Sandwich Town Council
Quarterly Meeting of the Council

Agenda

Chair: Clir P Carter
Councillors: | Black, P Breen, D Carter, E Csuka, J Franklin, W Fortescue, N Gray, S Mallett, D
Marie, M Moorhouse, M Pennington, L Ripley, V Tomlins, C Wiles and C Ungerson

Councillors are hereby summoned to attend a meeting of Full Council in the Council Chamber,
Guildhall on Monday 26th February 2024 at 19:00 to transact the business on the agenda
below.

Gill Gray, Town Clerk
Date: 215t February 2024

1 | Chair’s opening remarks:

2 | Apologies for absence received:

3 | Declarations of interest:

To receive any declarations of disclosable pecuniary interests from
Members in respect of business to be transacted on the agenda.

4 | Minutes of the Full Council Meeting:

To approve the Minutes of the Ordinary Meeting of STC held on 29t Attach 1a
January 2024 and to consider any matters arising from those minutes not

covered elsewhere in this Agenda.

To approve the Minutes of the Extraordinary Meeting of STC held on gth Attach 1b
February 2024 and to consider any matters arising from those minutes not

covered elsewhere in this Agenda.

To receive the Minutes of the Planning Committee meeting held on 10t Attach 1c
January 2024.

To receive the Minutes of the Finance and General Purposes Committee Attach 1d
meeting held on 15" January 2024.

5 | Payment Schedules: Attach 2a &
5a  To receive and note the payments for mid-February totalling 2b
£31,040.41 Those payments which are not supported by a minute reference have been
authorised by Officers with delegated powers of expenditure.
Sb  To receive and approve the schedule of payments for February,
totalling £8,194.96
S5¢  Council to confirm nomination of two signatories to authorise end of
February payment schedules on Bankline.
3d  Council to confirm nomination of two signatories to authorise mid-
March 2024 payment schedules on Bankline.

6 [ Public Participation:

A 20-minute session is set aside for members of the public to make
representations at the meeting in respect of the business on the agenda
and other matters if time permits. Individual representations should not




exceed 5 minutes. (Written notice of the desire to exercise the right to speak,
together with the topic to be addressed, must be given to the Town Clerk prior to
noon on the day of the meeting)

Verbal Report from our Dover District Councillors on matters relating
to Sandwich

Verbal Report from our Kent County Councillor on matters relating to
Sandwich

Report from local Police representative and Community Warden for
Sandwich

To receive reports from local Police representative and/or Community
Warden Peter Gill if available.

10

Updates from Councillors: To receive and note verbal updates from
Councillors on meetings that they have attended as nominated
representatives of the Council

11

Financial Information:
To receive and note the Sandwich Town Council Statement of Accounts as
of 318t January 2024 {income & expenditure and budget)

Attach 3

12

Proposed Financial Software Procurement

Council to receive a report from the RFO with recommendation from the
Finance and General Purposes Committee that two identified finance
software quotations are progressed for consideration by Council. The
F&GP Committee recommend the inclusion of a booking software option to
assist with streamlining processes for hirers and officers. Members are
asked to consider the report and approve the procurement of a suitable
finance software package with a booking software option included:
Decision required

Attach 4

13

Buiwarks Play Area and STC Proposed Contribution

Town Clerk to share a report with Members that outlines the recommended
contribution to DDC in relation to the Bulwarks Play Area project; the F&GP
Committee support the proposal. Council is requested to consider if the
SLA with DDC should be renegotiated and if so, that the service fee be
deferred until 2024/2025 for budgetary purposes: Decisions required

Attach 5

14

Events on Guildhall Forecourt/Square Update

Members to receive a report from the Town Clerk with an update on the
hire of the Guildhall Forecourt/Square in relation to fees charged: Decision
required

Attach 6

15

Weekend Market Enquiry

Town Clerk to share a report that relates to a three day Market Event
enquiry for 22-24.03.24 and a potential Food Fayre in May proposed to be
held on the Guildhall Forecourt/Square; Members asked to consider the
request that is supported in principle by the F&GP Committee: Decision
required

Attach 7

16

Monks Wall Nature Reserve Proposals for Activities for 2024

Members to receive a report from the Town Clerk that includes details from
the Monks Wall Nature Reserve Warden that spans the period from
September 2023 to mid-January 2024. Members are invited to consider the
Warden's recommendations for actions and activities for 2024; to agree the
expenditure from the Monks Wall Reserve budget: Decision required

Attach 8

17

Metal Detecting Request
Town Clerk to share a request from a local metal detector for potential
permission to detect on Cow Leas Meadow: Decision required

Attach 9

18

Policies and Procedure
Town Clerk to share draft policies that are recommended for adoption by
the Human Resources Committee.

l. Volunteer Policy

Attach 10a,
10b, 10c¢,
10d, 10e,
10f, 10g




1l. Recruitment Policy

. Complaints Procedure

V. Equalities and Diversity Policy

V. Health and Safety Policy

VI.  Lone Working Policy

VIl.  Training and Development Policy

Decisions required

19

The Hub and Intruder Alarm

The newly refurbished hub has an existing ADT intruder alarm that is still
live, and it is proposed that this is used for the new space. Following
contact with ADT there is an annual charge for service and software
support; Council is asked to consider agreement to the annual service
contract with ADT: Decision required

Attach 11

20

Confidential Matters:
Under the Public Bodies (Admission to Meetings) Act 1960 (extended
by s.100 of the Local Government Act 1972} the public may be
excluded from the meeting for the following items of business on the
grounds that they involve the likely disclosure of exempt information
as defined in Part 1 of Schedule 12A of the Local Government Act
1972 by virtue of the paragraph specified against the item.

1. Information relating to a particular employee or a particular
officeholder, under the authority: Decision required

21

Review of Appointment of Town Clerk

Members to receive a confidential report from the Human Resources
Committee and following the probation period to consider if the Town Clerk
is confirmed as permanent in the role for STC: Decision required

Enc1

22

Date of next Full Council Meeting: 25" March 2024
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Minutes of the Meeting of Sandwich Town Council
held in the Council Chamber on:
Monday 29* January 2024 at 19:00

Chair: Clir P Carter
Councillors: | Black, D Carter, E Csuka, W Fortescue, J Franklin, N Gray, S Mallett, D Marie, M
Moorhouse, M Pennington, L Ripley, V Tomlins, C Ungerson C Wiles.
Officer: G Gray, Town Clerk
Observers: ClIr S Chandler and three residents with th

appointed Mayor’s Cadet.

STC.01.24.01 | Chair's opening remarks and introd 'or's Cadet Action:
for Confirmation in Office:
The Mayor welcomed the new! - Lance
Corporal Whiting for 2024. La
Cadet’ badge from the Mayor.

S5TC.01.24.02

o consider any matters arising from
overed elsewhere in this Agenda.
AIr D Marie and seconded by Clir E Csuka
that the minutes of the STC meeting held on
e approved as a true and accurate record.

yerf abstained.

The action log to be updated for the next STC meeting. Clir D
Marie reported that contact with the Coastal Community
Team for Deal and Sandwich has not been successful, a
response is awaited.
To receive the minutes of the Planning Committee meeting held
on 6" December 2023.
It was moved by Clir W Fortescue and seconded by Clir M
Moorhouse and RESOLVED: that the minutes of the Planning
Committee meeting held on 6" December 2023 be received.
Four Members abstained.




To receive the minutes of the Finance & General Purposes
Committee meeting held on 11" December 2023.

It was moved by Clir E Csuka and seconded by Clir D Carter
and RESOLVED: that the minutes of the F&GP Committee
meeting held on 11*" December 2023 be received. Three
Members abstained.

STC.01.24.05

Payment Schedules:
5a Council received the mid-month payments for mid-January
2024, totalling £27,800.98.

It was moved by Clir J Franklin and seconded by Clir N Gray
and RESOLVED: To receive and note the payments for mid-
January 2024 totalling £27,800.98.
5b Council received the schedule of payments{o
totalling £3,510.40.
It was moved by Clir J Franklin and segbnde
and RESOLVED: To receive and apyg

nominated to authorlse the en
schedules on Bankline.
5d Council consideredw

It was RESOLVED: th
nominated to authon

$TC.01.24.06

the d&y of the meeting).
afbing application for the Old

ined that as the applicant he had been
out his proposals.
olo] t8bncerns with the layout of Bus Stand B

Al residual risks had not been addressed to date.

@t anomalies in her opinion with the recent letter

€€ in response to the objection lodged by STC for
for Cattle Market.

STC.01.24.07

relating to Sandwich.
Clir M Moorhouse reported that a new corporate plan had been
adopted at DDC with four strategic themes identified. There is a
new electric bus service to be introduced for Dover. The new
updated Green Waste Service/Scheme was being rolled out
following the adoption by DDC. The increase in parking charges
has caused concern across the District. The Council Tax Base
figures will be considered at the next DDC Cabinet meeting with a
proposed 2.25% increase tabled for consideration. Clir M
Moorhouse is awaiting updates on two planning issues, The
Limes, and Fellowship Walk.




STC.01.24.08

Verbal Report from our Kent County Councillor on matters
relating to Sandwich,
Cllr S Chandler reported on the following topics:
» KCC draft budget published, significant savings identified
and now a balanced budget.
» Financial challenges remain with the increased cost of child
and adult social services.
The draft KCC budget to be shared with STC.
The Parish Winter Support Scheme is now open for
applications from local Councils.
¢ Kent Film Office who generates income and promote Kent
as well.
Clir E Csuka asked if traffic management could'B@:onsidered
following a meeting with a concermned residafify @meeting to be
organised with the relevant KCC officer. Jih@f&are opportunities
for new cameras, and this could be fa flitated Vigla Speedwatch
group, Town Clerk to share when avlilal

received and actioned for a small
a report for Council.

