
6) To receive and consider reports from officers of the Council;

7) Any other business specified on the agenda.
FULL COUNCIL MEETINGS

In an election year, the annual meeting of the Council shall be held
on or within 14 days following the day on which the councillors
elected take office.

In a year which is not an election year, the annual meeting of the
Council shall be held on such day in May as the Council decides. In
a year where there is no election the Annual Meeting of the Council will
be the third Thursday of May.

If no other time is fixed, the annual meeting of the Council shall
take place at 6pm.

In addition to the annual meeting of the Council, at least three other
ordinary meetings shall be held in each year on such dates and
times as the Council decides.

The first business conducted at the annual meeting of the Council
shall be the election of the Chairman and Vice-Chairman (if there is
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one) of the Council.

The Chairman of the Council, unless he has resigned or hecomes
disqualified, shall continue in office and preside at the annual
meeting until his successor is elected at the next annual meeting of
the Council.

The Vice-Chairman of the Council, if there is one, unless he resigns
or becomes disqualified, shall hold office until inmediately after
the election of the Chairman of the Council at the next annual
meeting of the Council.

In an election year, if the current Chairman of the Council has not
been re-elected as a member of the Council, he shall preside at the
annual meeting until a successor Chairman of the Council has been
elected. The current Chairman of the Council shall not have an
original vote in respect of the election of the new Chairman of the
Council but shall give a casting vote in the case of an equality of
votes.

In an election year, if the current Chairman of the Council has been
re-elected as a member of the Council, he shall preside at the
annual meeting until a new Chairman of the Council has been
elected. He may exercise an original vote in respect of the election
of the new Chairman of the Council and shall give a casting vote In
the case of an equality of votes. ‘

Following the election of the Chairman of the Council and Vice-Chairman
(if there is one) of the Council at the annual meeting, the business shall
include:

I. In an election year, delivery by the Chairman of the Council
and councillors of their acceptance of office forms unless the
Council resolves for this to be done at a later date. In a year
which is not an election year, delivery by the Chairman of the
Council of his acceptance of office form unless the Council
resolves for this to be done at a later date;

ii.  Council Order of Business
Annual Council Meeling
1) Election of Chairman
2) To receive the Chairman’s acceptance of office
3) Election of Vice-Chairman

4) To receive apologies for absence
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6)
7)

8)

9)

12

To receive disclosures of interest by Councillors under Duston
Parish Council's code of conduct.

Public Participation Session

Confirmation of the accuracy of the minutes of the last meseting
of the Council. Signed by the Chairman, Vice-Chairman or
Councillor presidening;

in an election year, to make arrangements with a view to the
Council becoming eligible to excercise the general power of
competence in the future; '

Review and adopt Standing Orders & Scheme of Delegation,
Financial Regulations and Code of Conduct

10)Appointment of Standing Committees as per scheme of

delegation

11) Appointment and report back of outside bodies

12) Review of Council / staff subscriptions to othe bodies

13) Council meeting cycle

14) Any other Council business

Ordinary Council Meeting

1)
2)

3)

4)
5)

6)

To receive apologies for absence

Confirmation of the accuracy of the minutes of the last meeting
of the Council. Signed by the Chairman, Vice-Chairman or
Councillor presidening

To receive disclosures of interest by Councillors under Duston
Parish Council’'s code of conduct.

Public Participation Session
To deal with business expressly required by statute

To receive and consider reports and recommendations from
Standing Committees.

Recommendations must be included in full on the agenda for the
Council meeting.

. All Committee recommendations may not be discussed until

they have been moved and seconded. This will normally be
done by the Chairman and Vice-Chairman of the Committee.
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7) To receive and consider recommendations from working parties
8) To receive and consider reports from Officers of the Council

9) To approve any changes to Standing Orders, the delegation
arrangements or other governing documents;

10) To receive business motions from Councillors

11) Any other business specified on the agenda

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES
AND SUB-COMMITTEES

The Chairman of the Council may convene an extraordinary
meeting of the Council at any time.

If the Chairman of the Council does not call an extraordinary
meeting of the Council within seven days of having been requested
in writing to do so by two councillors, any two councillors may
convene an extraordinary meeting of the Council. The public notice
giving the time, place and agenda for such a meeting shall be
signed by the two councillors.

The chairman of a committee [or a sub-éommittee] may convene an
extraordinary meeting of the committee [or the sub-committee] at any
time.

If the chairman of a committee [or a sub-committee] does not call an
extraordinary meeting within seven days of having been requested to do
s0 by two members of the committee [or the sub-committee], any two
members of the committee [or the sub-committee] may convene an
extraordinary meeting of the committee [or a sub-committee].

PREVIOUS RESOLUTIONS

A resolution shall not be reversed within six months except either by a
special motion, which requires written notice by at least five councillors
to be given to the Proper Officer in accordance with standing order 9, or
by a motion moved in pursuance of the recommendation of a committee
or a sub-committee.

When a motion moved pursuant to standing order 7{a) has been
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disposed of, no similar motion may be moved for a further six months.

VOTING ON APPOINTMENTS

Where more than two persons have been nominated for a position to be
filled by the Council and none of those persons has received an absolute
majority of votes in their favour, the name of the person having the least
number of votes shall be struck off the list and a fresh vote taken. This
process shall continue until a majority of votes is given in favour of one
person. A tie in votes may be settled by the casting vote exercisable by
the chairman of the meeting.

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE
TO BE GIVEN TO THE PROPER OFFICER

A motion shall relate to the responsibilities of the meeting for which it is
tabled and in any event shall relate to the performance of the Council’'s
statuiory functions, powers and obligations or an issue which specifically
affects the Council's area or its residents.

No motion may be moved at a meeting unless it is on the agenda and
the mover has given written notice of its wording to the Proper Officer at
least 10 clear days before the meeting. Clear days do not include the
day of the notice or the day of the meeting.

The Proper Officer may, before including a motion on the agenda
received in accordance with standing order 9(b), correct obvious
grammatical or typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in
accordance with standing order 9(b) is not clear in meaning, the motion
shall be rejected until the mover of the motion resubmits it, so that it can
be understood, in writing, to the Proper Officer at least seven clear days
before the meeting.

If the wording or subject of a proposed motion is considered improper,
the Proper Officer shall consult with the chairman of the forthcoming
meeting or, as the case may be, the councillors who have convened the
meeting, to consider whether the motion shall be included in the agenda
or rejected. '

The decision of the Proper Officer as to whether or not to include the
motion on the agenda shall be final.
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Motions received shall be recorded and numbered in the order that they
are received.

