December Meeting Report
1. Finance

1.1 Finance Report To receive the financial report and agree the bank reconciliation — Clir D Firth

Prepared by (Name and Role): \ Abi Horn Clerk and RFO
Date: 28/11/2022
£ £
Balance per bank statements as at 15/8/22
Natwest Current account 1 £2,686.98
Unity account 2 4,029.8
Natwest Reserve account 3 5,417.8
12,134.6
Petty cash float (if applicable) - -
Less: any unpresented cheques as
Bin Emptyi £
In EMpPtLying 39.98
-£
Bin Vat 7.96
Vat from clerks -£
expenses 28.93
76.9
28/11/2022 12,057.7
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1.2 Budget To review the budget for 2023-2024

Total Expenses

Grants income

Category

Sub category

Clerk salary

Salary

Working from
home
allowance

Green Spaces

Grass cutting
of the Green
and church

Asset
Maintenance

Tree Inspection

Defibrulator

Administration

Admin
expenses/milea
ge

Training

Office costs

Printer
toner/stationery

Website

Village Hall
Hire

Subscriptions
DALC

Litterbin
emptying

Subscriptions
ICO

Internal Auditor

Base

New business
bank account

Microsoft 365
subscription
annually

Norton Security

Grants £739 &

Jubilee £200 + £440
neighbourhood
plan money

Insurance

Grants

Maintenance of
assets
contingency

Election Costs 4
yr contingency

General

Reserve/conting
ency

pent to date

£3,208.07
3,208.07
£0.00

2,570.32

£1,000.00

£234.33 |
] -
] -
- |
] ]
£3,208.07 | [£339.32 |
| o
—
pem
£395.00 |
£135.00 | £135.00 |
- |
B I
£90.00 |
] |
[£960.57 |
oo oo |
£55.00 |
oo e o
] -
] -
- |
] |
£0.00 £300.00

Difference

£234.33

395.00
£135.00

£370.00
£100.00

270.00

£472 grant
commoners

£500
localities
grant
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1.3 Grant application- Grant application received from Citizens Advice Bureau

Citizens Advice TNMWD

1-3 Bridge Buildings
Torridge, North

CItIZ.ens Mid and West The Strand
advice Barnstaple
Devon EX32 8LW

www.ruraldevoncab.org.uk

c/o Clerk to the Parish

" November 2022

Dear Councillors,

Ref: Parish Council Donation to Citizens Advice

| am writing on behalf of Citizens Advice Torridge, North, Mid & West Devon to appeal for your support
towards the running of our vital community services.

We are a local charity staffed predominantly by volunteers. Our ambition at Citizens Advice is to “Give
people the knowledge and the confidence they need to find their way forward - whoever they are and
whatever their problem.” We achieve this by providing free, confidential, independent and impartial advice.

We cover half of Devon serving a population of over 300,000 people with a workforce of around 35 paid
staff and over 70 volunteers. During the financial year 2021-2022 we helped 13,343 people with 32,269
issues and brought £8,129,673 household income gain into the local communities in which we work.

West Devon 2022 Same period in | Percentage
2021 increase

clients 1,437 971 48%

issues 3,244 2,282 42%

outcomes £486,696 £399,469 22%

website hits 9,155

Your funding will directly contribute towards our core services:

e Providing a face-to-face service for the most vulnerable residents



http://www.ruraldevoncab.org.uk/
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e Assist with volunteer recruitment, training and expenses. It costs around £1,500 to recruit and
train each new volunteer and this high-quality training needs to be continually updated.

e Supervision of advice provided by a qualified, paid Team Leader.

o Telephone (AdvicelLine), Webchat and email services that all local people can benefit from. This
online service is a vital part of our overall delivery of advice locally and allows the charity to set up
face to face appointments for the most vulnerable. Residents have access to our digital service
including a free telephone line and Facebook messenger or Whatsapp from 9.30 to 16.30 Monday
to Friday.

e General office running costs

e Residents additionally benefit by being referred onto our specialist Devon-wide services as
required. These are additional grant funded projects established to support specific issues such as
energy, debt, cancer and life limiting illness and families with disabled children.

We would also welcome your support in our appeal for new volunteers to help cope with the increased
demand for our services amid the deepening cost of living crisis. We recruit for a number of roles and
there are many ways to get involved from admin and trusteeship to advising - helping our clients find the
information and advice they need.

As a volunteer at Citizens Advice, you don't need any specific qualifications or experience. You'll need to be
friendly and approachable and have a respect for views, values and cultures that are different to your own.
Some roles may require you to have good IT skills, be a good listener, or have good written skills.

Details of the roles currently on offer can be found on our recruitment website:
https://ruraldevoncab.livevacancies.co.uk/

If you are not already in receipt of our regular monthly advice columns for your parish or village magazines
and would like to receive these please contact admin@ruraldevoncab.org.uk.

These are sent out around the 1% of every month and focus on a topical problem that we are asked to
advise on. Apart from highlighting the sort of issues CA TNMWD are approached to help with it gives us an
opportunity to detail the kind of advice we can offer by way of response which may help people in similar
situations without having the need to try and contact us.


https://ruraldevoncab.livevacancies.co.uk/
mailto:admin@ruraldevoncab.org.uk
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2. Policies
2.1 Publication- to adopt the model publication policy ®

Information Commissioner’s Office

Freedom of Information
Publication Scheme

The model publication scheme has been prepared and approved by the Information Commissioner. It may be adopted
without modification by any public authority without further approval and will be valid until further notice.

This publication scheme commits an authority to make information available to the public as part of its normal business
activities. The information covered is included in the classes of information mentioned below, where this information
is held by the authority. Additional assistance is provided to the definition of these classes in sector specific guidance
manuals issued by the Information Commissioner.

The scheme commits an authority:

. To proactively publish or otherwise make available as a matter of routine, information, including environmental
information, which is held by the authority and falls within the classifications below.
To specify the information which is held by the authority and falls within the classifications below.