STC.01.24.09

early January 2024, ti el \E
Town Clerk shared the &0

e i awaited following a
gered by the Scrutiny Panel at

2.¢hibition and graduation ceremonies

Bt| a drop in opportunity on 4% January 2024 with
18 community to share concerns.
atiefeled the recent Town Team meeting on 151
"2UR4. The Chair of the DDC NHW group has resigned
and Clir D ®g€nd is now Chair of the group. Cilr D Marie added
he had attended the Gazen Salts NR meeting as a Trustee.
Council was advised that the Christmas Lights AGM is taking
place on Tuesday 6™ February 2024.
Clir J Frankiin reported he had recently attended the AGM for
Citizens Advice Bureau and advised that the Jubilee Centre were
seeking a treasurer.
Clir M Moorhouse reported his recent attendance to the Dover
KALC meeting where concerns covered new residential
developments, litter on roads and Affinity Water.




STC.01.24.11

Financial information:

Council to receive and note the Sandwich Town Council
Statement of Accounts as of 31st December 2023 (income and
expenditure and budget).

It was moved by Clir D Marie and seconded by Clir L Ripley
and RESOLVED: that the Sandwich Town Council Statement
of Accounts as of 31%t December 2023 be received and noted.

STC.01.24.12

Review of Financial Regulations and Proposed Increase for
Delegated Expenditure

Members considered a report from the RFO which included a
recommendation from the F&GP Committee that supports the
proposed increases of delegated expenditure for the Town Clerk.
This review is following the interim report fromhi@internal Auditor
who recommended that Council should revigitic expenditure
limits. The expenditure must be within bud@étand is required to
be reported to STC by the Town Clerkg¢ :
It was moved by Clir C Ungerson.and
Csuka and RESOLVED: that thg proj :
delegated expendlture for the'lg ' d and

within budget and reported to

§TC.01.24.13

Road Safety Audits for Cattle Marke

Road Safety Audits. (uember
forward and how any Sfgoing éan itk he addressed,
these include some fromifesidenis

¥EClIr P Carter and seconded by Clir L Ripley
2D that Levicks Accountants be appointed to
&ateotints preparation and independent

affaudit of the accounts for the Maddox Charity.
It was moved by Clir E Csuka and seconded by Clir N Gray
and RESOLVED: that the decision for the timing of GMWG
meeting be deferred to the GMWG.

S§TC.01.24.15

D-Day 80 - 6% June 2024

Members considered a report from the Town Clerk which detailed
a proposal to take part in the D-Day 80 celebrations for Sandwich
on 6™ June 2024. A limited budget has been identified of £80.00
so funding opportunities and ideas were welcomed. Clir D Marie
suggested working with RBL Sandwich, Town Cierk to contact the
Chair. Town Clerk to approach the Curfew Bell Ringers Captain
to investigate if they are willing to be involved. The Beacon to be
lit by STC, a Town Crier to read the proclamation and the four




schools engaged and approached to seek their involvement with
the poem’s element of the day. Other ideas included approaching
the Cadets, Scouts and Guides, the St Peters church and garden
and St Clements Church. Another idea was a tribute held at a
memorial.

It was moved by Clir D Marie and seconded by Clir | Black
and RESOLVED: that the Council will deliver a D-Day 80
celebration for Sandwich and the Town Clerk to register on
the national database to confirm involvement from STC.

§TC.01.24.16 | Draft Local Fiood Risk Management Strategy 2024-2034
Members considered a draft response for the consultation to the
draft Local Flood Risk Management Strategy as prepared by Clirs
| Black and S Mallett. 15
It was moved by Clir E Csuka and secondéd by Clir | Black
and RESOLVED: that the response pragared for the
consultation be adopted and submiitéd by th rown Clerk as
the Council consultation respon: alt kocal Flood
Risk Management Strategy.

$7C.01.24.17 | Policy and Statement

i the Town Clerk with
policies that are required for the website launch.
l. Privacy Policy

I. AccessibilitiaStatement

$TC.01.24.18

=tion 23/01314 for School
Wich CT13 9HT.

One Member abstamed and one Member was against.

STC.01.24.19

Confidential Matters:

Under the Public Bodies (Admission to Meetings) Act 1960
(extended by s.100 of the Local Government Act 1972) the public
may be excluded from the meeting for the following items of
business on the grounds that they involve the likely disclosure of
exempt information as defined in Part 1 of Schedule 12A of the
Local Government Act 1972 by virtue of the paragraph specified
against the item.

Information relating to a particular employee, or a particular
officeholder under the authority.




It was moved by Clir M Moorhouse and seconded by Clir N
Gray and RESOLVED: that the public be asked to leave the
meeting due to the following item containing information
relating to a particular employee under the authority or an
applicant to become an employee under the authority.

$TC.01.24.20 | Recruitment Update
Members considered the confidential report on the recent
recruitment for two roles and the process adopted.
It was RESOLVED: that the report was received and noted.
§TC.01.24.21 | Meeting closed at 9.35pm
$TC.01.24.22 | Date of next Full Council Meeting: 26' February 2024

N

Q
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Minutes of the Extra Ordinary Meeting of Sandwich Town

Council

held in the Council Chamber on:
Friday 9t February 2024 at 19:00

Chair:

Councillors:
and C Ungerson

G Gray, Town Clerk
Observers: One resident

Officer:

Clir C Ungerson

| Black, E Csuka, W Fortescue, N Gray, M Moorhouse, M Pennington, V Tomlins,

STC.02.24.01

Apologies for absence received:
Apologies were received and accaplét g
personal commitment, Clirs P C4fiéF& D Carter -

commitment, Cilr
work commitment, Clir S Mallel®&personal oommltment L
Ripley — family commitment. Clir S%CI -

apologies.

STC.02.24.02

Action:

Declarations of inté

STC.02.24.03

addressed, must be given to
day of the meeting).

sed'@Pout perceived inaccuracies
8¢ that was a response to the

S$TC.02.24.4

oc nmending for submission. The Parish Council
heme is sponsored by KCC and KALC. The

progress and’ submitted for consideration by the panel.

There were Slight suggested amendments to the wording, to
include the impact of inflation and rising interest rates as
contributory factors to the cost of living crisis. To make it clear that
the initiative is supporting all family members.

It was moved by Clir V Tomlins and seconded by Clir E Csuka
and RESOLVED: that the PC Winter Support Scheme funding
application be submitted by the Town Clerk on behalf of STC.

STC.02.24.5

TRO Cattle Market Update

Town Clerk shared a written response received from KCC in
relation to the objection raised by the Council for the proposed
TRO for Cattle Market. A short debate took place where Members

raised concerns that KCC were not aware of the road layouts and




problems experienced in town. The issue of the sight lines was
considered more important than the flow of traffic causing
disruption. The potential lack of enforcement was a concern, and
this needed to be clarified with DDC. Following the meeting on
29.01.24 there will be follow up action in reiation to the road
layout. The statement that STC agreed and accepted the design
of the road layout was refuted.

It was moved by Clir E Csuka and seconded by Clir M
Moorhouse and RESOLVED: that the original objection
remains in place and be maintained for the proposed TRO for
Cattle Market, Sandwich.

STC.02.24.6 Meeting closed at 7.30pm

STC.02.24.7 Date of next Full Council Meeting: 26" Fe ' 2024

N
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Minutes of Sandwich Town Council Planning Committee
Meeting held in the Council Chamber on:
Wednesday 10" January 2024

Chair: Clir J Franklin

Councillors: P Carter, W Fortescue, S Mallett, D Marie and C Wiles
Co-opted Members:  None

Observers: 12

Officer: Gill Gray — Town Clerk and Assistant Clerk

P.01.24.1 | Apologies for absence received:
Apologies were received from:

Clir M Moorhouse — work commitment and Clir M Pennington -
convalescing.

P.01.24.2 | Declarations of interest:

Clir Fortescue declared an interest Agenda item 6, Withdrawn Planning
Applications. It was noted that the application regarding 8 Upper Strand
Street has been given an incorrect application number. The correct number
should read 22/00776.

P.01.24.3 | Minutes of the Planning Committee:

It was moved by Clir P Carter and seconded by Clir D Marie and
RESOLVED: that the Minutes of the Planning Committee held on
Wednesday 6™ December 2023 be approved.

P.01.24.4 | Public Participation:

Application: 23/01314

The following concerns were raised by the resident on behalf of himself and

neighbours to the development in relation to the School House Nursery

application:

= Loss of Privacy/Overlooking

» Loss of daylight/sunlight/overshadowing

= Noise Pollution

= Dust and the negative impact this is having on those living in close
proximity with asthma.

Clarification was given regarding the deadline for submitting comments.
The Town Clerk explained due to the submission of new documentation
committee members now had until 30t January 2024.

Application: 23/01636

A representative from the Save Ash Levels group shared with members
their objections to the proposed construction of a solar farm and associated
infrastructure of the Ash Levels.




Clir P Breen shared similar concerns in relation to the proposed
construction of a solar farm and associated infrastructure on the Ash
Levals.

P.01.24.5

Planning Applications:
Application plans and papers can be viewed via the Dover District
Council website.

a) Planning Application Ref No — 23/01636
Proposal: Change of Description — Construction of solar farm with
associated access and infrastructure.
Location: Goshall Valley, East Street, Ash

It was moved by Clir P Carter and seconded by Clir D Marie and

RESOLVED: that the Town Council comments:

RECOMMENDATION: Strongly objects to the proposed

construction of a solar farm and associated access and

infrastructure due to the negative impact the site will have on:

= Nature Conservation and local wildlife

= The Heritage of the site in relation to the Richhorough Roman
Fort and Amphitheatre.

= The visual Amenity.

b) Planning Application Ref No —23/01314
Proposal: Erection of a two storey side/rear extension, alterations to
window/doors, formation of new vehicular access and parking.
Location: School House Nursery, School Road, Sandwich CT13 9HT

It was moved by Clir J Franklin and seconded by Clir P Carter and
RESOLVED: that the Town Council defer reviewing the application
until the Full Council meeting on Monday 29" January 2024 due to
the submission of new documentation.

c) Planning Application Ref No — 23/01341
Proposal: Remedial works including installation of a secondary first
floor structure over existing, relocation of existing low level roof ties and
installation of additional roof ties.
Location: 59 Strand Street, Sandwich, Kent CT13 9EX

It was moved by Clir P Carter and seconded by Clir J Franklin and
RESOLVED: that the Town Council comments: Support planning
application 23/01341

d) Planning Application Ref No — 23/01437
Proposal: Erection of single storey rear extension and sliding gate for
vehicular access.
Location: 12 Britannia Terrace, School Road, Sandwich, CT13 9HT

It was moved by Clir P Carter and seconded by Clir J Franklin and

RESOLVED: that the Town Council comments: Strongly object to

the planning application 23/01437. Material Considerations:

* Highway safety and inadequate space for entering and exiting
off street parking.