Motions rejected shall be recorded with an explanation by the Proper
Officer of the reason for rejection.

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN
NOTICE

The following motions may be moved at a meeting without written notice
to the Proper Officer:

I to correct an inaccuracy in the draft minutes of a meeting;

ii. tomove to a vote;

iii. to defer consideration of a motion;

iv. to refer a motion to a particular committee or sub-committee;
v. to appoint a person to preside at a meeting;

vi. to change the order of business on the agenda;

vii. to proceed to the next business on the agenda;

viii. to require a written report;

ix. to appoint a commitiee or sub-commitiee and their members;
X. toextend the time limits for speaking;

xi. toexclude the press and public from a meeting in respect of
canfidential or other information which is prejudicial to the public
interest;

xii. to not hear further from a councillor or a member of the public;

xiii. to exclude a councillor or member of the public for disorderly
conduct;

xiv. to temporarily suspend the meeting;

xv. to suspend a particular standing order (unless it reflects mandatory
statutory or legal requirements);

xvi. to adjourn the meeting; or

xvii. to close the meeting.
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MANAGEMENT OF INFORMATION

See also standing order 20.

The Council shall have in place and keep under review, technical
and organisational measures to keep secure information (including
personal data) which it holds in paper and electronic form. Such
arrangements shall include deciding who has access to personal
data and encryption of personal data.

The Council shall have in place, and keep under review, policies for
the retention and safe destruction of all information (including
personal data) which it holds in paper and electronic form. The
Council’s retention policy shall confirm the period for which
information (including personal data) shall be retained or if this is
not possible the criteria used to determine that period (e.g. the
Limitation Act 1980).

The agenda, papers that support the agenda and the minutes of a
meeting shall not disclose or otherwise undermine confidential
information or personal data without legal justification.

Councillors, staff, the Council’s contractors and agents shall not
disclose confidential information or personal data without legal
justification.

DRAFT MINUTES

Full Council meetings °
Committee meetings ]
Sub-committee meetings .

If the draft minutes of a preceding meeting have been served on
councillors with the agenda to aitend the meeting at which they are
due to be approved for accuracy, they shall be taken as read.

There shall be no discussion about the draft minutes of a preceding
meeting except in relation to their accuracy. A motion to correct an
inaccuracy in the draft minutes shall be moved in accordance with
standing order 10(a)(i).
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The accuracy of draft minutes, including any amendment(s) made to
them, shall be confirmed by resolution and shall be signed by the
chairman of the meeting and stand as an accurate record of the
meeting to which the minutes relate.

If the chairman of the meeting does not consider the minutes to be an
accurate record of the meeting to which they relate, he shall sign the
minutes and include a paragraph in the following terms or to the same
effect:

“The chairman of this meeting does not believe that the minutes
of the meeting of the ( )} held on [date] in respect of { ) were a
correct record but his view was not upheld by the meeting and
the minutes are confirmed as an accurate record of the
proceedings.”

If the Council’s gross annual income or expenditure (whichever is
higher) does not exceed £25,000, it shall publish draft minutes on
a website which is publicly accessible and free of charge not later
than one month after the meeting has taken place.

Subject to the publication of draft minutes in accordance with standing
order 12(e) and standing order 20(a) and following a resolution which
confirms the accuracy of the minutes of a meeting, the draft minutes or
recordings of the meeting for which approved minutes exist shall be
destroyed.

CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(u).

All councillors and non-councillors with voting rights shall observe the
code of conduct adopted by the Council.

Unless he has been granted a dispensation, a councillor or non-
councillor with voting rights shall withdraw from a meeting when it is
considering a matter in which he has a disclosable pecuniary interest.
He may return to the meeting after it has considered the matter in which
he had the interest.

Unless he has been granted a dispensation, a councillor or non-
councillor with voting rights shall withdraw from a meeting when it is
considering a matter in which he has another interest if so required by
the Council’s code of conduct. He may return to the meeting after it has
considered the matter in which he had the interest.
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Dispensation requests shall be in writing and submitted to the
Proper Officer as soon as possible before the meeting, or failing that, at
the start of the meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made [by the
Proper Officer] OR [by a meeting of the Council, or committee or sub-
committee for which the dispensation is required] and that decision is
final.

A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest
or other interest to which the request for the dispensation relates;

i.  whether the dispensation is required to participate at a meeting in a
discussion only or a discussicon and a vote;

iii. the date of the meeting or the period (not exceeding four years) for
which the dispensation is sought; and

iv.  an explanation as to why the dispensation is sought.

Subject to standing orders 13(d) and (f), a dispensation request shall be
considered [by the Proper Officer before the meeting or, if this is not
possible, at the start of the meeting for which the dispensation is required]
OR [at the beginning of the meeting of the Council, or committee or sub-
committee for which the dispensation is required].

A dispensation may be granted in accordance with standing order
13(e) if having regard to all relevant circumstances any of the
following apply:

i.  without the dispensation the number of persons prohibited
from participating in the particular business would be so great
a proportion of the meeting transacting the business as to
impede the transaction of the business;

ii. granting the dispensation is in the interests of persons living in
the Council’s area; or

ili. itis otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

Upon notification by West Northamptonshire Council that it is dealing
with a complaint that a councillor or non-councillor with voting rights has
breached the Council’s code of conduct, the Proper Officer shall, subject



18.

19

to standing order 11, report this to the Council.

Where the notification in standing order 14(a) relates to a complaint
made by the Proper Officer, the Proper Officer shall notify the Chairman
of Council of this fact, and the Chairman shall nominate another staff
member to assume the duties of the Proper Officer in relation to the
complaint until it has been determined and the Council has agreed what
action, if any, to take in accordance with standing order 14(d).

The Council may:

I provide information or evidence where such disclosure is
necessary to investigate the complaint or is a legal requirement;

ii. seek information relevant to the complaint from the person or body
with statutory responsibility for investigation of the matter;

Upon notification by West Northamptonshire Council that a
councillor or non-councillor with voting rights has breached the
Council’s code of conduct, the Council shall consider what, if any,
action to take against him. Such action excludes disqualification or
suspension from office.

PROPER OFFICER

The Proper Officer shall be the clerk or other staff member(s) nominated
by the Council to undertake the work of the Proper Officer when the
Proper Officer is absent.

The Proper Officer shall:

i. at least three clear days before a meeting of the council, a
committee or a sub-committee,

+ serve on councillors by delivery or post at their residences
or by email authenticated in such manner as the Proper
Officer thinks fit, a signed summons confirming the time,
place and the agenda (provided the councillor has
consented to service by email), and

e Provide, in a conspicuous place, public notice of the time,
place and agenda (provided that the public notice with
agenda of an extraordinary meeting of the Council
convened by councillors is signed by them).