. To proactively publish or otherwise make available as a matter of routine, information in line with the
statements contained within this scheme.

. To produce and publish the methods by which the specific information is made routinely available so that it
can be easily identified and accessed by members of the public.

. To review and update on a regular basis the information the authority makes available under this scheme.

. To produce a schedule of any fees charged for access to information which is made proactively available.

. To make this publication scheme available to the public.

Classes of information

Who we are and what we do

Organisational information, locations and contacts, constitutional and legal governance.

What we spend and how we spend it

Financial information relating to projected and actual income and expenditure, tendering, procurement and contracts.
What our priorities are and how we are doing

Strategy and performance information, plans, assessments, inspections and reviews.

How we make decisions

Policy proposals and decisions. Decision making processes, internal criteria and procedures, consultations.

Our policies and procedures

Current written protocols for delivering our functions and responsibilities.

Lists and registers



December Meeting Report
Information held in registers by law and other lists and registers relating to the functions of the authority.

The services we offer
Advice and guidance, booklets and leaflets, transactions, and media releases. A description of the services offered.

The classes of information will not generally include:

. Information the disclosure of which is prevented by law, or exempt under the Freedom of Information Act, or is
otherwise properly considered to be protected from disclosure.

o Information in draft form.

. Information that is no longer readily available as it is contained in files that have been placed in archive

storage or is difficult to access for similar reasons.

The method by which information published under this scheme will be made available

The authority will indicate clearly to the public what information is covered by this scheme and how it can be obtained.

Where it is within the capability of a public authority, information will be provided on a website. Where it is
impracticable to make information available on a website or when an individual does not wish to access the information
by the website, a public authority will indicate how information can be obtained by other means and provide it by those
means.

In exceptional circumstances some information may be available only by viewing in person. Where this manner is
specified, contact details will be provided. An appointment to view the information will be arranged within a reasonable
timescale.

Information will be provided in the language in which itis held or in such other language that is legally required. Where
an authority is legally required to translate any information, it will do so.

Obligations under disability and discrimination legislation and any other legislation to provide information in other
forms and formats will be adhered to when providing information in accordance with this scheme.

Charges which may be made for information published under this scheme

The purpose of this scheme is to make the maximum amount of information readily available at minimum
inconvenience and cost to the public. Charges made by the authority for routinely published material will be justified
and transparent and kept to a minimum.

Material which is published and accessed on a website will be provided free of charge.
Charges may be made for information subject to a charging regime specified by Parliament.
Charges may be made for actual disbursements incurred such as:

. Photocopying
. postage and packaging
o the costs directly incurred as a result of viewing information

Charges may also be made for information provided under this scheme where they are legally authorised, they are in
all the circumstances, including the general principles of the right of access to information held by public authorities,
justified and are in accordance with a published schedule or schedules of fees which is readily available to the public.

If a charge is to be made, confirmation of the payment due will be given before the information is provided. Payment
may be requested prior to provision of the information.

Written requests
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Information held by a public authority that is not published under this scheme can be requested in writing, when its

provision will be considered in accordance with the provisions of the Freedom of Information Act.

Information available from Sourton Parish Council under the

Freedom of Information Act model publication scheme

This template guide covers only information we currently hold. If we do not hold some of the information listed below,

we will mark it as ‘not held’ in the table.

Information to be published

How the
information can be
obtained

Cost

Class 1 - Who we are and what we do

(Organisational information, structures, locations and
contacts)

Current information only

Hard
website

Copy and or

List of Council members and their responsibilities as
well a list of Council Committees

Details of any representation on local public bodies

Hard copy and website

5p per sheet/free

Postal and email address

Contact details for Parish Clerk and Council members

Where possible, provide named contacts including
contact phone numbers and email addresses

Hard copy and website

5p per sheet/free

Location of main Council office and accessibility | n/a
details
Staffing structure n/a

Class 2 — What we spend and how we
spend it
(Financial information about projected and actual

income and expenditure, procurement, contracts and
financial audit)

(hard copy or website)
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Current and previous financial year as a minimum

Statement of accounts and internal audit report in the
format included in the Annual Return form

Hard copy and website

5p per sheet/free

Finalised budget

Hard copy and website

5p per sheet/free

Precept

Hard copy and website

5p per sheet/free

Borrowing Approval letter

n/a

All items of expenditure above £100

Hard copy and website

5p per sheet/free

Financial Standing Orders and Regulations Hard copy 5p per sheet
Grants given and received Hard copy 5p per sheet
List of current contracts awarded and value of contract | Hard copy 5p per sheet
Members’ allowances and expenses n/a

Class 3 — What our priorities are and
how we are doing

(Strategies and plans, performance indicators, audits,
inspections and reviews)

Current and previous year as a minimum

(hard copy or website)

Annual governance statement in format included in the
Annual Return form

Hard copy and website

5p per sheet/free

Parish Plan

n/a

Annual Report to Parish or Community Meeting

Hard copy and website

5p per sheet/free

Quality status n/a
Local charters drawn up in accordance with DLUHC’s | n/a
guidelines

Data Protection impact assessments (in full or | n/a

summary format) or any other impact assessment (eg
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Health & Safety Impact Assessment, Equality Impact
Assessments etc), as appropriate and relevant

Class 4 — How we make decisions
(Decision making processes and records of decisions)

Current and previous council year as a minimum

Timetable of meetings
committee/sub-committee
meetings)

(Council and any
meetings and parish

Hard copy and website

5p per sheet/free

Agendas of meetings (as above)

Hard copy and website

5p per sheet/free

Minutes of meetings (as above) — exclude material that
is properly considered to be exempt from disclosure

Hard copy and website

5p per sheet/free

Reports presented to council meetings — exclude
material that is properly considered to be exempt from
disclosure

Hard copy and website

5p per sheet/free

Responses to consultation papers Hard copy 5p per sheet
Responses to planning applications Hard copy 5p per sheet
Byelaws n/a