= Conservation. Application incorporates a flat roof design.

e) Planning Application Ref No ~ 23/01427
Proposal: Proposed alterations to Ground Floor front room fireplace
and hearth.
Location: The Old Dutch House, 62 King Street, Sandwich CT13 9BL




g)

h)

)

k)

It was moved by Clir P Carter and seconded by Clir W Fortescue
and RESOLVED: that the Town Council comments: Support
planning application 23/01427.

Planning Application Ref No — 23/01417

Proposal: Reduce height by approximately 2-3 metres. One Holm Oak
the subject of tree preservation order no. 3 of 1997.

Location: 99 St Georges Road, Sandwich, Kent CT13 SLE

It was moved by Clir D Marie and seconded by Clir P Carter and
RESOLVED: that the Town Council comments: Support planning
application 23/01417.

Planning Application Ref No — 23/01397
Proposal: Erection of a first floor rear extension.
Location: 21 Wantsume Lees, Sandwich, Kent CT13 9JF

It was moved by Clir P Carter and seconded by Clir Wiles and
RESOLVED: that the Town Council comments: Support planning
application 23/01397.

Planning Application Ref No — 23/01421

Proposal: Change of use of land for the siting of 8 no. timber glamping
pods along with associated access, parking, and landscaping
Location: Land South of The Den Richborough Road Richborough
CT13 94G

It was moved by Clir P Carter and seconded by Clir D Marie and
RESOLVED: that the Town Council comments: No Comment

Planning Application Ref No — CON/20/00166/K

Proposal: Discharge of condition 3 (materials), condition 12 (external
meter boxes), condition 12 (archaeology), condition 25 (traffic calming
proposals) pursuant to application 20/00166 Variation of condition 2
(approved plans) to allow amendments to the elevations and layout of
the apartment building {12 dwellings) under planning permission
16/00046 (S73)

Location: Willowbank Sandwich Kent

It was moved by Clir P Carter and seconded by Clir C Wiles and
RESOLVED: that the Town Council comments: No Comment

Planning Application Ref No — TC/23/00153

Proposal: Reduce by 50% (approximately 4 metres) of one Bay tree
situated within a conservation area.

Location: 20 Fisher Street Sandwich Kent CT13 9E

It was moved by Clir P Carter and seconded by Clir C Wiles and
RESOLVED: that the Town Council comments: No Comment

Planning Application Ref No — TC/23/00149

Proposal: T1 dead tree - fell; T2 Sycamore - fell; G2 Leylandii and
Yew- reduce to 1 metre below telephone line; T3-T8 dead Apple trees -
fell; T9 Sycamore - reduce by 3 metres and crown lift to 6 metres; G3
Leylandii - cut back to allow footpath access; Apple trees in orchard -
reduce by up to 1.5 metres over entire crown, all situated within a
conservation area.

Location: 84 Strand Street Sandwich CT13 9HX




It was moved by Clir P Carter and seconded by Clir J Franklin and
RESOLVED: that the Town Council comments: Works required
noted.

1) Planning Application Ref No — TC/23/00149
Proposal: T1 dead tree - fell; T2 Sycamore - fell; G2 Leylandii and
Yew- reduce to 1 metre below telephone line; T3-T8 dead Apple trees -
fell; TS Sycamore - reduce by 3 metres and crown lift to 6 metres; G3
Leylandii - cut back to allow footpath access:; Apple trees in orchard -
reduce by up to 1.5 metres over entire crown, all situated within a
conservation area.
Location: 84 Strand Street Sandwich CT13 9HX

It was moved by Clir P Carter and seconded by Clir C Wiles and
RESOLVED: that the Town Council comments: Works required
noted.

P.01.24.6

Withdrawn Planning Applications:

Planning Application Ref No — 23/00776

Proposal: Replacement of 3 no. rear elevation windows, introducing
double glazing. Application withdrawn.

Location: 8 Upper Strand Street, Sandwich, Kent CT13 9EE

Clarification from Dover District Council be requested as the applicant
informed members the application was refused not withdrawn.

ACTION: Town Clerk to contact Dover District Council to ask for
clarification.

P.01.24.7

Planning Decisions:
The most recent new Planning Decisions taken by Dover District Council
were received and noted.

It was RESOLVED: that the planning decisions were received and
noted.

P.01.24.8

Street Furniture Applications:

To receive and consider any applications made to DDC in relation to a
Street Fumniture Consent Application under the Local Government
(miscellaneous provisions) Act 1982.

LOCAL GOVERNMENT (MISCELLANEOUS PROVISIONS) ACT 1982
STREET FURNITURE CONSENT

No new applications have been received.

P.01.24.9

Licensing:
To consider any licensing notices and issues received from Dover District
Council.

No notices or issues from Licensing received.

P.01.24.10

Enforcement:
To consider any enforcement notices and issues received from Dover
District Council.

None to consider.




P.01.24.11

Correspondence:
To receive and consider correspondence relating to planning matters,
including notification of appeals against refusal of Planning Applications.

None to consider.

P.01.24.12

Verbal update from our Dover District Councillor on matters relating
to planning.

It was requested by Clir P Carter that if no DDC representative is available
to attend the meeting that a report is supplied.

P.01.24.13

Meeting closed at 7.35pm

Date of next Planning Committee Meeting: Wednesday 7t" February
2024
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Minutes of Sandwich Town Council

Finance and General Purposes Committee Meeting held
in the Council Chamber on 15% January 2024 at 18:30
hours.

Chair: Clir C Wiles
Councillors: Clirs P Carter (Mayor), P Breen, D Carter, E Csuka, J Franklin, N Gray and
C Ungerson

Officer: Town Clerk

Observing: Clir S Mallett and one resident.

FGP.01.24.1 | Apologies for absence received:
Clir i Black due to family commitment.

FGP.01.24.2 | Declarations of interest:

To receive any declarations of disclosable pecuniary interests
from Members in respect of business to be transacted on the
agenda.

None received.

FGP.01.24.3 | Minutes of the Finance and General Purposes Committee:
Members received minutes of the Finance and General Purposes
Committee held on 11" December 2023.

Clir E Csuka welcomed the action log and suggested that they
should be shared across the Committee with the Chair having the
overall responsibility for progressing them.

Clir C Wiles asked when there is likely to be progress with the
Bulwarks Play Area, the Town Clerk confirmed a pre-meeting has
been organised for 20" January 2024.

ClIr P Breen requested an update on the payroll provision, the
Town Clerk confirmed that the first payroll has been processed in
January 2024 by the newly appointed payroll provider.

The Town Clerk to send a formal letter to request that the old
STC Facebook page is closed

It was moved by Clir P Carter and seconded by Ciir N Gray
and RESOLVED: to receive and approve the minutes of the
meeting of F&GP Committee on 11t" December 2023 and the
actions agreed. Two Members abstained.

FGP.01.24.4 | Public Participation

A 20-minute session is set aside for members of the public to
make representations at the meeting in respect of the business
on the agenda. Individual representations should not exceed 5

minutes. (Written notice of the desire to exercise the right to speak, together
with the topic fo be addressed, must be given to the Town Clerk prior to noon
on the day of the meeting)

There were no speakers.

d(,u M/z/-z.-l/'



FGP.01.24.5 | Finance and Assets Working Group Update

Clir E Csuka shared a verbal report on the progress of the
Finance and Assets Working Group. Clir E Csuka confirmed that
they have met twice and agreed a scope of work. Two work
streams have been identified. Clir P Breen and Clir D Carter to
look accounts, incoms, and expenditure for the assets, including
loans. Clir E Csuka, Clir N Gray and Clir C Wiles to look at titles,
lease documents and the Sandwich Agreement in detail. Further
reports o be shared with the Committee as progress is
undertaken by the WG.

Clir N Gray queried if it was possible to explore a claim for a
small piece of land that joins the car park with Fellowship Walk.
Town Clerk to report back to a future meeting.

The ownership of properties/land is not clear in all cases, this
needs to be explored with Land Registry. This is intended to be a
task for an Assets Officer when a new recruitment for the role is
agreed by the HR Committee. It was agreed that the Working
Group will produce worksheets for each asset, including Bay Hall.
The importance of finance software for this project was
discussed, the RFO is producing a report for the Committee to
consider and progress the procurement of a finance system for
the Council.

It was moved by Clir P Carter and seconded by Clir C
Ungerson and RESOLVED: that the report be received, and
the actions identified agreed.

FGP.01.24.6 | Update on the Priorities for the F&GP Committee
Town Clerk shared an update report for the priorities for the
F&GP Committee with recommended actions for the Committee.
Members reviewed the priorities and considered if there were any
additions required.
The following points were raised during the debate:
» The importance of training for staff
* The requirement for Risk assessments and the general
health and safety for employees to be maintained
e The necessity for statutory checks to be recorded and the
list of contracts/agreements to be provided to the
Committee
* The migration to the new IT provider to be managed by
the Mayor and Town Clerk
» The new website to be launched potentially by mid-
February
It was moved by Clir P Carter and seconded by Clir E Csuka
and RESOLVED: that the points and actions raised were to
be considered as top priorities and that the update report be
received.