See standing order 3(b) for the meaning of clear days for a meeting
of a full council and standing order 3(c) for the meaning of clear
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days for a meeting of a committee;

subject to standing order 9, include on the agenda all motions in
the order received unless a councillor has given written notice at
least five days before the meeting confirming his withdrawal of it;

conhvene a meeting of the Council for the election of a new
Chairman of the Council, occasioned by a casual vacancy in
his office;

facilitate inspection of the minute book by local government
electors;

receive and retain copies of byelaws made by other local
authorities:

hold acceptance of office forms from councillors;
hold a copy of every councillor's register of interests;

assist with responding to requests made under freedom of
information legislation and rights exercisable under data protection
legislation, in accordance with the Council’s relevant policies and
procedures;

liaise, as appropriate, with the Council's Data Protection Officer (if
there is one);

receive and send general correspondence and notices on behalf of
the Council except where there is a resolution to the contrary;

assist in the organisation of, storage of, access to, security of and
destruction of information held by the Council in paper and
electronic form subject to the requirements of data protection and
freedom of information legislation and other legitimate
requirements (e.g. the Limitation Act 1980);

arrange for legal deeds to be executed,;
(see also standing order 23);

arrange or manage the prompt authorisation, approval, and
instruction regarding any payments to be made by the Council in
accordance with its financial regulations;

record every planning application notified to the Council and the
Council's response to the local planning authority in a book for
such purpose;

refer a planning application received by the Council to the
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Chairman or in his absence the Vice-Chairman (if there is one) of
the Planning Committee the Council within three working days of
receipt to facilitate an extraordinary meeting if the nature of a
planning application requires consideration before the next ordinary
meeting of the Planning Committee.

Xvi. manage access to information about the Council via the publication
scheme; and

xvii. retain custody of the seal of the Council (if there is one) which shall
not be used without a resolution to that effect. (see also standing
order 23).

See also Scheme of Delegation.

RESPONSIBLE FINANCIAL OFFICER

The Clerk has the role of Resonsible Financial Officer (RFO). The
Council shall appoint appropriate staff member(s) to undertake the work
of the Responsible Financial Officer when the Responsible Financial
Officer is absent.

ACCOUNTS AND ACCOUNTING STATEMENTS

“Proper practices” in standing orders refer to the most recent version of
“Governance and Accountability for Local Councils — a Practitioners’
Guide".

All payments by the Council shall be authorised, approved and paid in
accordance with the law, proper practices and the Council’s financial
regulations.

The Responsible Financial Officer shall supply to each councillor as
soon as practicable after 30 June, 30 September and 31 December in
each year a statement to summarise:

i. the Council’s receipts and payments (or income and expenditure}
for each quarter,;

ii. the Council's aggregate receipts and payments (or income and
expenditure) for the year to date;

ii. the balances held at the end of the quarter being reported and
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which includes a comparison with the budget for the financial year and
highlights any actual or potential overspends.

As soon as possible after the financial year end at 31 March, the
Responsible Financial Officer shall provide:

I, each councillor with a statement summarising the Council’s
receipts and payments (or income and expenditure) for the last
quarter and the year to date for information; and

ii. tothe Council the accounting statements for the year in the form of
Section 2 of the annual governance and accountability return, as
required by proper practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance
with proper practices and apply the form of accounts determined by the
Council (receipts and payments, or income and expenditure) for the year
to 31 March. A completed draft annual governance and accountability
return shall be presented to all councillors at least 14 days prior to
anticipated approval by the Council. The annual governance and
accountability return of the Council, which is subject to external audit,
including the annual governance statement, shall be presented to the
Council for consideration and formal approval before 30 June.

FINANCIAL CONTROLS AND PROCUREMENT

The Council shall consider and approve financial regulations drawn up
by the Responsible Financial Officer, which shall include detailed
arrangements in respect of the following:

I.  the keeping of accounting records and systems of internal controls;

ii.  the assessment and management of financial risks faced by the
Council;

ii.  the work of the independent internal auditor in accordance with
proper practices and the receipt of regular reports from the internal
auditor, which shall be required at least annually;

iv. the inspection and copying by councillors and local electors of the
Council's accounts and/or orders of payments; and

v.  whether contracts with an estimated value below £25,000 due to
special circumstances are exempt from a tendering process or
pracurement exercise.

Financial regulations shall be reviewed regularly and at least annually for
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fitness of purpose.

A public contract regulated by the Public Contracts Regulations
2015 with an estimated value in excess of £25,000 but less than the
relevant thresholds referred to in standing order 18(f) is subject to
the “light touch” arrangements under Regulations 109-114 of the
Public Contracts Regulations 2015 unless it proposes to use an
existing list of approved suppliers (framework agreement).

Subject to additional requirements in the financial regulations of the
Council, the tender process for contracts for the supply of goods,
materials, services or the execution of works shall include, as a
minimum, the following steps:

i. a specification for the goods, materials, services or the execution of
works shall be drawn up;

ii.  an invitation to tender shall be drawn up to confirm (i) the Councif’s
specification (i) the time, date and address for the submission of
tenders (iii) the date of the Council's written response to the tender
and (iv) the prohibition on prospective contractors contacting
councillors or staff to encourage or support their tender outside the
prescribed process;

ii. the invitation to tender shall be advertised in a local newspaper and
in any other manner that is appropriate; '

iv. tenders are to be submitted in writihg in a sealed marked envelope
addressed to the Proper Officer;

v. tenders shall be opened by the Proper Officer in the presence of at
least one councillor after the deadline for submission of tenders
has passed;

vi. tenders are to be reported to and considered by the appropriate
meeting of the Council or a committee or sub-committee with
delegated responsibility.

Neither the Council, nor a committee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest
value tender.

Where the value of a contract is likely to exceed the threshold
specified by the Office of Government Commerce from time to time,
the Council must consider whether the Public Contracts
Regulations 2015 or the Utilities Contracts Regulations 2016 apply
to the contract and, if either of those Regulations apply, the Council
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must comply with procurement rules. NALC’s procurement
guidance contains further details.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a
meeting of Council or Committee or Sub-committee is subject to
standing order 11.

Subject to the Council’s policy regarding absences from work, the
Council’'s most senior member of staff shall notify the Chairman of the
Council or, if he is not available, the vice-chairman (if there is one) of the
absence occasioned by illness or other reason and that person shall
report such absence to the Council at its next meeting.