Class 5 - Our policies and procedures

(Current written protocols, policies and procedures for
delivering our services and responsibilities)

Current information only

(hard copy or website)

Policies and procedures for the conduct of Council
business:

e Procedural standing orders

e Committee and sub-committee terms of
reference

e Delegated authority in respect of officers

e Code of Conduct

e Policy statements

Hard copy & website
Hard Copy & website

Hard Copy & website

Hard Copy & website
Hard Copy

5p per sheet/free
5p per sheet

5p per sheet/free

5p per sheet/free
5p per sheet
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Policies and procedures for the provision of services
and about the employment of staff:

¢ Internal instructions to staff and policies
relating to the delivery of services

e Equality and diversity policy

e Health and safety policy

¢ Recruitment policies and details of current
vacancies

e Policies and procedures for handling requests
for information

e Complaints procedures (including those
covering requests for information and
operating the publication scheme)

Hard copy and website

5p per sheet/free

Records management, personal data and
access to information policies

Include information security policies, records
retention, destruction and archive policies, and
data protection (including data sharing and
CCTV usage) policies

n/a

Class 6 — Lists and Registers

Currently maintained lists and registers only.

(hard copy or website; some information may only be

available by inspection)

Information legally required to hold in publicly available
registers (in most circumstances existing access
provisions will suffice)

Hard copy

5p per sheet

Assets register, including details of public land and
building assets

Hard copy and website

5p per sheet/free

Disclosure log indicating the information provided in
response to FOIA and EIR requests. These are
recommended as good practice

Hard copy - if available

5p per sheet

Register of members’ interests

Hard copy and website

5p per sheet/free

Register of gifts and hospitality

n/a

Class 7 — The services we offer

(Information about the services we offer, including
leaflets, guidance and newsletters produced for the
public and businesses)

Current information only

(hard copy or website; some information may only be

available by inspection)

Allotments

n/a

10
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Burial grounds and closed churchyards

Hard copy and website

5p per sheet/free

Community centres and village halls

n/a

Parks, playing fields and recreational facilities

n/a

Seating, litter bins, clocks, memorials and lighting

Hard copy and website

5p per sheet/free

Bus shelters

Hard copy and website

5p per sheet/free

Markets n/a

Public conveniences n/a

Agency agreements n/a

Services for which we are entitled to recover a fee and | n/a

details of those fees (e.g. burial fees)

Additional Information Hard copy 5p per sheet

Information not itemised in the lists above

Contact Details:

Mrs Abi Horn, Parish Clerk, Lake Farm Cottage, Lake, Sourton, Okehampton, Devon, EX20 4HQ 01837861120

parishclerk@sourtonpc.org.uk

Schedule of charges

This describes how the charges have been arrived at and should be published as part of the guide.

TYPE OF CHARGE

DESCRIPTION

BASIS OF CHARGE

Disbursement cost

Photocopying @ 5p per sheet (black & white) Actual cost *

Photocopying @ 10p per sheet (colour) Actual cost

Postage

Actual cost of Royal Mail standard 2"
class

Statutory Fee

In accordance with the relevant
legislation (quote the actual statute)

* the actual cost incurred

11
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2.2 Dignity at work - to adopt the Dignity at Work policy

DIGNITY AT WORK POLICY

Sourton Parish Council believes that civility and respect are important in the working environment, and expect all
councillors, officers and the public to be polite and courteous when working for, and with the council.

Purpose

Sourton Parish Council is committed to creating a working environment where all council employees, councillors,
contractors, and others who come into contact with us in the course of our work, are treated with dignity, respect and
courtesy. We aim to create a workplace where there is zero tolerance for harassment and bullying

In support of this objective, Sourton Parish Council has signed up to the Civility Pledge, as a commitment to civility and
respect in our work, and politeness and courtesy in behaviour, speech, and in the written word. Further information about
the Civility and Respect Pledge is available NALC & SLCC

We recognise that there is a continuum where unaddressed issues have the potential to escalate and become larger, more
complex issues and this policy sets out how concerns will be managed however the emphasis of this policy is on resolution
and mediation where appropriate, rather than an adversarial process.

This document:
e explains how we will respond to complaints of bullying or harassment;
e ensures that we respond sensitively and promptly; and,
e supports our employees in ensuring their behaviour does not amount to bullying and/or harassment by giving
examples.

Scope

This policy covers bullying and harassment of and by the Clerk and all employees engaged to work at Sourton Parish
Council. Should agency staff, or contractors, have a complaint connected to their engagement with Sourton Parish Council
this should be raised to their nominated contact, manager, or the Chair of the Council, in the first instance. Should the
complaint be about the chair of the council the complaint should be raised to the staffing committee.

Agency staff, or contractors are equally expected to treat council colleagues, and other representatives and stakeholders
with dignity and respect, and the council may terminate the contract, without notice, where there are suspicions of
harassment or bullying.

Complaints about other employment matters will be managed under the council’s grievance policy.

It is noted that the management of a situation may differ depending on who the allegations relate to (e.g., employees,
contractor, Councillor), however, the council will take appropriate action if any of its employees are bullied or harassed
by employees, councillors, members of the public, suppliers, or contractors.

The position on bullying and harassment

12


https://www.nalc.gov.uk/respect#the-pledge
https://www.slcc.co.uk/news-publications/civility-respect-pledge/

December Meeting Report
All staff and council representatives are entitled to dignity, respect, and courtesy within the workplace and to not

experience any form of discrimination. Sourton Parish Council will not tolerate bullying or harassment in our workplace
or at work-related events outside of the workplace, whether the conduct is a one-off act or repeated course of conduct,
and whether harm is intended or not. Neither will we tolerate retaliation against, or victimisation of, any person involved
in bringing a complaint of harassment or bullying. You should also be aware that, if you have bullied or harassed someone
(e.g. physical violence, harassment), in some circumstances the treatment may amount to a crime punishable by a fine or
imprisonment.