FGP.01.24.7 | Delegated Authority Proposed Increase for Financial
Regulations

Members considered a report from the RFO with proposed
increases of delegated expenditure for the Town Clerk which are
part of the Financial Regulations. The recommendation was part
of the Internal Auditor's interim report. The proposed increase in
delegated expenditure to be considered and requested to be a
recommendation to Council. A short debate followed, and some

concems were:
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o It was not clear if the delegation was for budgeted or non-
budgeted items
* There should be financial delegation to the Committee
through the Financial Regulations
e There should be fewer meetings and without delegation for
expenditure this will not be practical
» There should be reports from the Town Clerk when any of
the delegated authority is exercised
» That the Financial Regulations are reviewed again within
six months
It was moved by Clir C Wiles and seconded by Clir N Gray
and RESOLVED: that the proposed increase for the
delegated expenditure for the Town Clerk in the Financial
Regulations be recommended to Full Council with the
following caveat:
e There should be a budget for any item/service
identified
¢ Any expenditure and action reported to the
Committee/Council

FGP.01.24.8

Appointment of a Counciilor Auditor

Members considered a report that requested the appointment for
a Councillor Auditor. The Councillor Auditor will sign the bank
reconciliations each month. Clir D Carter was considered as the
Councillor Auditor due to her experience in finance and skillset
that matched the role. The role is voluntary and is not a paid
position. A deputy be nominated, and Clir P Breen was
confirmed.

It was moved by Clir C Wiles and seconded by Clir C
Ungerson and RESOLVED: that Clir D Carter was appointed
as the Councillor Auditor and Clir P Breen as the Deputy
Councillor Auditor.

FGP.01.24.9

Date and time of Next Meeting: Monday 19t February 2024 at
18:30 in the Council Chamber at the Guildhall.

FGP.01.24.10

Meeting closed at 7.18pm.

(e wWile
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Sandwich Town Council
Quarterly Meeting of the Council

Agenda

Chair: Clir P Carter
Councillors: | Black, P Breen, D Carter, E Csuka, J Franklin, W Fortescue, N Gray, S Mallett, D
Marie, M Moorhouse, M Pennington, L Ripley, V Tomlins, C Wiles and C Ungerson

Councillors are hereby summoned to attend a meeting of Full Council in the Council Chamber,
Guildhall on Monday 26th February 2024 at 19:00 to transact the business on the agenda
below.

Gill Gray, Town Clerk
Date: 215t February 2024

1 Chair’s opening remarks:

2 | Apologies for absence received:

3 | Declarations of interest:

To receive any declarations of disclosable pecuniary interests from
Members in respect of business to be transacted on the agenda.

4 | Minutes of the Full Council Meeting:

To approve the Minutes of the Ordinary Meeting of STC held on 2gth Attach 1a
January 2024 and to consider any matters arising from those minutes not

covered elsewhere in this Agenda.

To approve the Minutes of the Extraordinary Meeting of STC held on 9th Attach 1b
February 2024 and to consider any matters arising from those minutes not

covered elsewhere in this Agenda.

To receive the Minutes of the Planning Committee meeting held on 10t Attach 1c
January 2024.

To receive the Minutes of the Finance and General Purposes Committee Attach 1d
meeting held on 15% January 2024,

5 | Payment Schedules: Attach 2a &
5a  To receive and note the payments for mid-February totalling 2b
£31,040.41 Those payments which are not supported by a minute reference have been
authorised by Officers with delegated powers of expenditure.
Sb  To receive and approve the schedule of payments for February,
totalling £8,194.96
5¢  Council to confirm nomination of two signatories to authorise end of
February payment schedules on Bankline.
5d  Council to confirm nomination of two signatories to authorise mid-
March 2024 payment schedules on Bankline.

6 | Public Participation:

A 20-minute session is set aside for members of the public to make
representations at the meeting in respect of the business on the agenda
and other matters if time permits. Individual representations should not
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SANDWICH TOWN COUNCIL - GENERAL A/C - STATEMENT AS AT 31/01/24

INCOME

Balance Brought Forward 01/04/23 including MWNR Balance (£59,357.66) and

other reserve balances (£16,999.04) and Maddox Fund (£206,368.34)

Precept

Outside Sources

Black Allotment Rents & Water Contribution
Quay Conveniences

Green Waste Bags

Drill Hall

P22 Electricity Charge

Refunded From Functions

Deputies supper donations

Curfew Ringers Supper

Internal Transfers [ Adhoc Income

Museum payment for stock from Visitor Information Centre
Refund from Photocopying

Monks Wail Nature Reserve

Income relating to Monks Wall Nature Reserve
5144 (Visitor Information Centre & Tourism
Visitor Information Centre

Forecourt Income

Current Markets

Miscellaneous Income

Difference between HMRC payments and amounts paid (timing difference)

Pension correction (to adjust earlier overpayment)

Room Hire income from DDC - to be moved to STBF GH a/c

Maddox Fund - dividends

Refund - STBF Salaries

Refund - STBF Guildhall Salaries

50% contribution from STBF Guildhall towards professional fees

KCC Members Grant received towards War Memorial repairs

Refund from Maidstone Borough Cnl re cancelled boat trip on 26th April

Refund from Zoom for subscription

Refund of funds re payment 310 {Modern Working)

Peace Ceremony - meal contributions

Refund of electricity credit - Fishergate

Refund of staff parking permit

Refund from STBF for purchase of silicone for Guildhall repair

TOTAL

EXPENDITURE

Vat Paid

VAT

Mayoral and Civic Functions

Mayoral Expenses

Mayoral Travel

Mayor's Hospitality (Including Civic Events)
Mayor's Attendant & Uniform

£448,696.34

£278,538.53

£1,791.86
£1,172.76
£178.33
£16,425.00
£571.64

£588.95
£49.91

£34.00
£24.20

£8,639.46

£118.94

£4,064.63

£6,460.20

£5,368.63
£85.00
£6,316.76
£35,319.40
£06,235.73
£043.25
£500.00
£40.00
£142.70
£200.00
£179.70
£1,228.05
£95.00
£5.35

£448,696.34

11,789.12

797.77
640.04
4,257.14
1,331.95

465,318.98

£914,015.32



Cingue Port Functions & Subscription
Election Expenses

Staffing

Town Clerk & Office Staff
Contribution to Caretaking Staff
Staffing Contingency

Staff Recruitment

Staff Training

Officers Travel & Parking Expenses
Staff Salaries bonus pot

Administration

Petty Cash

HR & Payroll

Cffice Expenses (incl. telephone)

Audit Fees

Subscriptions & Memberships

IT Expenses (incl. Website)

Photocopier (Rental & Usage)

Bank Charges

Insurance

Insurance - Public Conveniences and Boatmans' Chapel
Other Insurances (ie/ Liability & Slander)

Public Conveniences

Quay Conveniences - Salaries

Cattle Market Conveniences - Salaries

Quay Conveniences - Other Expenditure

Cattle Market Conveniences - Other Expenditure
S$144 (Visitor Information Centre & Tourism)
$144 Salaries

$144 (Other Expenditure)

Sandwich Open Spaces / Other Properties

Black Lane / Sandown Road Allotments

Boatman's Hill Chapel - Water Rates & Maintenance
Cow Leas

Donkey Paddock

Flowers, cleaning & maintenance of the War Memorial
Drill Hall / Quayside Market

Fishergate

Bay Hall

Reserves - Ring-fenced
Monks Wall Nature Reserve

Miscellaneous / Unexpected Expenditure
20's Plenty for Us - stickers and banners

Thomsen Snell & Passmore - professonal fees

Portable road closed sign for King Street

Wreaths

Defibrillator aftercare service - Guildhall forecourt defib
Repair of Deputy Maycress Badge

Stationary for Market Manager

Parking permit for Market Trader

Room hire for Councillors Surgery - Jubilee Centre
Reimbursement for purchase of paint to refurbish Town Crest
Clir Ungerson attendance at Kalc AGM

Fuel reimbursement to Clir Ungerson re mileage to Kalc AGM

367.50
5,078.75

56,581.56
5,902.67
22,816.38
195.00
95.00
1,220.31
269.18

130.00
3,038.13
5,342.65
3.118.25
2,028.58

11,453.04

956.90

545.02

224.00
4,563.61

9,009.23
8.521.76
6,387.09

340.34

5,149.30
504.59

7,207.24
163.77
968.08
420.00

3,780.00

17,627.61

2.902.57

4,408.94

12,163.02

187.80
1,886.50
47.50
235.00
182.00
35.00
4.39
137.50
15.00
17.42
5.00
40.50



Union Flag
Professional advice re land next to rear GH carpark
Buglar for Remembrance Sunday

Guildhall and Forecourt

Contribution towards running of the Guildhall
Guildhall Forecourt Project

Thursday Market Manager

Loan Repayment

ltems relating to Sandwich Toll Bridge Fund Account
STBF Salaries

ltems relating to Sandwich Toll Bridge Fund Guildhall Account

S$TBF Guildhali Salaries - Guildhall Caretaking and Cleaning

STBF Guildhall Salaries - Guildhall Administration

STBF Guildhall Salaries - Visitor Information Staff (Guildhall element)
Silicone for repair in Guildhall {to be reimbursed)

Phone Charges {Guildhall share to be reimbursed)

Cleaning Costs - Guildhail (to be reimbursed)

IT Support (Guildhall share to be reimbursed)

Pipe cleaner and isolator for Guildhall {to be reimbursed)

Repair to ladies toilet, Guildhall {to be reimbursed by STBF Guildhall a/c

Room Hire income - to be transferred to STBF Guildhall a/c

Balance at Bank as per Bank Reconciliation as at 31/01/24
TOTAL

Bank Reconciliation as at 31/01/24
Current a/c

Less: Outstanding payments
TOTAL

OUTSTANDING PAYMENTS

379 Ettecon Ltd (Chauffeur & attendant to the Mayor - Blessing of the Seas)

380 DM Payroll Services Ltd (Payroll set up and Administration of payroll &

pension)

381 Williamson & Bames (Professional Fees in connection with land adjoining rear

Guildhall campark
382 HR Solve It (HR support services)

386 Wyman Electricals Ltd (Electrical installation condition report - Bay Hall)

387 Mr K A Chapman (Warden service for Monks Wall Nature Reserve 25-11-23 -

24-01-24)