Subject to the Council’s policy regarding the handling of grievance
matters, the Council's most senior member of staff (or other members of
staff) shall contact the Chairman or in his absence, the Vice-Chairman of
the Council in respect of an informal or formal grievance matter, and this
matter shall be reported back and progressed by resolution of the full
Council. Resolution of Council could be to convene the 3 member
Disciplinary and Grievance Panel.

Subject to the Council's policy regarding the handling of grievance
matters, if an informal or formal grievance matter raised by [the member
of staff's job title] relates to the Chairman, this shall be reported to the
Vice-Chairman which shall be reported back and progressed by
resolution of full Council.

Any persons responsible for all or part of the management of staff shall
treat as confidential the written records of all meetings relating to their
performance, capabilities, grievance or disciplinary matters.

In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing
order 19(e).

RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.

In accordance with freedom of information legislation, the Council
shall publish information in accordance with its publication scheme
and respond to requests for information held by the Council.
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[/f gross annual income or expenditure (whichever is higher) does not
exceed £25,000] The Council shall publish information in
accordance with the requirements of the Smaller Authorities
(Transparency Requirements) (England) Regulations 2015.

OR

[/f gross annual income or expenditure (whichever is the higher) exceeds
£200,000] The Council, shall publish information in accordance with
the requirements of the Local Government (Transparency
Requirements) (England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION

(Below is not an exclusive list).

See also standing order 11.

The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond
to an individual exercising statutory rights concerning his personal
data.

The Council shall have a written policy in place for responding to
and managing a personal data breach.

The Council shall keep a record of all personal data breaches
comprising the facts relating to the personal data breach, its effects
and the remedial action taken.

The Council shall ensure that information communicated in its
privacy notice(s) is in an easily accessible and available form and
kept up to date. '

The Council shall maintain a written record of its processing
activities.

RELATIONS WITH THE PRESS/MEDIA

Requests from the press or other media for an oral or written comment
or statement from the Council, its councillors or staff shall be handled in
accordance with the Council’s policy in respect of dealing with the press
and/or other media. See Communications Policy.
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EXECUTION AND SEALING OF LEGAL DEEDS

See also standing orders 15(b)(xii) and (xvii).

A legal deed shall not be executed on behalf of the Council unless
authorised by a resolution.

[Subject to standing order 23{a), the Council’s common seal shall
alone be used for sealing a deed required by law. It shall be applied
by the Proper Officer in the presence of two councillors who shall
sign the deed as withesses.]

The above is applicable to a Council with a common seal.

OR

[Subject to standing order 23(a), any two councillors may sign, on
behalf of the Council, any deed required by law and the Proper
Officer shall witness their signatures.]

The above is applicable to a Council without a common seal.

COMMUNICATING WITH WEST NORTHAMPTONSHIRE
COUNCILLORS

An invitation to attend a meeting of the Council shall be sent, together
with the agenda, to the ward councillor(s) of West Northamptonshire
Council representing the area of the Council.

Unless the Council determines otherwise, a copy of each letter sent to
West Northamptonshire Council shall be sent to the ward councillor(s)
representing the area of the Council.

RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:

i. inspect any land and/or premises which the Council has a right or
duty to inspect; or

ii. issue orders, instructions or directions.
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26.  STANDING ORDERS GENERALLY

a  Allor part of a standing order, except one that incorporates mandatory
statutory or legal requirements, may be suspended by resolution in
relation to the consideration of an item on the agenda for a meeting.

b A motion to add to or vary or revoke one or more of the Council's
standing orders, except one that incorporates mandatory statutory or
legal requirements, shall be proposed by a special motion, the written
notice by at least four councillors to be given to the Proper Officer in
accordance with standing order 9.

¢ The Proper Officer shall provide a copy of the Council's standing orders
to a councillor as soon as possible.

d The decision of the chairman of a meeting as to the application of
standing orders at the meeting shall be final.

SCHEME OF DELEGATION

Under the Local Government Act 1972 s 101 (a) the Parish Council has the
power to arrange for the discharge of its functions by a committee, sub-
committee or officer of the authority.

The Parish Council does not have the power to delegate a decision to an
individual Councillor. Therefore an individual councillor cannot issue an
instruction to the Clerk or a contractor.

However, certain functions cannot be delegated and are therefore reserved to
the full Council, although an appropriate committee may make
recommendations thereon for the Council’s consideration.

All delegated powers and duties shall be exercised and performed on behalf
of and in the name of Duston Parish Council.

Matters Reserved for Full Council

Membership: All 12 Councillors

Quorum: 4 Councillors

The following are reserved matters for the Council (not exhaustive).
GOVERNANCE

Appointment of the Chairman and Vice-Chairman of Duston Parish Council.
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Approve or amend Standing Orders (including scheme of delegation),
Financial Regulations, Member Code of Conduct and other written corporate
policies.

Filling of Council vacancies through co-option if a by-election has not been
called.

Approve membership of Standing Committees and Sub-Committees. Filling of
vacancies occurring on any Committee or Sub-Committee of the Council
during the municipal year.

Confirmation (by resolution) that the Council has satisfied the statutory criteria
to exercise the General Power of Competence.

Appointing representatives to outside bodies.

Making, amending, revoking, re-enacting or adopting by-laws.

Appointment of the Clerk and RFO.

Full Council retains the right to determine (and to reserve to itself) any issue
which is within its powers and duties as a parish council, including those
which are (within these terms of reference and from time to time) delegated to

its committees and officers, by simple resolution.

Any other matters not delegated to a standing committee or referred to Full
Council by standing committees.

Approving and amending the Council's Strategic Plan and Priorities
Matters of principle or policy. This could arise by:

a. on matters of major importance which have not previously been
before the Council; or

b. matters which have arisen in other Committees or Sub- committees
but which cannot be resolved by them in the absence of settled Council
policy; or

¢. in cases of doubt where a major policy is involved, the Chairman of
the Council or the Chairman of any other Committee or Sub-committee,
or in their absence the appropriate Vice-Chairman may, before a
decision is taken by the committee or sub-committee, state that a
matter is referred to Council.

Cessation of any Council service.

Annual Council Meetings Cycle.

FINANCE
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Approval of annual council budget and precept including fees and charges.
Authorising borrowing & capital projects.

Agreeing the Parish Council's Statement of Accounts and Annual Goverhance
Statement.

Appointment of the Internal Auditor.

Receiving both the Internal and External Auditor Reports.
Appointment of Internal Controls Councillor and receiving their reports.
Oversight of Payments and Bank Reconciliations.