We expect all representatives of the council to treat each other with respect and uphold the values of the code of conduct,
civility and respect pledge, equality opportunities policy, and all other policies and procedures set by the Council.

We expect you to demonstrate respect by listening and paying attention to others, having consideration for other people’s
feelings, following protocols and rules, showing appreciation and thanks, and being kind.

Allegations of bullying and harassment will be treated seriously. Investigations will be carried out promptly, sensitively
and, as far as possible, confidentially. See the grievance policy for further details regarding the process. Employees and
others who make allegations of bullying or harassment in good faith will not be treated less favourably as a result.

False accusations of harassment or bullying can have a serious effect on innocent individuals. Staff and others have a
responsibility not to make false allegations. While we will assume that all complaints of bullying and harassment are made
in good faith, in the event that allegations are found to be malicious or vexatious the person raising the complaint may be
subject to action under the council’s disciplinary procedure.

*Where a person is subject to uninvited conduct
that violates their dignity, in connection with a
protected characteristic

Harassment

*Behaviour that creates a hostile, humiliating,
degrading or similarly offensive environment in
relation to a protected characteristic

*Behaviour that leaves the victim feeling
threatened, intimidated, humiliated, vulnerable
or otherwise upset. It does not need to be
connected to a protected characteristic.

Bullying

13
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What Type of Treatment amounts to Bullying or Harassment?

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a group of people) to another that is
unwanted and that has the effect of violating that person’s dignity or creating an intimidating, hostile, degrading,
humiliating, or offensive environment for that person.

Examples of bullying and harassment include:

e  Physical conduct ranging from unwelcome touching to serious assault

e Unwelcome sexual advances

e The offer of rewards for going along with sexual advances e.g. promotion, access to training

e Threats for rejecting sexual advances

e Demeaning comments about a person’s appearance

e Verbal abuse or offensive comments, including jokes or pranks related to age, disability, gender re-assignment,
marriage, civil partnership, pregnancy, maternity, race, religion, belief, sex or sexual orientation

e Unwanted nicknames, especially related to a person's age, disability, gender re-assignment, marriage, civil
partnership, pregnancy, maternity, race, religion, belief, sex or sexual orientation

e Spreading malicious rumours or insulting someone

e Lewd or suggestive comments or gestures

e Deliberate exclusion from conversations, work activities or social activities.

e Withholding information a person needs in order to do their job

e Practical jokes, initiation ceremonies or inappropriate birthday rituals

e Physical abuse such as hitting, pushing, or jostling

e Rifling through, hiding, or damaging personal property

e Display of pictures or objects with sexual or racial overtones, even if not directed at any particular person

e Isolation or non-cooperation at work

e Subjecting a person to humiliation or ridicule, belittling their efforts, whether directly and / or in front of others

e The use of obscene gestures

e Abusing a position of power

Bullying and harassment can occur through verbal and face to face interactions but can also take place through sharing
inappropriate or offensive content in writing or via email and other electronic communications and social media.

It is important to recognise that conduct which one person may find acceptable, another may find totally unacceptable
and behaviour could be harassment when the person had no intention to offend. We all have the right to determine what
offends us. Some behaviour will be clear to any reasonable person that it is likely to offend — for example sexual touching.
Other examples may be less clear; however, you should be aware that harassment will occur if behaviour continues after
the recipient has advised you that the behaviour is unacceptable to them.

Harassment can also occur where the unwanted behaviour relates to a perceived characteristic (such as offensive jokes or
comments based on the assumption someone is gay, even if they are not) or due to their association with someone else
(such as harassment related to their partner having a disability for example). See the council’s equal opportunities Policy.

14
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All employees must, therefore, treat their colleagues with respect and appropriate sensitivity and should feel able to

challenge behaviour that they find offensive even if it is not directed at them.

(It is important to recognise that bullying does not include appropriate criticism of an employee’s\
behaviour or effective, robust performance management. Constructive and fair feedback
about your behaviour or performance from your manager or colleagues/Councillors is not
bullying. It is part of normal employment and management routines and should not be
interpreted as anything different. J

Victimisation

Victimisation is subjecting a person to a detriment because they have, in good faith, complained (whether formally or
otherwise) that someone has been bullying or harassing them or someone else, or supported someone to make a
complaint or given evidence in relation to a complaint. This would include isolating someone because they have made a
complaint or giving them a heavier or more difficult workload.

Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, you have a right not to be
victimised for making a complaint or doing anything in relation to a complaint of bullying or harassment and the council
will take appropriate action to deal with any alleged victimisation, which may include disciplinary action against anyone
found to have victimised you.

Making a complaint that you know to be untrue, or giving evidence that you know to be untrue, may lead to disciplinary
action being taken against you.

Reporting Concerns

What you should do if you feel you are being bullied or harassed by a member of the public or supplier (as opposed to
a colleague)

If you are being bullied or harassed by someone with whom you come into contact at work, please raise this with your
nominated manager in the first instance or, with the clerk/or a councillor. Any such report will be taken seriously, and we
will decide how best to deal with the situation, in consultation with you.

What you should do if you feel you are being bullied or harassed by a councillor: If you are being bullied or harassed by
a councillor, please raise this with the clerk/chief officer or the chair of the council in the first instance. They will then
decide how best to deal with the situation, in consultation with you. There are two possible avenues for you, informal or
formal. The Informal Resolution is described below. Formal concerns regarding potential breaches of the Councillors Code
of Conduct must be investigated by the Monitoring Officer.

The council will consider reasonable measures to protect your health and safety. Such measures may include a temporary
change in duties or change of work location, not attending meetings with the person about whom the complaint has been
made etc.

What you should do if you witness an incident you believe to harassment or bullying: If you witness such behaviour, you
should report the incident in confidence to the clerk/chief officer or a councillor. Such reports will be taken seriously and
will be treated in strict confidence as far as it is possible to do so.

15
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What you should do if you are being bullied or harassed by another member of staff: If you are being bullied or harassed

by a colleague or contractor, there are two possible avenues for you, informal or formal. These are described below.