259.32
850.00
50.00

113,750.00

450.00
12,033.48

40,502.89

352,479.50

53,124.18
48,744 52
1.445.20
4.46
504.61
79.92
1,119.40
5.78
100.00

85.00

40,502.89

£137.10

£158.00

£1,020.00
£112.50

£216.00

£208.33

£1,851.93

105,213.07

498,195.46

£415,819.86
£914,015.32

£417,671.79

£1,851.93

£415,819.86



Monks Wall Nature Reserve

Balance Brought Forward 01/04/23

Income
Rural Payments Agency

Expenditure
Warden Fees 01/03/2023 - 21/01/2024

Basic Payment Scheme Administration (Finns)

Reimburse Warden for purchase of Wooden Marker Staves
Excavation works for new scrape

Security Tracking System

Balance as at 31/01/24

£59,357.66

£8,639.46

£8,639.46

£1,874.97
£462.50
£24 84
£9,626.71
£174.00
£12,163.02

£55,834.10



SANDWICH TOWN COUNCIL - GENERAL A/C - Balance BiFwd 01/04/23 £448,696.34

Expenditure

Mayoral and Civic Functions

Mayoral Expenses
Mayoral Travel

Mayor's Hospitality {Including Civic Events)

Mayor's Attendant & Uniform

Cinque Port Functions & Subscription
GCurfew Ringers Supper (not bell repairs)
Election Expanses

Staffing

Town Clerk & Office Staff
Contribution to Caretaking Staff
Staffing Contingency

Staff Recruitment

Staff Training

Officers Travel & Parking Expenses
Staff Salaries bonus pot
Administration

Petty Cash

HR & Payroll

Office Expenses (incl. felephone)
Audit Fees

Subseriptions & Memberships

IT Expenses {Incl. Website)
Photocopier (Rental & Usage)

Bank Charges

Health & Safety Provisions
Insurance

Guildhall Insurance including contents

Insurance - Public Conveniences, Boatman's Chapel and Fishergate

Other Insurances including Public Liability
Public Gonvenilences

Quay Conveniences - Salaries

Cattle Market Convenlences - Salaries
Quay Convenlences - Other Expenditure

Cattle Market Conveniences - Qther Expenditura

$144 (Visltor Information Centre & Tourism

S144 Salaries

5144 (Other Expenditure)

Sandwich Open Spaces { Other Properties

Black Lane / Sandown Road Allotments

Boatman's Hill Chapel - Water Rates & Maintenance

Cow Leas

Donkey Paddock

Flowers, cleaning & maintenance of the War Memonial
Dnlll Hall / Quaygide Market
Fishergale

Play Areas

Telephone Boxes

Bay Hall

Ressarves - Ring-fenced:
Monks Wall Nature Reserve
IT Reserve

Highways Improvement Plan (H.|.Ps) Reserve

Dyl Hall Reserve

Ressarves- General

Operating Funds to be kept in Reserve

Dther Services

Green Garden Waste Bags

Disability Access Strateqy

Miscellaneous / Unexpected ExpendEture:

Miscellaneous / Unexpected Expenditure:

20's Plenty for Us - stickers and banners

Thomson Snell & Passmore - professonal fees

Portable road closed sign for King Street

One wreath with badge inserts

Defibrillator aftercare service - Guildhall forecourt defib
Repair of Deputy Mayoress Eadge

Stationary for Markei Manager

Parking permit for Market Trader

Reimbursement for purchase of paint to refurbish Town Crest
Clir Ungerson attendance at Kalc AGM

Fuel reimbursement to Clir Ungerson re mileage to Kalg AGM
Union Flag

Approved Budget
2023124

£2,500.00
£1,800.00

£3,500.00

£8,970.00
£380.00
£800.00
£6,000.00

£67,360.00
£8,240.00
£2,000.00
£3,500.00
£2,000.00
£1,100.00
£670.00

£130.00
£1,280.00
£6,760.00
£3,500.00
£1,930.00
£16,000.00
£2,000.00
£800.00
£3,000.00

£600.00
£760.00
£3,390.00

£8,370.00
£8,370.00
£10,350.00

£1,000.00

£18,770.00
£2,470.00

£3,600.00
£120.00
£350.00
£2,000.00
£2,400.00

£18,440.00
£7,000.00
£6,600.00
£260.00
£7,000.00

£0.00
£3,000.00

£2,600.00
£1,000.00

£40,000.00

£1,400.00
£2,600.00

£7,498.53
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

Expenditure  Balance to

to Date

E797.77
£640.04

£4,257.14

£1,331.95
£367.50
£0.00
£5,078.76

£66,581.56
£5,902.67
£22,816.38
£195.00
£95.00
£1,220.31
£269.18

£130.00
£3,038.13
£5,34265
£3,118.25
£2,028.58
£11,453.04
£956.90
£645.02
£0.00

£0.00
£224.00
£4,663.61

£9,099.23
£8,521.76
£6,387.09

£340.34

£5,149.30
£504.59

£7,207.24
£163.77

£968.08
£420.00
£3,780.00
£17,627.61
£2,902.57
£0.00
£0.00
£4,408.94

£12,163.02
£0.00

£0.00
£0.00

£0.00

£0.00
£0.00

£0.00
£187.80
£1,886.50
£47.50
£235.00
£189.00
£35.00
£4,38
£137.50
£17.42
£6.,00
£40.50
£259.32

Date

£1,702,23
£1,169.96

-£757.14

£7,638.05
£12.50
£800.00
£621.25

£10,798.44
£2,337.33
£20,816.38
£3,305.00
£1,905.00
£120.31
£400.82

£0.00
-£1,758.13
£1,417.36
£381.75
-£98.58
£3,546.96
£1,043.10
£254 .98
£3,000.00

£600.00
£536.00
-£1,173.61

-£728.23
£151.76
£3,962.91

£658.66

£13,620.70
£1,965.41

-£3,607.24
-E43.77

£381.92
£1,580.00
-£1,3680.00
£812.39
£4,097.43
£6,600.00
£250.00
£208,950.40

£47,194.64
£13,500.00

£6,859.04
£3,140.00

£40,000.00

£1,400.00
£2,500.00

£4,775.84
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
-£17.42
-£5,00
-£40.50
£259.32



Professional advice re land next to rear GH carpark
Buglar for Remembrance Sunday
Reom hire for Councillors Surgery - Jubilee Centre

Guildhall and Forecourt
Heating, Lighting, Water & Rates

Contribution towards running of the Guildhall

Guildhall Forecourt Project
Thursday Market Manager

Loan Repayment

ltems relating to Sandwich Toll Bridge Fund Account

STBF Salaries

tems ing to Sandwich Toll Bridge Fund Guildhall Account
STBF Guildhall Safares - Guildhall Caretaking and Cleaning

STBF Guildhall Salaries - Guildhall Administration

STBF Guildhall Salaries - Visitor Information Staff (Guildhall element)
Silicone for repair in Gulldhall (to be reimbursad)

Cleaning Costs - Guikihall (to be reimbursed)

Phone Charges {Guildhall share to be neimbursed)

Pipe cleaner and isolator for Guildhall {to be reimbursed)

IT Support {Gulldhall share to be reimbursed)

Repalr to ladies toilst, Guildhall (to be reimbursed by STBF Guildhall a/c
Room Rire incoms - to be transferred to STBF Guildhall account

TOTAL

Income

STC Balance carried forward from 2022/23 (less MWNR balance)

Manks Wall Nature Reserve balance brought forward

Precept

Outside Sources

Black Lane Allotment Rents & Water Contribution
Sandown Road Allotment

Quay Conveniences

Green Waste Bags

Cow Leas Lease

Drill Hall

P22 Electricity Charge

Refunded From Functions

Deputiss supper donations

Curfew Ringers Supper

Intemal Transfers { Adhoc Income

Museum payment for stock from Visitor Information Centre
Refund from Photocopying

Monks Wall Nature Reserve

Income relating to Monks Wall Nature Reserve
$144 (Vigltor Information Centre & Tourism
Visitor Information Centre

Forecourt Income {to be used for repaym
Fol u

Cument Markets

Miscellaneoug Income

Difference between HMRC payments and amounts paid (timing difference)

Pension correction (to adjust earlier overpayment)

Room Hire income from DDC - to be moved to STBF GH aic
Maddox Fund - dividends

Refund - STBF Salaries

Refund - STBF Guildhall Salaries

50% contribution from STBF Gulldhall towards professional fees
KCC Members Grant received towards War Memorial repairs
Refund from Maidstone Borough Cnl re cancelled boat trip on 26th April
Refund from Zoom for subscription

Refund of funds re payment 310 (Modem Working)

Peace Ceremony - meal contributions

Refund of elactricity credit - Fishergate

Refund of staff parking permit

Refund from STBF for purchase of silicone for Guildhall repair

TOTAL

Bank recongiliation as at 3101/24

Ivan and other maint of

£0.00 £8560.00 -£850.00

£0.00 £50.00 -£50.00

£0.00 £15.00 -£15.00

£14,620.00 £0.00 £14,620.00

£113,750.00 £113,750.00 £0.00

£3,00000 £450.00 £2,550.00

£12,040.00 £12,033.48 £6.52

£0.00 £40,502.89  -£40,502.89

£0.00 £53,124.18  £53,124.18

£0.00 £48,744.52  -£48,744.52

£0.00 £1,445.20 -£1,446.20

£0.00 £4.46 -£4.46

£0.00 £79.92 -£79.92

£0.00 £504.61 -£504.61

£0.00 £5.78 -£5.78

£0.00 £1,119.40 -£1,119.40

£0.00 £100.00 -£100.00

£0.00 £85.00 -£85.00

£446,388.53 £486,406.34 £243,707.23

Approvad Budget Income to Balance to
2023124 Date Date

£122,300.00 £389,338.68 £42,671.30

£0.00 £59.357 66 £0.00

£278,538.53 £278,538.53 £0.00

£5,290.00 £1,791.86 -£3,408.14

£300.00 £0.00 -£300.00

£5,800.00 £1,172.76 -£4,627.24

£1,500.00 £178.33 £1,321.67

£200.00 £0.00 -£200.00

£21,800.00 £16,425.00 -£5,475.00

£300.00 £571.64 £271.64

£600.00 £588.95 -£11.05

£450.00 £49.91 £400.09

£150.00 £34.00 £116.00

£60.00 £24.20 -£35.80

£0.00 £8,639.46 £8,639.46

£1,000.00 £119.94 -£880.08

£8,000.00 £4,064.63 -£3,935.37

£0.00 £6,460.20 £6,460.20

£0.00 £5,368.63 £5,368.63

£0.00 £85.00 £85.00

£0.00 £6,316.76 £6,316.76

£0.00 £35,319.40 £35,319.40

£0.00 £96,235.73 £96,235.73

£0.00 £943.25 £943.25

£0.00 £500.00 £500.00

£0.00 £40.00 £40.00

£0.00 £142.70 £142,70

£0.00 £200.00 £200.00

£0.00 £179.70 £179.70

£0.00 £1,228.05 £1,228.05

£0.00 £95.00 £95.00

£0.00 £5.35 £5.35

£446,388.53 £914,015.32 £183,901.75
£415,819.86



PRV AN

Report to Trustee of: Sandwich Town Council

Meeting scheduled for Monday 26" February 2024

Report from: Responsible Finance Officer

Date: Wednesday 21°t February 2024

Subject: Finance Software and Facilities Bookings Software Systems

Classification: General

Purposes of report:

To recommend the purchase of a Finance software package for Sandwich Town Council and
Sandwich Toll Bridge Fund.