Banking Arrangements.

The incurring of expenditure for which no provision or insufficient provision
has been made.

ASSETS
Approve on annual basis the Asset Register.

Approval of purchase, acquisition by other means, lease, sale or disposal of
real property (interests in land).

STAFFING

To approve the staffing structure & salary bands.

To approve staff terms and conditions of employment and any alterations.
OTHERS

Approval of Grant Applications (and consider a recommendation from
Community Services Committee).

Authorising any proposed alterations to the Duston Neighbourhood Plan.

Standing Committees

All Commitiees operate within budgetary and policy framework set by Council.

Planning Committee

Membership: A maximum of 5 councillors. Councillors are elected and
removed by Council. Chair of Council will be a member with voting rights.
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Quorum: No less than 3 councillors.

Chair & Vice-Chair: To be elected at the first meeting of the Committee for the
municipal year. The Chair or Vice-Chair will report back to Council.

Voting: Decisions taken by a majority vote. [n the case of an equal vote the
Chair shall have a second or casting vote.

Meetings:
a) Determined by Council. )
b) As considered necessary by the Chair and/or Clerk.

Delegated the following responsibilities:

1.To make observations / comments to West Northamptonshire Council on
the following Planning issues

a) Planning applications in Duston and on the fringe of the Parish.

b) Planning policies and detailed local plans appropriate to the civil parish

of Duston.

c) On planning appeals and matters relating thereto.

d) Street Naming.

e) Tree Preservation Orders (TPOs)

f) Listed building consents '

g) Duston Conservation Area

2. To review and monitor Local Planning Documents (e.g. Duston
Neighbourhood Plan & West Northamptonshire Strategic Plan) and make any
observations / comments as appropriate.

3. Make recommendations to Council regarding any changes to the Duston
Neighbourhood Plan.

4. To make observations / comments to West Northamptonshire Council
Highways on the following: ,
a) The creation, diversion and closure of public rights of way (including
Bridleways). -
b) Traffic Regulation Orders (TROs).
c) Traffic management matters.

5.To make observations / comments on all matters in relation to public
transport to West Northamptonshire Council and the Highways Agency.

7. To make observations / comments on licencing applications within the
parish to West Northamptonshire Council.

8. The power to establish working parties within its terms of reference. Does
not have the power to set up a Sub-Committee.

9. Any issue referred to it by Council.
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Community Services Committee

Membership: A maximum of 5 councillors. Councillors are elected and
- removed by Council. Chair of Council will be a member with voting rights.

Quorum: No less than 3 councillors.

Chair & Vice-Chair: To be elected at the first meeting of the Committee for the
municipal year. The Chair or Vice-Chair will report back to Council.

Voting: Decisions taken by a majority vote. In the case of an equal vote the
Chair shall have a second or casting vote.

Meetings:

a)
b)

Determined by Council.
As considered necessary by the Chair and/or Clerk.

The Committee has the following responsibilifies:

1.The Community Services Committee will review, monitor and make
recommendations to Full Council on the following:

a)

b)
c)

d)

e)

f)

9)
h)
i)
)
K)
)

DPC community engagement, public consultations, publicity and
communications.

DPC community events programme.

Supporting local community projects not directly run and overseen by
DPC.

Delivering improved health, social and other welibeing outcomes for
the residents of Duston which includes working in partnership with
other organisations.

Any community service provided by DPC (e.g. for youth & older
people).

Developing and promoting economic wellbeing of Duston (e.g. helping
and supporting local businesses, shops and employment where
possibie).

Promoting Duston based services and local the voluntary / community
sector.

The Grow Together Allotment project.

Oversee the management of both Berrywood Road & Bants Lane
Allotments.

Duston Parish Council website

Duston Parish Council noticeboards.

Communications Policy and Grant Awarding Policy.

m) Grant Applications

Specific Delegated Responsibilities:

2. This Committee has an annual spending cap of £6000.

3. To directly liaise with Duston based organisations and businesses
regarding the development of community services and amenities in the parish.
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4. Oversee the Annual Parish Meeting.

5. Oversee the management of the five community defibrillators (Chiltern
Avenue, Weggs Farm Road, Harlestone Road, St Luke's Centre, Errington
Park).

6. The power to establish working parties within its terms of reference. Must
seek permission of Council to set up a Sub-Commitiee.

7. Any issue referred to it by Council.

Environment Committee

Membership: A maximum of 5 councillors. Councillors are elected and
removed by Council. Chair of Council will be a member with voting rights.

Quorum: No less than 3 councillors.

Chair & Vice-Chair: To be elected at the first meeting of the Committee for the
municipal year. The Chair or Vice-Chair will report back to Council.

Voting: Decisions taken by a majority vote. In the case of an equal vote the
Chair shall have a second or casting vote.

Meetings:
a) Determined by Council.
b) As considered necessary by the Chair and/or Clerk.

The Committee has the following responsibilities:

1. The Environmental Committee will review, monitor and make
recommendations to Full Council on the following:

a) The overall management of DPC owned frees, green spaces,
playgrounds, streetlights and parks.

b) Matters relating to non-DPC owned trees, green spaces, playgrounds
and parks within the Parish including St Lukes Churchyard and Duston
cemetery.

c) Street furniture such as seating, litter bins & bus shelters. This
includes the purchase of additional or replacement street furniture.

d) Maintenance and upkeep of the war Memorial.

e) Maintenance and upkeep of Timken Artwork.

f) Maintenance and upkeep of Timken Gates and Rosevilla Hut and
adjoining wall. _

g) Maintenance of Alfred Knight / Main Road / Timken South footpath and
the 3 streetlights

h) Reducing litter and fly-tipping in Duston.



i) Actions and initiatives to help reduce crime, disorder and anti-social
behaviour.

j) How DPC and the wider Parish can help play its part in confronting
climate change. Also advising Council and other Committees on
Climate Change issues.

k) Improving and maintaining biodiversity in Duston.

Specific Delegated Responsibilities:
2.This Committee has annual spending cap of £6000 per year.
3. Minor improvements to DPC owned Parks and Open Spaces.

4. Liaising directly with other local stakeholders in respect of reducing crime,
anti-social behaviour, littering, flytipping and climate change.

5. Oversee the usage and operation of the Vehicle Activated Signs (VAS)
within Duston.

6. Oversee general sighage use relating to the Environment (such as anti -
littering, dog fouling, pollution, crime and speeding).

7. The power to establish working parties within its terms of reference. Must
seek permission of Council to set up a Sub-Committee.