Informal resolution

If you are being bullied or harassed, you may be able to resolve the situation yourself by explaining clearly to the
perpetrator(s) that their behaviour is unacceptable, contrary to the council’s policy and must stop. Alternatively, you may
wish to ask the clerk/chief officer, your nominated manager or a colleague to put this on your behalf or to be with you
when confronting the perpetrator(s).

If the above approach does not work or if you do not want to try to resolve the situation in this way, or if you are being
bullied by your own nominated manager, you should raise the issue with the chair of the council. (If your concern relates
to the chair, you should raise it with the chair of the personnel/staffing committee). The chair (or another appropriate
person) will discuss with you the option of trying to resolve the situation informally by telling the alleged perpetrator,
without prejudicing the matter, that:

e there has been a complaint that their behaviour is having an adverse effect on a member of the council staff
e such behaviour is contrary to our policy
o for employees, the continuation of such behaviour could amount to a serious disciplinary offence

It may be possible for this conversation to take place with the alleged perpetrator without revealing your name, if this is
what you want. The person dealing with it will also stress that the conversation is confidential.

In certain circumstances we may be able to involve a neutral third party (a mediator) to facilitate a resolution of the
problem. The chair (or another appropriate person) will discuss this with you if it is appropriate.

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject to disciplinary sanctions.
However, in exceptional circumstances (such as extremely serious allegation or in cases where a problem has happened
before) we may decide to investigate further and take more formal action notwithstanding that you raised the matter
informally. We will consult with you before taking this step.

Raising a formal complaint

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint about bullying and harassment
through the council’s grievance procedure. You should raise your complaint to the clerk/chief officer or the chair of the
council. A formal complaint may ultimately lead to disciplinary action against the perpetrator(s) where they are
employed.

The clerk/chief officer or the chair of the council will appoint someone to investigate your complaint in line with the
grievance policy. You will need to co-operate with the investigation and provide the following details (if not already

provided):
o The name of the alleged perpetrator(s),
o The nature of the harassment or bullying,

16
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o The dates and times the harassment or bullying occurred,
o The names of any witnesses and
o Any action taken by you to resolve the matter informally.

The alleged perpetrator(s) would normally need to be told your name and the details of your grievance in order for the
issue to be investigated properly. However, we will carry out the investigation as confidentially and sensitively as possible.
Where you and the alleged perpetrator(s) work in proximity to each other, we will consider whether it is appropriate to
make temporary adjustments to working arrangements whilst the matter is being investigated.

Where your complaint relates to potential breaches of the Councillors Code of Conduct, these will need to be investigated
by the Monitoring Officer. The council will consider any adjustments to support you in your work and to manage the
relationship with the councillor the allegations relate to, while the investigation proceeds.

Investigations will be carried out promptly (without unreasonable delay), sensitively and, as far as possible, confidentially.
When carrying out any investigations, we will ensure that individuals' personal data is handled in accordance with the data
protection policy.

The council will consider how to protect your health and wellbeing whilst the investigation is taking place and discuss this
with you. Depending on the nature of the allegations, the Investigator may want to meet with you to understand better
your compliant (see the grievance policy for further information, and details of your right to be accompanied).

After the investigation, a panel will meet with you to consider the complaint and the findings of the investigation in
accordance with the grievance procedure. At the meeting you may be accompanied by a fellow worker or a trade union
official.

Following the conclusion of the hearing the panel will write to you to inform you of the decision and to notify you of your
right to appeal if you are dissatisfied with the outcome. You should put your appeal in writing explaining the reasons why
you are dissatisfied with the decision. Your appeal will be heard under the appeal process that is described in the grievance
procedure.

The use of the Disciplinary Procedure

If at any stage from the point at which a complaint is raised, we believe there is a case to answer and a disciplinary offence
might have been committed, we will instigate our disciplinary procedure. We will keep you informed of the outcome.

This is a non-contractual policy and procedure which will be reviewed from time to time.

Protected Characteristics

A ‘protected characteristic’ is defined in the Equality Act 2010 as age, disability, sex, gender reassignment, pregnancy and
maternity, race, sexual orientation, religion or belief, and marriage and civil partnership. It is unlawful to discriminate
against an individual because of any of the protected characteristics.

Discrimination includes treating people differently because of a protected characteristic. Employees can complain of
harassment even if the behaviour in question is not directed at them. This is because the complainant does not actually
need to possess the relevant protected characteristic. An employee can complain of unlawful harassment if they are

related someone with a protected characteristic, or because a colleague believes they have a protected characteristic.

Examples of harassment related to a protected characteristic could include;
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Making assumptions about someone’s ability due to their age or denying development opportunities to someone
based on their age. This could also include assumptions about their lifestyle or making inappropriate jokes related
to age.

Making fun or mimicking impairments related to a health condition or using inappropriate language about
disabilities. Constantly selecting social activities that make it impossible for a colleague with a disability to
participate in.

Refusing to treat a person as their new gender or disclosing information about their gender identity could be
harassment on the grounds of gender reassignment.

Pregnancy/Maternity harassment could include refusing opportunities due to pregnancy or maternity leave, or
inappropriate touching and invasion of personal space such as unwanted touching of a pregnant persons stomach.
Harassment based on race could include derogatory nicknames, or stereotyping based on ethnicity. It could
include racist comments or jokes, or assumptions about someone’s lifestyle based on their ethnicity.

Gender harassment could include not considering people for a job based on gender stereotyping roles or
implementing practices that disadvantage one gender over another. Rude, explicit jokes, even if not directed at
an individual, or comments on individuals dress or appearance.

Regularly arranging team meals over periods of fasting or religious occasions or failing to adjust a dress code to
accommodate religious dress could be examples of harassment based on religion/belief.

Excluding same sex partners from social events could be both sexual orientation and marriage/civil partnership
discrimination, as could not offering the same work-related benefits.