Additionally, to recommend the purchase of a Facilities Bookings software package for
Sandwich Toll Bridge Fund, to streamline Guildhall room-hire bookings and invoicing.

Finance Software System — Introduction

Sandwich Town Council is very unusual in that it has a large set of accounts still managed in
Excel spreadsheets.

This means processes are slow, laborious, and data is less robust than if the accounts were
maintained using a dedicated Finance software package.

There are three Finance software systems commonly used by Town and Parish Councils around
the UK. The companies that run these packages are well established, and as the packages are
bespoke to Town and Parish Councils, they meet all the criteria set out by the National
Association of Local Councils.

These systems would also be suitable to be used to keep the accounting records for Sandwich
Toll Bridge Fund.

In January 2024 | met virtually with all three software companies - Rialtas, AdvantEdge and
Scribe, to have an update and an introduction to each software system.

Below is an overview of each finance system:

» Rialtas - Omega Finance is designed for large Councils. It is a robust system and would
offer the most scope for growth. It is also the most complex system, and would require
the most training, but we do have two members of staff who are already familiar with the
Rialtas — Alpha system (which is a smaller version of the Omega). This system is cloud-
hosted and so is accessible remotely, via a web-browser.

* AdvantEdge is a smaller system than Rialtas — Omega, but still robust enough for large
Councils. This system would, | believe, offer everything that the Town Council and Toll
Bridge Fund requires. It looks similar to Rialtas, but it is not as advanced or as complex.
Again, this system is cloud-hosted and so accessible remotely, via a web-browser.

¢ Scribe is more user friendly than the above systems but unfortunately is really aimed at
Parishes. Itis fully cloud-based. It is a smaller system than the others and may struggle
with the amount of data to be input for the Town Council and Toll Bridge Fund.




A note about other finance systems:
Previously, | had been asked to use Sage Business Cloud accounting for the Toll Bridge Fund
accounts. | trialled this for a couple of months but didn't continue.

There are also other accountancy packages for small business, such as Xero and QuickBooks.
These are generally smaller versions of Sage, i.e. business orientated. These packages, whiist
perfect for small businesses, do not meet the needs of a town council / charity.

The reason that these systems are not suitable include:

o These systems do not offer budgeting, which is vital for the Town Council and Toll Bridge
Fund.

¢ The reporting is not suited to the needs of a Town Council or Charity — so bespoke
reports would have to be written.

¢ The coding system would have to be completely rewritten.
They do not follow the guidance set out by NALC.

Rialtas Omega, AdvantEdge and Scribe Finance Systems

Each of these software systems has it's strengths and limitations. Rialtas and AdvantEdge may
look a little old fashioned when compared to Scribe, but they are larger, more robust systems.

The most important point to make is that any of these systems would be an improvement on the
continued use of Excel spreadsheets. [nitially there may be training and system set-up, but once
this period has passed, there should be large time-saving advantages of using a finance system,
and reports would be much faster to produce.

Also, our new IT Support company has agreed to accommodate and support any system that is
chosen.

Of the three systems, Rialtas Omega would be the most comprehensive system to have, but
AdvantEdge would also work for our requirements.

Scribe has a more modem interface, but it is not as well established, and only generally used by
smaller towns and parish councils.

Information and sample reports from each software company have been attached to this report.
Please see the below key points about each software system:

Rialtas Omega Finance:

¢ Nicely designed system with straightforward menu.

e Cloud-hosted and would be supported by Cloudy IT.

¢ Recommended by Kent Association of Local Councils Finance Consuliant.

o Used by many large Councils, such as Dover Town Council and Sevenoaks.
Town Council with much larger precepts — so room to grow.

o Purpose built for Town Councils and Charities.

o Excellent built-in reports, with option to export data to Excel.

¢ One login, with option to choose which organisation to enter (STC / STBF).




* Would help to produce end of year Annual Governance Statement and helpful
accompanying paperwork / figures for STC.

e Charity system could report into full Profit and Loss accounts, which would benefit Charity
auditors.

e Full training given at the outset, and user manuals / webinar training also available whilst
using the system.

* Rialtas has a Facilities booking system module (integrated into Sales ledger) that could
prove time saving.

AdvantEdge Finance:

Looks and works in similar way to Rialtas.

Cloud-hosted and would be supported by Cloudy IT.

Used by many large towns, such as Ramsgate.

One login, with option to choose which organisation to enter (STC / STBF).

Would help to produce end of year Annual Governance Statement and helpful
accompanying paperwork / figures for STC.

Good built-in reports, with some option to export some of them to Excel.

Less training provided, but it is a less complex system. Training webinars available.
AdvantEdge has a Facilities booking system module (integrated into Sales ledger) that
could prove time saving.

Scribe Finance:

User friendly — more modern interface

Free training.

Cloud based and would be supported by Cloudy IT.

Not used by large Town Councils as it doesn’t produce profit and loss.

Scribe has a Facilities booking system module (integrated into Sales ledger) although this
is very customer based and wouldn't necessarily fit with Guildhall needs.

Facilities Booking System

A finance software system cannot be considered without also considering Guildhall bookings
and invoicing.

This is because all three software companies mentioned above offer a Facilities Bookings
systemn which is integrated with the sales ledger of their Finance software. These systems, once
set up, can produce room-hire invoices at the click of a button. This would revolutionise working
methods for staff. It would be a huge improvement to the current system and would make
invoicing for room hire far more efficient and improve accuracy.

Room-hire at the Guildhall is currently being recorded using Microsoft Outlook and Excel
spreadsheets. This system has many drawbacks:

Changes are difficult to track. Invoicing currently has to be done separately using a Word
document template. This is a slow process and very difficult to keep up with the volume of
bookings requiring invoicing.

Rialtas and AdvantEdge have very similar Facilities bookings systems, which would both work
for the Guildhall.




Both are tried and tested bespoke systems which, when all the relevant data is entered, would
make things easier to work with than Microsoft Outlook, and to keep a shared record of what is
happening in the Guildhall each day.

Scribe has a system which offers a customer interface (online remote booking of facilities) which
could be integrated into our website. This system would be useful for a less complex building
than the Guildhall, when the facilities are simpler to manage, such as the use of a tennis court.

When booking the Guildhall, customers are encouraged to contact our team first to ascertain
whether dates / rooms are free. This is a more manual system, but the Guildhall is complex and
multi-functional, which means that contact with staff before booking is essential.

It is for this reason that | would recommend either the Rialtas Facilities booking system or
AdvantEdge Facilities booking. These systems would create staff timesaving efficiencies and
mean that customers can be invoiced sooner, and the invoicing and payments can be tracked in
the Finance software.

Costs:

Please see the table below which shows the quotes given by each software company
summarised by IT / Training in year one, and then Year two / ongoing costs shown separately.

The Finance system costs would be split between Sandwich Town Council and Sandwich Toll
Bridge Fund Guildhall accounts IT and training budgets (for example 50% each).

The Facilities bookings system relates to the Guildhall, and so the cost should be allocated to
the Toll Bridge Fund Guildhall account, and training should be allocated to the STBF Guildhall
training budget.

Finance Systems
Rialtas AdvantEdge Scribe
Year 1
IT costs £5,600.00 £2,362.00 £2,634.00
Training £1,500.00 £246.00 £0.00
(3 days training) {3 hours training) {free online fraining)
Year 2 / ongoing
IT costs £3,093.00 £1,212.00 £1,536.00
acilities Booking Systems
Rialtas AdvantEdge Scribe
Year 1
IT costs £1,200.00 £401.00 £588.00
Training £500.00 £164.00 £0.00
(One day training) (2 hours fraining) (free online training)
Year 2 / ongoing
IT costs £444.00 £319.00 £688.00
Total costs — Year 1 £8,800.00 £2,763.00 £3,222.00

Total costs — Year 2/ ongoing £3,537.00 £1,531.00 £2,124.00




Please see below for a summary of the available budgets:

2024/25 Available Budgets (year 1):

STC IT budget: £2,000
STBF GH IT budget: £3,200

STC Training budget; £1,000 *
STBF GH Training budget: £1,000 *

* The Training budgets above are the total staff training budgets in 2024/25,
Total: £7,200

The 2024/25 budgets would accommodate AdvantEdge or Scribe Finance and Bookings
systems.

To purchase Rialtas Omega Finance and Bookings, the minimum of £1,600 would need to
be found. This could be ringfenced from the 2023/24 current IT Expenses underspend in
the Sandwich Town Council account which is expected to be £5,000.

Please note that year 2 costs could be budgeted in 2025/26 onwards once a system is chosen.

Summary

Having looked again at these systems, | believe that Rialtas Omega Finance is most suited to
Sandwich Town Council and Toll Bridge Fund’s needs. It is the most robust system with the
best reporting, and the Facilities Booking system would meet the Guildhall’s requirements.

AdvantEdge would also be suitable, although this is a smaller system. It has some functionality
advantages over Rialtas Omega Finance, but overall is not quite as robust, and the reporting
may not be as advanced. It also has obvious cost advantages when compared with Rialtas,
Omega Finance.