8. Any issue referred to it by Council.

Resources & General Purposes Committee

Membership: A maximum of 5 councillors. Councillors are elected and
removed by Council. Chair of Council will be a member with voting rights.

Quorum: No less than 3 .councillors.
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Chair & Vice-Chair: To be elected at the first meeting of the Committee for the

municipal year. The Chair or Vice-Chair will report back to Council.

Voting: Decisions taken by a majority vote. In the case of an equal vote the
Chair shall have a second or casting vote.

Meetings: Usually Quarterly
a) Determined by Council.
b) As considered necessary by the Chair and/or Clerk.

The Committee has the following responsibilities:

1. The Committee will review, monitor and make recommendations to Full
Council on the following:

CORPORATE.
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a) The general administration of Duston Parish Council.
b) Officer and Member training and development.
¢) Contracts and Tendering. In the case of

- Environment contracts (e.g. grass cutting and horticultural works).
Consult with the Environment Committee prior to making any
recommendations to Council.

- Community Services contracts (e.g. Youth Services & Duston
Sports Centre). Consult with the Community Services Committee
prior to making any recommendations to Council.

d) Potential delegation of services to the Parish Council from VWest

Northamptonshire Council.

e) Disposal or acquisition of any property and land.

BUILDING FACILITIES.
f) The operational running and maintenance of Duston Community
Centre and St Luke’s Centre.
g) Fees, terms & conditions of hire at St Luke’s Centre & Duston
Community Centre.
h} Maintenance of the Rosé villa Access Road

STAFFING.
i} The staffing structure including salary remuneration (pay banding).
i) Matters relating to employees of the Council in their conditions of
service, welfare and safety.
k) Proposing and amending HR policies.
l) That staffing levels are appropriate to the work of the council

FINANCE.
m) Financial Regulations.
n) Maintaining adequate general reserves, in line with audit regulations,
and allocation of earmarked reserves for specific purposes.
o) In year virements between approved budget headings.

Specific Delegated Responsibilities:
2.This Committee has an annual spending cap of £6000 per year.
3.To monitor the council’s income and expenditure against actual budget.

4.To prepare the council’'s annual budget and make a recommendation to the
council of the precept required for the next financial year.

5. To receive any proposals from Committees, in respect of expenditure for
the following financial year, as part of the Council's budget setting process.

6. In year reviewing of internal & external audit reports and oversee the
implementation of their recommendations.

7. In year monitoring of the Corporate Risk Register.



35

8.To ensure the Council is adequately insured (e.g. buildings & other
property).

9. To authorize attendance at conferences and other powers contained in
Section 175 of the Local Government Act 1972.

10. The power to establish working parties within its terms of reference. Must
seek permission of Council to set up a Sub-Committee.

11. Any issue referred to it by Council.

HR Sub-Committee

Membership: 3 Councillors. The Chair of Council, Vice-Chair of Council and
one other councillor nominated by Council. The Chair of the Council is the
Chair of this Sub-Committee.

Meetings: At least once a year.
Specific Delegated Responsibilities:

a) Oversee the process of the recruitment of the Clerk / RFO.

b) Recommend to Council the appointment of the Clerk / RFQO.

c} Once initiated by resolution by Council it can carry out disciplinary
procedures according to the agreed policies and procedures of the
Clerk / RFO. This could include lead to dismissal of the Clerk / RFO.

d) To receive written or verbal reports from the Clerk / RFO as to their
workload including progress on Council / Committee resolutions.

e) To conduct the Clerk Annual Appraisal and make recommendations to
Council if necessary.

f) To act as the Disciplinary & Grievance Panel if required.

Other Committees

Disciplinary & Grievance Panel

To deal with matters arising from the Council’s disciplinary and grievance
procedures. [t will consist of 3 members appaointed by Council. This is a sub-
committee of Council. The HR Sub-Committee may act as the Disciplinary &
Grievance Panel. However, Council reserves the right to choose a different
Disciplinary & Grievance Panel.

Appeals Panel

To deal with Appeals arising from the Council’s disciplinary and grievance
procedures. It will consist of 3 members appointed by Council and they
decide amongst themselves by voting who will be Chair. This is a sub-
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committee of Council. The members involved cannot be involved in the
original hearings or investigation.

Working Parties

A Working Party must follow the course for which it was convened and there
is to be no transfer of delegated powers from the Committee from which it was
formed otherwise the Council acts unlawfully.

The Working Party shall not issue instructions to any officer if, in the opinion
of the officer, it is likely to incur expenses or use excessive time without prior
authority of the Committee

Membership of the Working Party is to be decided at creation of the group
when the need is identified for such an action.

Membership need not be confined to Members of the Council, nor to the
parent committee, members may be drawn from volunteers or specialist
areas.

The Working Party shall advise and make recommendations to the Council or
Committee from which it was formed.

The Working Party may meet without the need fo give public notice.

Deleqgation To Parish Clerk / RFO

LEGAL

The Parish Clerk is designated and authorised to act as the Proper Officer for
the purposes of all relevant sections of the Local Government Act 1972 and
any other stature requiring the designation of a proper officer.

The Proper Officer shall be responsible for signing all the Council’s Official
Notices and for sealing Council documents as set out in the Standing Orders

To retain a copy of every Councillors’ Register of Interests
To deal with dispensation requests from Members of the Council

Power to take appropriate steps to ensure the Council does not exceed its
legal powers

RESPONSIBLE FINANCIAL OFFICER
Carry out “Section 151" functions

Responsible for all financial records of the Council
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The careful administration of its finances and accounting procedures in
accordance with the Accounts and Audit Regulations in force at any given
time and with the policies and procedures set by the Council and within the
law.

Ensure the approved precept is issued to West Northamptonshire Council.

Power to release any financial related report or document to the Council or it's
committees in discharge of the RFO duties.

MANAGEMENT
The Clerk may authorise another officer or officers of the Council to exercise

the powers of the Clerk in his/her absence, without removing the overall
responsibility of the Clerk for any such decisions.

Manage and recruitment of all employees of the Council and have the
authority to take disciplinary action under agreed procedures.

Arrange and call meetings of the Council, its Committees and sub-
Committees in consuitation with the relevant Chair and Vice-Chair.

Manage the implementation all Council, Committee or sub-Committee
resolutions.

Deal with day to day matters in relation to all the Council’s functions, assets,
events and leases, in accordance with policies and decisions of the Council or
relevant Committee.

Authorise operational spending within agreed budgets approved by Council
{(as per Financial Regulations).

To act as the Council’s designated officer for the purposes of the Freedom of
Information Act 2000.