A person does not need to be employed or have 2 years qualifying service to make a discrimination claim at a tribunal.

e Job applicants who believe they have not been appointed because of a ‘protected characteristic’ can make
a claim.

. New or established employees who are dismissed or treated unreasonably because of a health condition
can make a discrimination claim.

e  Anemployee subjected to harassment can make a discrimination claim at a tribunal.

¢  Anemployee asked to retire can make a discrimination claim at a tribunal

Legal risks

Successful unfair dismissal claims are limited to a compensation cap, whereas those for unlawful discrimination have no
cap.

A positive employment culture, and swift action if conduct falls beneath acceptable standards will help mitigate the

risks. An unhealthy culture will make it difficult to defend claims.

The time to defend and the cost of defending tribunal claims can be significant, irrespective of the outcome.

Culture and behaviour

We work in eclectic communities and working environments, and a positive culture within the council enables employees

with different backgrounds and beliefs to share ideas and shape how the council achieves its objectives for their

community.

It is important to recognise that different individuals may find different behaviours bullying or harassing so while there is

not always intent to offend or cause harm, that does not mean that the effect of the behaviour has not caused harm or

offence.
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It can take people a period of time to decide to raise their concerns, as they worry about consequences (perhaps from
peers by complaining about a colleague who is popular, or they fear victimisation from the perpetrator or others). The
council should consider whether there are opportunities (such as 121s to offer opportunity to reflect on
relationships/morale) to identify issues earlier and address negative behaviours. Individuals can often mention concerns
they are experiencing but not want to take it further. The council should remind the complainant that it has a zero
tolerance to bullying and harassment and remind them of the policy in place to address concerns. If the allegations
mentioned are significant, the council may want to suggest that it will need to investigate further, even if a ‘grievance’ is
not raised, so as to ensure that any concerns and risks are managed, and the council is meeting its responsibilities and
duty of care as an employer.

Whilst both staff and councillors jointly determine the working culture, councillors are key in demonstrating what is and
isn’t acceptable behaviour. This is apparent from how councillors behave with each other in council meetings and also in
how standards of behaviour are applied through the use of informal discussion and formal policies.

Scope

All council representatives are expected to uphold the values of the Dignity at Work Policy; however this policy sets out
how allegations from employees will be managed. As indicated in the policy, concerns from a contractor, agency worker
etc. should be raised to the identified person, and an appropriate approach will be considered based on the situation and
relationship of the complainant with the council.

Likewise, concerns raised about the behaviour of a contractor or agency worker would not generally be managed via the
full process (such as the disciplinary process) but appropriate action would be considered based on the situation. To treat
people (such as contractors, or a casual worker) engaged by the council the same as an employee could blur the status of
the employment relationship, so consider seeking professional advice if needed.

Managers

Recognising that councils are of varying sizes, where the term manager/nominated manager is used it is recognised this
could be the clerk, another employee of the council, or a councillor depending on the situation. It is good practice to have
a clearly identified person who is the responsible ‘line manager’ or equivalent contact for an employee so that there is
clarity on how the employee should report concerns to, who they notify if they are sick or to request leave etc. More
often for council employees this may be the clerk, and for the clerk this could be staffing subcommittee.

Bullying and harassment & performance management

The policy sets out that bullying and harassment does not include appropriate criticism of an employee’s behaviour or
effective, robust performance management. It is not uncommon for an employee, when receiving critical feedback, to
claim that this is bullying and/or harassing. It is the role of the nominated manager to provide effective and constructive
feedback to encourage performance at the required standard.

Even when the feedback is not positive it should be fair, communicated in a professional and reasonable manner and
shared with the objective of aiding understanding and achieving an improvement to overcome the shortfalls. There is no
absolute definition of when the feedback may not be appropriate. Often it will be for the person/panel hearing the dignity
at work complaint/grievance to determine whether the performance management has upheld the standards expected in
terms of respect and civility and any feedback has been shared in a fair and professional way.

Responsibilities
All staff and representatives of the council are responsible for their own behaviour in the workplace and for taking steps
to revise unacceptable behaviour and appropriately challenge that of others.
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Leaders —councillors, clerks, chief officers, managers - are responsible for ensuring that these standards of treating people
with civility, respect and courtesy are upheld, both through their own example, and by communicating and promoting
these expectations to all employees. They are also responsible for ensuring that concerns raised are treated seriously and
addressed in line with this policy in a timely manner.

During the investigation

Employers have a duty of care to provide a safe place of work. If a complaint is made, discuss how to manage working
relationships whilst the allegation is being investigated and until the outcome is disclosed. This is as much for the
protection of the alleged perpetrator as for the aggrieved.

Consider whether a neutral person should be offered as a ‘listening ear’ for both parties in the investigation. This could
be a councillor or nominated manager who is not involved in the investigation or allegations and can be a point of check
in as raising or being subject to allegations can be stressful.

Offer other support that may be appropriate to the situation such as signposting to support groups, time off for
counselling etc. If you have suspended a staff member, your duty of care continues and it is important to consider their
wellbeing and mental health.

Ensure that you communicate regularly with both parties.

The investigation and any subsequent hearing should be completed in accordance with the grievance policy which sets
out a process for dealing with concerns. You should ensure that the grievance policy adopted adheres to any local policies
and procedures, with consideration of any timescales and escalation routes in your locally adopted policy.

Confidentiality

It may be possible for concerns to be raised with the perpetrator without disclosing the name of the complainant however
in a small council it is likely that it will be clear that the accused will know where the accusation has come from. The
council representative (clerk/chief officer/councillor) speaking to the alleged perpetrator must be clear that the discussion
is confidential and the individual would be at risk of formal disciplinary action if there is any sort of victimisation or
retaliation for the individual raising their concern.