Scribe, whilst being the most user-friendly, sadly | believe is better suited to smaller towns and
parishes, and it's booking system, whilst it is more advanced in some ways, is focused on
customers remotely booking rooms without consultation with the venue, and although this could
work for some rooms, | believe wouldn’t work for the Guildhall overall.

Attached to this report are also:

+ A table summarising the functions of each software package.
o Comments from town councils in Kent regarding their experience of each.

Recommendations:

¢ Please can Members decide which Finance Software system to Recommend
purchase of, to be used by Sandwich Town Council and Sandwich Toll Bridge
Fund.

¢ Please can Members decide if they are happy to also Recommend purchase of a
Facilities Bookings system from the same software company, in order to
streamline Guildhall bookings and invoicing.




Function Rialtas Omega Finance AdvantEdge Scribe

Complexity of System Most Complex Less Complex Least Complex
Training provided 3 days 3 hours + free weblnars Free webinars only
Computer Network Cloud hosted Cloud hosted Fally cloud based

R

oring
- [
s ____L_w_[ =& | %

Facllities Bookings
Fadlities Bookings Yas Yes Yes
Room hire links to Sales Ledger in Financa module Yes Yes Yes

Other Useful Modules Available

Allotments Yes Yes Yes

Assets Manager Yes Yes No

Markets and Events No Yes No
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Report to Councillors and Members of: STC

Meeting scheduled for 26* February 2024

Report from: Town Clerk

Date: 215t February 2024

Subject: Bulwarks Play Area and Draft SLA with DDC for Two Play Areas

Classification: General

Purpose of report:

To request that Council consider a request from DDC to contribute to the partial refurbishment of
the Bulwarks Play Area following the the Finance and General Purposes Committee who have
carefully considered and recommend supporting the project. To consider the terms of the SLA
for Poulders Gardens and the Bulwarks Play Areas (this was previously agreed in 2017 and the
broad terms are not likely to change but the fees will need to be re-negotiated).

Content:

Dover District Council holds £15,000.00 as a contribution towards improvements at the Bulwarks
Play Area, this was a compensation payment from Southern Water. Dover District Council
officers have requested £30,000.00 from DDC’s Medium Term Financial Plan, this will be
considered as part of the DDC Full Council meeting on 6 March as part of the budget setting
process.

If this request is successful and approved this would secure a budget of £45,000.00 which is
hoped to be enough to replace the wooden multiplay unit and arc bridge with a new multiplay
feature. Also, potentially some minor improvements such as refurbish the swings and add some
smaller ancillary equipment pieces where budget permits.

There is an opportunity for the Town Council to make a financial contribution to request to
replace particular items of equipment or undertake a more comprehensive renovation. Any
proposals would be subject to review with all key stakeholders once a budget is secured. If the
Town Council contributes, then the Town Council could nominate one Town Councillor to be
part of the process and speak for STC and be involved throughout development and delivery of
the project.

The Town Council has funds in the budget for this year which amount to £6,600.00 for a
contribution to DDC for a potential service fee for any agreed Service Level Agreement. The
budget amount of £6,700.00 is incorporated in next year’s budget for a potential service fee for
an SLA - this gives a combined amount of £13,300.00.

In summary, any STC contribution would help to broaden the project options and deliver more
than a partial refurbishment. Financially it is always better to deliver a project as a whole rather
than over a few years given the rising costs of labour and materials and the potential duplication
of site set up costs each year.

The Finance and General Purposes Committee support the proposal to contribute £13,300.00
as a capital payment towards the Bulwarks Play Area partial refurbishment project.

The second part of this report relates to the Service Level Agreement that lapsed in 2019/2020.
The original SLA dated 01.08.2017 is attached as Appendix 1. The Council are asked to
consider if they support negotiations commencing with DDC to renew the SLA that relates to
Poulders Gardens and The Bulwarks Play Areas. The initial indications from DDC are that the
broad terms are proposed to remain the same and there needs to be negotiations around the
service fee if STC are content to continue with the partnership arrangement.




Recommendations:

The Council to consider whether they agree to a financial contribution from STC to DDC
to be used for any proposed Bulwarks Play Area partial refurbishment. The Council to
consider if the amount of £13,300.00 set aside in budgets for a potential SLA be used as a
capital contribution to a partial refurbishment of the Bulwarks Play Area (if this is the
recommendation any subsequent agreed SLA service fee would need to be negotiated to
potentially commence in 2025/2026); recommendation from F&GP Committee.

The Council to consider if they support negotiations to commence with DDC to
potentially renew the SLA for Poulders Gardens and The Bulwarks Play Areas with a view
that any SLA service fee to be paid from 2025/2026.

The Council to consider appointing a Councillor who would be involved and SPOC for
STC if they are a stakeholder in the proposed project.




RITACK 5

Report to Councillors and Members of: Sandwich Town Council

Meeting scheduled for 26*" February 2024

Report from: Town Clerk

Date: 21%t February 2024

Subject: Guildhall Square/Forecourt and Hire

Classification: General

Purpose of report:

To consider the draft updated hire agreement community/commercial events for the Guiidhall
Square/Forecourt.

Content:
The Council agreed to adopt a hire agreement for events on the Guildhall Forecourt/Square in

December 2023. Following further feedback, it was agreed that the hire agreement should be
reviewed for 2024 to enable event organisers to adapt to the new proposed fees.

Recommendations:

Members are asked to adopt revised hire agreement for this year for events on the
Square/Forecourt and that the process is to be reviewed again in the autumn of 2024.




CONDITIONS FOR COMMUNITY & COMMERCIAL HIRE OF THE
GUILDHALL SQUARE/FORECOURT, SANDWICH. KENT

Application for use of Square/Forecourt

Permission to use the Guildhall Square/Forecourt for any purpose can only be
granted by the Sandwich Town Council.

A written request should be sent to the Town Clerk for use of the Guildhall
Square/ Forecourt, you should detail the purpose, period of hire, and any
extra provisions:

Sandwich Town Council

Guildhali

Cattle Market

Sandwich

Kent

CT13 9AH

Email. townclerk@sandwichtowncouncil.gov.uk

Hirers must provide a copy of their Public Liability insurance and any other
necessary certificates and licenses. Please note that completion of our form
does not constitute a confirmed booking. Until you receive a confirmation
from the Town Council, this remains provisional. Commercial and semi-
commercial hirers must provide an official purchase order where relevant
before confirmation can be sent.

Conditions of Hire
1. The Guildhall Square/Forecourt

The area of the Guildhall Square/Forecourt is that which is laid with York
stone and setts. The Ancient Highway must not be obstructed in any way.

Use of the covered outside the main entrance to the Guildhall building is only
with prior approval of the Town Clerk. The loading areas are the responsibility
of Kent County Council (KCC), the hirer should contact either KCC directly or
via Dover District Council if they wish to request use of them. The access
route to the Age Concern Centre and Watts Yard must never be obstructed,
this route is enforced by Dover District Council and Kent Police.

Hirers must be aware that they may be required to share the Guildhall
Square/Forecourt with other hirers. You must be courteous of other users of
the Guildhall Square/Forecourt and hirers of the Guildhall building; any
disputes may result in the Town Council refusing to allow you access to the
Guildhall Square/Forecourt in the future.

2. Risk Assessment & CRB Checks

It is the responsibility of the Hirer to conduct a risk assessment for their event
and they should produce an Event Management Plan to cover the event. The



Hirer should alsoc ensure that suitable Disclosure & Barring Service (DBS)
checks are in place when minors are to be in attendance.

3. Use of Electricity

Access to electricity may be possible, with prior agreement of the Town Clerk.
The hirer of the Guildhalt Square/Forecourt should provide the necessary
electrical safety certification to enable them to use the electrical supply and
installation/ use needs to be undertaken by a suitably competent individual.
Supply of suitable electricity cables and any other equipment is the
responsibility of the Hirer, who should take all responsibility for their safe
usage.

4. Hirer

The Hirer should always remain in charge of the event. The Hirer will be
responsible for:

- The efficient supervision of the event.

- The effective control and safety of all people attending the event.

- The preservation of good order and decency on the Guildhall
Square/Forecourt.

- Contacting the emergency services and Guildhall staff, as necessary.

- Being courteous to other users of the Guildhall Square/Forecourt and
the Guildhall building.

5. Decorations & Advertising

No posters, boards, notices, signs, flags or other emblems or advertisements
are to be displayed inside or outside any part of the Guildhall building without
the previous consent of the Guildhall staff.

No posters, boards ,signs, flags etc. to be attached or fixed to any part of the
Guildhall building by means of bolts nails tacks screws pins or otherwise.

Fly posting is not to be conducted in contravention of the Town and County
Planning legislation.

All advertising material for any event to be held at the Guildhalt shall be
subject to the prior approval of the Clerk to the Council and any failure to
obtain such prior approval shall entitle the Council to cancel the hiring and
retain the whole of the fee.

6. Alcohol Licence

The sale and consumption of alcohol is not permitted on the Guildhall
Square/Forecourt. If the intention of the event includes the sale and
consumption of alcohol this must be agreed by both the Town Council and
Dover District Council. A Temporary Event Notice will then need to be
arranged by the event organiser with Dover District Council. Confirmation
from Dover District Council that the Temporary Event Notice has been
accepted will need to be brought to the Town Clerk, prior to the event.

7. Conveniences



There are no public conveniences available in the Guildhall for events held on
the Guildhall Square/Forecourt.

8. Caretakers

The Guildhall staff caretakers do not have a duty to stay and monitor events
on the Market Square, this is the responsibility of the Hirer. In the event of a
problem the Caretakers shouid be contacted via their mobile phones,
numbers of which you will be supplied with.

9. Liability

The Town Council will not be liable for death or injury to any person either
attending or associated with the event or for any losses, claims, demands,
actions, proceedings, damages costs, expenses or other liability incurred by
the Hirer in the exercise of the rights granted by the Agreement ,except where
such death injury or loss is due to the negligence of the Town Council.