Make adequate and effective arrangements to pay salaries and wages to all
employees of the Council;

Maintain adequate and effective personnel records.

Negotiating the terms of any lease, licence conveyance or transfer of land or
property.

To act as first point of contact for media enquiries to Duston Parish Council as
a corporate body.

The granting or refusal of the Council's consent under the terms of any lease
Take, discontinue and/or appear in any legal action authorised by the Council.

The Parish Clerk / RFQ will exercise these powers in accordance with:
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Approved budgets set by the Council

The Council’'s Standing Orders and Financial Regulations
The Council’'s adopted policy framework and procedures
All statutory common law and contractual requirements.

The Parish Clerk may:

Take urgent decisions on behalf of the Council in consultation with the Chair
of the Council {or Vice-Chair in their absence) as per Standing Orders &
Financial Regulations.



APPENDIX N

DUSTON PARISH COUNCIL

Sickness Absence Policy

What to do if you are unwell
If you are away because of sickness you must:

e Telephone your line manager before your contractual (or normal start time for
work) on the first day of absence providing details and how long you expect to be
off. If you are unable to call personally, someone else may call for you. It is your
responsibility to ensure the Council is notified. You must telephone again each
day (unless otherwise agreed with the line manager).

e If you are the Clerk, you must inform the Chair of the Council (or Vice-Chair in
their absence).

¢ |If you are away for seven days or less (including weekends and other non-
working days), you must complete a self-certification form and provide it to the
council when you are back at work.

o If you are away for more than seven days (including weekends and non-working
days) you must send in a “fit to work” statement from your doctor and continue to
do so as each new cerlificate is issued to you. This certificate gives details as to
whether you are too ill to work or whether you are well enough to work with
suitable support from the Council. This gives you and the Council the oppaortunity



to discuss suitable arrangements which will support your return to work. The form
also gives more space for the doctor to provide information about your condition
and helpful tick boxes to suggest common ways to help you return to work.

All sickness or injury absence will be entered on your employment record and will
be monitored from time-to-time.’

Return-to-meetings

On the first day back at work after a period of sickness absence your manager may
want to meet informally. If this is not possible on your first day back, the meeting
may take place later. The return-to-work meeting should take place in a private
place, and all discussions should be private and confidential. The meeting would
normally include

A welcome back to work

Outline the purpose of the return-to-work meeting; which is to manage and
monitor absence and attendance to identify any problem areas and offer support
where appropriate

A discussion about the reasons for absence, in a supportive way and to
understand whether the council can take any steps to help the employee’s
attendance

Explain that the absence will be recorded

Establish if medical advice has been sought (if appropriate)

Ensure the seif-certification form has been completed or a fit note from the doctor
has been provided

A discussion on absence over the last 52 weeks, the impact on pay and any next
steps;

A handover of work where appropriate

Medical appointments

The council recognises that employees will, from time to time, need to attend medical
appointments. Please try to arrange medical appointments in your own time or, if not
possible, at times that will cause the minimum amount of absence from work or
inconvenience to the council. The council will allow reasonable time off work for such
appointments, and expects the time to be made up as soon as possible.



Statutory sick pay

If you are ill and unable to attend work, you may be entitled to Statutory Sick Pay (SSF).
SSP is currently paid after 4 qualifying Days absence from work. The Qualifying Days
are your normal working days that are in your contract. Tax and National Insurance will
be deducted from SPP and if you earn below the lower earnings limit, you will not
qualify for SSP.

Council’s Sick Pay

It is the Council's policy to pay you your normal basic rate of pay exclusive of
overtime/allowances during periods of sickness absence as stated in your contract (see
note 1). This occupational sick pay will be for absences due to sickness calculated over
the previous 52 weeks and will include your entitiement to SSP.

Payment is, however, conditional upon complying with the council's procedure for
notifying your manager of the absence, attending an interview with your manager on
request to discuss the absence, and completing a self-certification form on return to
work or providing a fit-note when requested. We may also ask you io attend an
interview/examination with a nominated doctor at the request of the Council.

We may not pay you occupational sick pay where:

e You have failed to comply the Council’'s sickness absence notification and
evidence requirements

¢ You unreasonably refuse to attend a sickness absence meeting with the Council
on request

« You are unable to work because you hurt yourself in dangerous sports / activities
or any other occupation you have

¢ You have misled the council about your fitness to work

e You have resigned

¢ Where disciplinary proceedings are pending against you

» You refuse to give consent to attending an OH assessment or approaching your
GP for a report.

Medical advice

The Council may want to obtain advice on your fitness for work from occupational health
advisers or medical practitioners. Examples of when the Council might refer to
occupational health or a medical practitioner include the following:



e To seek a medical report on your ifiness or injury

e To establish when you might be able to return to work

¢ To understand when you are likely to be fully fit to resume your normal duties

e To understand what alternative duties you might be fit to undertake if you are
unfit to resume your normal duties

e To understand when you are likely to be fit to undertake any alternative duties

* To ask for guidance on your condition, for example if there is a possibility that
you are disabled or ambiguity as to the exact nature of the condition

e To ask what reasonable adjustments could be made to working conditions or
premises to facilitate a return to work

e To understand the likely recurrence of the iliness or injury once you have
returned to work

» To discuss any adjustments that could be made to accommodate your disability,
if you are disabled.

The Council will pay the cost of the report and you will have the right to see it. The
Council will also be provided with a copy of the report and once we have seen it, we will
want to meet you to discuss the findings and consider options available to you.

If you choose not to consent to an Occupational Health referral, any decisions in relation
to your employment may be made without the benefit of access to medical reports.

You maybe be asked to contact Access to Work (https://www.gov.uk/access-to-work)

Persistent short-term absence

Persistent short-term absence is where an employee is frequently absent from work for
relatively short periods due to sickness. We understand most employees will have some
short-term sickness absence from time to time. However, if you are frequently and
persistently absent from work, this can damage efficiency and productivity, and place an
additional burden of work on your colleagues and councillors.

Therefore, it is essential that frequent absence is dealt with promptly and consistently
and in some circumstances, the Council may begin a capability or disciplinary
procedure as part of the absence management process. If we do so, we will meet with
you to set attendance targets. Following a review meeting we may issue a formal
warning if those targets are not met. You will be given written notice in advance of any
formal meeting and you can be accompanied by a work colleague or trade union
representative. You may appeal against a formal warmning. If your absence remains



unacceptable after a second formal warning, the council may bring your employment to
an end following consultation with you.