During any formal investigation it may be necessary to disclose the nature of the allegations and where they came from
to ensure a fair and balanced investigation and process. This should be discussed with the person raising the concerns to
understand any issues and how they may be mitigated. In some situations it may be appropriate to provide anonymised
witness statements however this would be a last resort and could compromise the fairness of the process. Where there
is a genuine fear of consequences and this may need to be considered, it is recommended that professional advice is
sought. For the same reason it can be difficult for a council to consider an anonymous complaint, however if the concerns
are significant and compromise the council in their duty of care to employees, then consideration of how the deal with
the matter may be required.

Victimisation

All employees have the right to raise genuine concerns without the fear of reprisals. If the aggrieved (or a witness) is
treated differently / less favourably because they have raised a complaint, then this is victimisation. This would include
isolating someone because they have made a complaint, cancelling a planned training event, or giving them a heavier or
more difficult workload. Victimisation can lead to a claim to an employment tribunal.
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False allegations

If an employee makes an allegation that they know to be untrue, or gives evidence that they know to be untrue, the
council should consider the matter under the disciplinary procedure. Such an allegation would be potentially gross
misconduct.

Complaints against Councillors

Following the Ledbury case, the law is clear that any formal complaint about a councillor regarding a breach of the code
of conduct must be referred to the Monitoring Officer for investigation (either by the complainant, or the Council with
agreement of the complainant). During the investigation, it is critical to ensure that where an employee of the council
has made the complaint, that the council agrees reasonable measures with the employee to protect their health and
safety. Such measures may include a temporary change in duties, change of work location, not attending meetings with
the person about whom the complaint has been made etc.

Careful consideration is required where a grievance is raised against the council as a whole due to lack of support related
to councillor behaviours. The specific allegations will need to be considered to determine whether the allegations can be
addressed by the council or require exploration of the councillors behaviour in order to respond, in which case the
Monitoring Officer may be required to investigate the alleged behaviours of a/any councillors where this may relate to
the code of conduct. It is a matter of fact whether the complaint is against the council and can therefore be dealt with by
the council’s grievance procedure or against a councillor and can only be dealt with by the Monitoring Officer.
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2.3 Respect pledge- To pass a resolution to sign up to the civility and respect pledge

Definition of Civility and Respect
Civility means politeness and courtesy in behaviour, speech, and in the written word.
Examples of ways in which you can show respect are by listening and paying attention to

others, having consideration for other people’s feelings, following protocols and rules,
showing appreciation and thanks, and being kind.

The National Assodation of Local Coundils (NALC), the Society of Local Council Clerks (SLCC), and One
Voice Wales (OVW), believe now is the time to put dvility and respect at the top of the agenda and
start a culture change for the local council sector.

By our council signing up to the civility and respect pledge we are demonstrating that our council is
committed to treating councillors, derks, employees, members of the public, representatives of
partner organisations, and volunteers, with cvility and respect in their role.

Signing up is a simple process, which requires coundils to register and agree to the following
statements:

Statement Tick to agree
Cwur council has agreed that it will treat all councillors, derk and all
employees, members of the public, representatives of partner organisations,
and volunteers, with dvility and respect in their role.

Cwur council has put in place a training programme for councillors and staff

Cwur council has signed up to Code of Conduct for coundillors

Cwur council has good governance arrangements in place including, staff
contracts, and a dignity at work policy.

Cur council will commit to seeking professional help in the early stages
should civility and respect issues arise.

Cur council will commit to calling out bullying and harassment when if and
when it happens.

Cur council will continue to learn from best practice in the sector and aspire
to being a role model/champion council e.g., via the Local Coundil Award
Scheme

Cur council supports the continued lobbying for the change in legislation to
suppert the Cvility and Respect Pledge, induding sanctions for elected
members where appropriate.




December Meeting Report

2.4 Action Plan — To adopt the Councils action plan for 2023

Aims Objectives Actions Powers
Cutting the village green and | New contractor starting in | Monitor the grass in the | Local Government Act
closed churchyard April 2023 on reduced | churchyard and village green | 1972,5.215

Tree Planting

Bulb planting

Sourton Lorry Park

Bus shelter wildlife habitat

Website

Coronation

Grants

Winter maintenance of

assets

Base Magazine

Elections

number of cuts. Currently on
a one-year contract

To plant more trees in the
parish

To make the village more
wildlife friendly as well as
attractive
To try and get the facilities
and state of the lorry park
improved

To repurpose the bus shelter
as it is no use as a bus shelter

To complete and have live the
new website

To bring the parish together

To find funding for green
projects

To lengthen the life of assets

To communicate better with

the parish

To promote the elections and
new requirements for voters
to parish.

over the season

Go out to tender in September
Consider a longer contract
period than one year.

Trees for Trescote Way

Trees for verge near cycle hire
Trees for lorry park

Purchase native bulbs and
plant them on the village green

To keep communication with
National Highways current as
to be included in the planning
stage including tree planting.
Assess the state of repair
Purchase bird house
Encourage wildlife to use it
Clerk to complete uploading
documents

Website provider to change
address from previous host
New councillor email provided
Arrange a get together that
appeals to the full range of
parishioners.

To continue following the
council’s green agenda funding
sources need to be found.

Keep watching for
announcements of new grants.
Assess conditions of

noticeboards bus shelters and
bin.

Prioritise any repair works that
need to be done

Treat with wood preserver to
lengthen the life span

Make a plan for the year about
what message we would like to
pass to the parishioners to
make sure important meetings
and events are not missed out.
Advertise the election process
Encourage people to stand in
the elections to make sure
there are at least 7 candidates
Inform the parish through Base
and website about the
requirements for photo ID at
the polling station.

Open Spaces Act 1906,
5.9,s.10

Open Spaces Act 1906,
s.9,s.10

Highways Act 1980, s.96

Local Government
(Miscellaneous Provision)
Act 1953, s.4

Local Government Act
1972,s.142

Local Government Act
1972,5.145

Local Government Act
1971,s.111

Local Government
(Miscellaneous Provision)
Act 1953, s.4

Local Government Act
1971,s.142

Local Government Act
1971,s.79
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SW Water Trees

GPC

Quality Council Status

To protect the trees planted
for the Queens Green
Canopy.