If frequent absence is due to an underlying long-term health condition then we will also
request, with consent, a medical report either from an Occupational Health Physician or
your G.P or consultant to establish further information about your health and how the
Council can support your attendance.

When considering the reasons for absence, and deciding on whether a formal meeting
is appropriate, the council will not consider any pregnancy related absence. The council
will also make adjustments where absences are related to a disability by allowing a
higher level of absence before considering whether disciplinary action is appropriate.

The council will consider any alternative employment options before making any
decision about ending employment. You will have the right to be accompanied by a
work colleague or trade union representative at formal meetings and a right of appeal
against a formal warning or dismissal sanction. The monitoring of absence operates on
a rolling 52 week period.

Where it appears that there is no acceptable reason for an absence or if you have not
followed the correct ahsence procedure, the matter should be treated as a conduct
issue and deait with under the disciplinary procedure.

Long-term absence

‘As a guide, long-term absence is any absence which lasts or is expected o last over 4
weeks. In all cases of long-term absence, it is essential for the Council to maintain
contact with you. In cases where the return date is less certain this will take the form of
consultation and will include:

» Discussions at the start of the absence and periodically throughout

¢ Obtaining better information on your health and likely prognosis, ideally through
an Occupational Health Physician

e Where appropriate alerting you to the fact that your absence is becoming a
problem, and

e Allowing you the opportunity to state your opinion of your condition and giving
consideration to that opinion.

Where ill-health means that you are unlikely to return to woerk for a long period of time,
the Council may need to consider bringing your employment to an end. In these
circumstances, the council will:



¢ Review your absence record to assess whether or not it is sufficient to justify
dismall.

¢ Consult with you

e Obtain up-to-date medical advice

e Advise you in writing as soon as it is established that termination of employment
has become a possibility

o Discuss whether you may be able to access benefits from the Local Government
Pension Scheme (where appropriate)

o Meet with you to discuss the options and consider your views on continuing
employment before any decisions are made, allowing you to be accompanied by
a work colleague or trade union representative

* Review if there any alternative jobs that you could do prior to taking any decision
on whether or not to dismiss

* Allow a right of appeal against any decision to dismiss you on grounds of long-
term il health

« Following this meeting, inform you of the final decision

Absence as a result of disability

Where you experience sickness absence as a result of a disability it will be treated in
line with provisions contained within the Equality Act 2010 (formerly as part of the
Disability Discrimination Act 1995). This will include considering whether any
reasonable adjustments can be made.

Data protection

The Council will treat personal data collected during the absence management process
in accordance with its data protection policy on processing special categories of
personal data. Information about how your data is used and the basis for processing
your data will be provided in our employee privacy notice. When relying on legitimate
interests as the legal ground for processing your data, you can object to the processing.

This is a non-contractual procedure which gets reviewed from time to time.



Notes
1. Green Book terms

Sick Pay is awarded in accordance with National Joint Council for Local Government
Services National Agreement on Pay and Conditions of Service as set out in the Green
Book. Duston Parish Council adopts National Green Book terms and conditions of
employment, employees are entitled to receive sick pay for the following periods: -

During 1st year of service

1 month’s full pay and (after completing 4 months service)
2 months half pay

During 2nd year of service

2 months full pay and
2 months half pay

During 3rd vear of service

4 months full pay and
4 months half pay

During 4th and 5th vear'of service

5 months full pay and
5 months half pay

After 5 years’ service

6 months full pay and 6 months half pay

The period during which sick pay shall be paid, and the rate of sick pay, in respect of
any period of absence shall be calculated by deducting from the employee’s entitlement
on the first day the aggregate of periods of paid absence during the twelve months
immediately preceding the first day of absence.

Periods of full pay will include SSP. In periods of half pay, employees receive half pay in
addition to SSP provided the total does not exceed normal pay.

If an employee abuses the sickness scheme or is absent on account of sickness due or
attributable to deliberate conduct prejudicial to recovery or the employee’s own



misconduct or neglect or active participation in professional sport or injury while working
in the employee's own time on their own account for private gain or for another
employer sick pay may be suspended.

2. Council’s Sick Pay

The legal requirement is to pay Statutory Sick Pay (subject to eligibility) and anything
additional is for the council to decide. Any additional sick pay is known as ‘occupational
sick pay’ (OSP). The council will need to commit to paying any OSP it decides to offer
and take into account the cost of National Insurance and the cost of any temporary staff
required to cover the absence. It would be unusual to bring an employment contract to
an end before the occupational sick pay expires.

If a member of staff already has a paid sick leave entitlement, you cannot unilaterally
change their entittement. Councils can change the policy for all new staff joining after a
defined date provided this is consistently applied.

The Council can ultimately terminate an Employment Contract on Capability Grounds if
a return is unlikely, regardless of how much sick pay has been paid.

Dismissal on Capability Grounds could result in a medical retirement using the Councils
pension scheme.

3. Return-to-work meetings

Return to work meetings should ideally take place following every absence, with notes
taken, agreed and stored on file. They are especially important if the absence has been
caused by, or related fo incidents at work. Having a written record of a return to work
meeting may help the council defend later claims or allegations.

Sometimes it is not practical to have return to work interviews after every absence so
councils may decide to do so only after 2 absences in a 2-month period, or where the
absence is work-related.

4. Medical appointments

There is no legal requirement to pay time off for medical appointments, except antenatal
appointments. Please see the Maternity and Parental leave policies for details. The
Council has decided that staff should make up time as soon as possible.

5. Medical advice

Health information is considered to be personal sensitive information under Data
Protection legislation and particular care must be taken when processing medical



information. The Information Commissioner website (https://ico.org.uk) contains
guidance.

An QOccupational Health report can comment on an individual's health: in relation to the
employee’s role. It will be important to provide the OH physician or nurse a referral form
with full details of the employee’s job, the concerns you have about their health in
relation to their work and be specific about the questions you need answering. Any
report should then be discussed with the employee before the council decides on any
follow up actions. If the report makes recommendations, these must be carefully
considered and discussed with the employee.

6. Health and wellbeing

All employers have duty to provide a safe place of work which includes the physical
environment as well as mental health. There are a range of initiatives that can promote
health and wellbeing (see Fit for Work: https:/ffitforwork.org). Also, the Health and
Safety Executive has useful information on their website including a stress risk
assessment (www.hse.gov.uk/stress/risk-assessment.htm).

7. Access to Medical Information

Only the relevant line manager and the Clerk / RFO will have access to Medical
Records and Information. The HR-Subcommittee, Disciplinary & Grievance Panel and
Appeals Panel will have access to medical records to fulfill their delegated roles.