To qualify for General Power
of Competence after May
2023

To consider whether to apply
for quality council status

Liaise with SWW the proposed
rout hopefully avoiding the
trees

Encourage planting of more
trees in the parish to mitigate
the works done and help with
its carbon footprint.

Clerk to complete CiLCA
Councillors to be elected

Add item to the first meeting of
the new council

Sourton PC would need to
register with SLCC

Clerk would need to check that
all requirements were in place
Council to agree to apply.

Open Spaces Act 1906,
s.9,s.10

Localism Act 2011,s1 - 8

Local Government Act
1971,s.111
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3. Projects

3.1 Bus Shelter by Wynyard Terrace - To decide on a bird house for the bus shelter

Ideas for Windard Terrace Bus Stop

Native flowers such as kidney vetch, thyme, selfheal and wild marjoram are ideal for the roof
of your bus stop to atfract a range of pollinators including common carder bees, buff-tailed
bumblebees, peacock butterflies, small tortoiseshell butterflies and chequered hoverflies. As
well as the wildlife benefits, the roofs also absorb rainwater, and make a small contribution to
offsetting the urban heat island effect.

Providing nesting boxes for hedgehogs, birds and bats might encourage these creatures to
reside in your bus stop, though tenancy cannot be guaranteed! Place bird and bat boxes in
trees with cover, but if you have no trees fix them on walls or fences, preferably in the cover
of foliage from a cimbing plant, and well away from the reach of cats and other predators.
There are already three swallow nests in this bus stop. Hedgehog boxes should be sited in a
quiet spot hidden by ground covening plants, low shrubs or tree branches. If we wish o
encourage hedgehogs inside the bus stop, a hole cut through the breeze blocks in the back
wall might be a good idea.

Ivy is a very useful plant for wildlife. Both the flowers and seeds are good sources of food
and pollen. Plus, it provides year round cover for birds and insects. Clematis and certain
varneties of rose are also excellent cimbers for wildlife.

Birds are an important part your bus stop's ecosystem, and creating bird boxes and putfing
out food will help them thrive. Put your bird box up high in a sheltered area. In spring,
provide protein-nich feed. Seeds are best in the winter. If there are cats nearby place your
feeder near a dense bush to provide birds with cover.

Leave piles of rocks, twigs and rotting wood in your bus stop. These will create shelter for all
sorts of important insects, such as beetles and spiders.

A basic need for all wildlife is somewhere safe to breed and shelter. A bus stop can give this
in many ways to many things.

+ Growing climbers against walls can provide brilliant shelter, as well as roosting and
breeding sites for birds.

» Trees, bushes and hedgerows can also be great havens for the bird world, as well as
small mammals like hedgehogs. As a place for cover from predators and a safe spot
to build a nest, these can be invaluable.

* Providing bird boxes, bat boxes and hedgehog homes can be a great way of
introducing good artificial shelters into nature. Natural roosting and nesting sites can
be increasingly hard for animals to find and our gardens give us the chance to give
them an ongoing safe alternative.

» Butterflies need breeding sites too, and growing the nght plants can give them a
place to breed and lay their eggs. Honesty and hedge garlic can be good for orange
tip butterflies and buckthom bushes are favountes for breeding brimstones.

+ [Dead wood, timmings and old foliage can be a valuable hiding place for beetles and
other insects and minibeasts, as well as fungi and moss.

= A source or clean safe water 1s as important as food, whether it's a larger pond or a
small dish with a little stone or ladder for creatures to be able to climb out if they fall
in.

25




December Meeting Report

Set Of Four Traditional Wooden Bird Nest Boxes By

Garden Selections | notonthehighstreet.com

Set Of Four Traditional Wooden Bird Nest Boxes

Provide shelter and protection for feathered visitors to your garden with
this quad pack of nest boxes More than ever, wild birds need our gardens,
and provision of a safe place to nest, away from predators yet near to a
food source is vital. This traditional wooden bird house is sturdy and built
to last and features a removable base so that it can be cleaned after the
hatchlings have flown the nest. These wooden bird boxes are built without
a perch to deter predators, and measure 22cm x 12cm x 12cm with a 3cm
hole and a discreet natural finish. The wood is 15mm thick for optimum
insulation and features a hanging insert in the base so it can be positioned
where necessary in the garden* Suitable for many species, including
Sparrows, Great Tits and Nuthatch* These traditional boxes are sturdy and
built to last* Removable base for cleaning

£17.99
[’LETTERS ~ Postbox Bird House | Easylife
oy

Postbox Bird House

Give little birds a 1st Class home in your garden

e Asnug dry shelter and an ideal place to raise chicks
e Ideal for: Robins, Wrens, Finches, Blue tits, and all other small
garden birds

e Hatch at back opens for cleaning
¢ Screw-mount on a sheltered fence, wall or verandah
e £19.99
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Nesting Pockets - Pack of 3 (coopersofstortford.co.uk)

Nesting Pockets - Pack of 3
e Set of three nesting pockets
« Provide natural shelter and accommodation for small
garden birds
e Made from natural woven plant and wood fibres

e Doubles as bird feeder to offer seeds or nuts
Includes wire fixing hook

Selections Sparrow Colony Wooden Nesting Box Terrace :
Amazon.co.uk: Garden

Selections Sparrow Colony Wooden Nesting Box Terrace
« Wooden nesting colony
e Natural wood roof
o Great for enticing new birds to roost
e Helps protect sparrows from predators and
weather
The holes are 3cm ( 30mm ) in diameter.

Classic RSPB Bird Nest Box - RSPB Shop

Simply styled, sturdily made FSC ® certified timber nest box. Like
all our nest boxes, it's made with thick timber for insulation with a
roof designed to prevent rain water running down the inside of the
box. The 32mm entrance hole, makes it suitable for many bird
species.

Side opens for easy end-of-season cleaning. UK made.

£15.00
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