The Council will not under any circumstances accept responsibility or liability
in respect of any damage to or loss of any goods articles or property of any
kind brought onto the Guildhall Square/Forecourt by the Hirer for their own
purposes or by any other persons or left or deposited with any Officer or
employee of the Town Council.

All personal possessions are left entirely at the risk of the Hirer and guests.
The Town Council will not be liable for any loss due to any breakdown of
machinery, failure of supply of electricity, leakage of water, fire, government
restriction or act of God which may cause the Guildhall Square/Forecourt to
be temporarily closed or the hiring to be interrupted or cancelled.

The Council gives no warranty that the Guildhall Square/Forecourt is legally or
physically fit for any specific purpose.

10. Cancellation

If the Hirer wishes to cancel the hiring in whole or in part the Hirer must give
to the Town Council notice to that effect at the earliest opportunity.

The Town Council may cancel the hiring of the Guildhall Square/Forecourt if it
is rendered unusable for an event. The Hirer will be informed at the earliest
opportunity. The Town Council is not liable to the Hirer in the event of
cancellation for this reason.

11. Furniture

The Hirer must provide their own fumiture, such as tables and chairs.

12. Rubbish, Refuse Collection and Surface Damage

The Hirer has responsibility for clearing and cleaning the Guildhall
Square/Forecourt immediately after the event. Collection of refuse waste



must be arranged directly with Dover District Council or other registered and
suitable refuse waste carriers. If there is a charge for collection of rubbish
and refuse this is the liability of the Hirer and not the Town Council.

13. Breach by the Hirer

If the hirer is deemed to be in breach of any of the conditions detailed in this
document the Town Council may charge to and recover from the hirer any
expenses incurred by the Town Council in remedying any such failures
including the cost of employing attendants, workers, cieaners, or other
persons as maybe appropriate.

If you are found to be conducting business on the Guildhall Square/Forecourt
that has not been agreed, you will be in breach of this contract.

14. Complaints

Any complaint arising out of the hiring must be made in writing to the Town
Clerk within 5 working day after the expiration of the period of hire.

15. Fees
The fees for event hire are detailed below:

For 2024 the concession to be agreed for events is that they must prove they
are not profit making

Charity or Community Events — Evidence will be required such as charity
registration or community status registration such as CIC or C1O. In addition,
an Unincorporated Community Association or Community Benefit Society will
be considered for the lower fee.

In ail cases the applicant(s) must provide a copy of their constitution that has
been formally adopted by its members, a copy of their latest AGM minutes
and a copy of the latest two sets of audited or independentiy examined
accounts, as appropriate.

Single pitch/ stall: minimum £10 fee, but to be agreed with Town Clerk

Community or Charity event - £25.00 — requirement of a deposit depending on
the event.

Commercial Events

Single pitch/ stall: minimum £25 fee, but to be agreed with Town Clerk

Small Commercial event half day or full day - £75.00/£150.00 — Deposit
£150.00

Large Commercial event half day or full day - £150.00/£300.00 — Deposit
£250.00

Please be advised that a deposit will be required for the commercial hire of
the Guildhall Square/Forecourt for an event. Deposits are refundable
provided no damage or cleaning issue arises or is caused to the site or no



costs are incurred by the Council such as cleaning or refuse collection or an
increased electricity charge.

Agreement
Town Clerk:

Date:

Signature:

Hirer:

Date:

Signature:

Useful Event Management Contact Details
Town Clerk

Gill Gray 01304 617197
Guildhall Caretakers
Simon Cursons 01304 617197

John Barclay 07852 684321

Guildhall Office
Telephone 01304 617197
Email enquiries@sandwichtowncouncil.gov.uk

Kent County Council

County Hall, Sessions House, Maidstone, ME14 1XQ, tel. 03000414141
Dover District Council

White Cliffs Business Park, Dover, CT16 3PJ, tel. 01304 821199

Event Planning Applications

Events Co-ordinator

Property Services

Tel. 01304 872458

Email. communityandleisure@dover.qov.uk

Temporary Events Notices (TENSs for licensable activities)
Licensing Office
CT16 3PJ



Tel. 01304 872295
Email. licensing@dover.gov.uk

Out of Hours (for weekend street cleaning issues): 01304 821199
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Report to Councillors and Members of: STC

Meeting scheduled for 26" February 2024

Report from: Town Clerk

Date: 21st February 2024

Subject: Weekend Market Enquiry for 2024

Classification: General

Purpose of report:

To request that Council consider an enquiry for a three day Market Event for 22-24.03.2024.
There is a potential enquiry from the same company for a Food Fayre in May 2024 which is
proposed to be held on the Guildhall Forecourt/Square.

Content:

A company Market Square Group (their marketing brand is Zoom Events) has approached STC
and are enquiring about hosting events on the Forecourt/Square. They are a commercial
company and therefore the higher rate fees would apply for any event that they deliver on the
site.

This is a brief overview of who they are:
WELCOME TO THE MARKET SQUARE GROUP

Market Square Group was formed in 2008, dedicated to delivering street markets with a festival feel. Since
then, we have diversified to develop a range of events for all seasons, promoting them to the public through
our marketing brand ZOOM EVENTS - www.zoomevents.co.uk

Whilst we continue to deliver markets to towns and cities, our Spring, Summer, and Autumn schedule focuses
on green space festivals where food, drink, crafts, clothing, and accessories come together at venues close to
urban centres. These family friendly events are held in spaces familiar to, and cherished by, the local
community.

From the outset we wanted to provide trading forums for an eclectic range of ethical products from fair trade
clothing to homemade foods to handmade crafts and, as our events portfolio builds, this continues to be our
principal aim. Hard won experience has taught us the basics in how to create trading opportunities while
some original thinking has made our events highly successful by offering a safe, unique, informal, and highly
inviting environment for the visiting public.

You can expect colour, vibrancy, and entertainment for a range of ages, at our events, but you can also count
on the fact that we never forget our responsibility to you, the businesses that pay our rents and concession
fees.

So, if you want to work with a well organised, experienced, and forward thinking themed events provider, you
have come to the right place. Our success depends upon your success - we all play our part in getting these
shows on the road.

They propose the following for the March event:

March — We would bring quality craft and grocery traders, with a small selection of hot food
traders. Subject to space we may look to include a small bar and a couple of children’s rides,
but these elements would be complimentary rather essential.

The Town Clerk seeks the support of the Council to accept the potential booking and having
approached two towns, including Deal there are positive reports and experience from hosting
the company on site for their events.

Recommendations:




This is an enquiry for a commercial booking on the Forecourt/Square and is an
opportunity to generate income. Town Clerk seeks support to accept the booking as a
trial event.
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Report to Councillors and Members of: STC

Meeting scheduled for 26" February 2024

Report from: Town Clerk

Date: 215t February 2024

Subject: Monks Wall NR Proposed Activities for 2024

Classification: General

Purpose of report:

To request that Council consider a report that is recommended by the Monks Wall NR
Committee to be received. The expenditure recommendations from the Warden for activities
proposed for 2024 are supported by the Monks Wall Committee.

Content:

Following the Monks Wall NR Committee meeting the report from the Warden was received and
fully supported. The actions and activities are supported by the Committee which includes the
proposed expenditure from the Monks Wall Reserve budget of approximately £30,950.00.

The balance as at 31.12.2023 - £56,042.43.

Members are asked to agree the planned actions and activities for the Monks Wall NR for 2024
and agree the expenditure.

Recommendations:

The Council to agree the planned actions and activities for the Monks Wall Nature
Reserve for 2024 and agree expenditure of approximately £30,950.00 from the Monks Wall
Reserve hudget.




SANDWICH TOWN COUNCIL

MONK’S WALL NATURE RESERVE

WARDEN’S REPORT SEPTEMBER 2023 TO MID-JANUARY 2024

A. VISITS: visits were made on 33 occasions from September 2023 to January 10% 2024,
averaging 11 visits per month. Total hours on site in the period were 61.5, averaging
about 20.5 hours per month.

B.MANAGEMENT NOTES:

1. The programme of works paid for by the Countryside Stewardship capital fund was
putinto place in September-October 2023. The work was completed very satisfactorily by
the contractors, (MRF Contracting of Birchington), over a period of several weeks, and
supervised by me. A claim was submitted in January 2024 by Mark Chandler on behalf of
STC to recoup the money from the Rural Payments Agency (RPA).

2. The work involved:

e The excavation of a ‘scrape’ (a shallow lake) of approximately 1 hectare in the main

area of the Reserve (Compartment 3).
e Clearance of invading scrub at the margins of Compartment 3.

o De-silting of ditches around Compartment 3.

¢ Construction of a small earth bridge, with culvert, linking Compartment 3 to a small
island area.

(The ditch maintenance work is now completed for the main areas of the Reserve and
should not need further expenditure for several years).

=
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Bulldozer excavating the new ‘scrape’, October 2023.

3. As a separate item of work, a different firm of contractors (Rhino) were also on site in
September 2023 to clear invading hawthorn and bramble scrub from the pastureland in
Compartment 4 (the Monks Way Fields). This operation is done every few years.



4, A useful meeting was held in November 2023 between several Councillors, the Town
Clerk, myself and two local managers from the Environment Agency. This meeting
clarified a great deal about respective interests and priorities between the EA and the
‘management of the Reserve,

5. Personnel from the Environment Agency were on site from mid-November 2023 to the
end of the year. They were working on thinning out the hedgerow which lines the base
of the spillway section of the river flood bank. This is to improve throughflow in the
event of a storm surge and the river over-topping its banks.

6. | put the winter regime for water control in Compartment 3 in place from November
onwards with water being allowed to flood the new ‘scrape’, ditches and adjacent fields
to a depth of about 30 cms. in places. This is to benefit wintering wildfowl. The water
level will be progressively lowered from February 2024 onwards, in preparation for the
bird breeding season.

7. Apart from occasional littering at the entrances, the whole Reserve remains largely free
of any vandalism.

8. The road drains at the entrance to Stonar Copse {Compartment 5) had again silted up
with leaf litter and road run-off. | cleared this debris in early January 2024,

9. The Five-Year Management Plan for the Reserve was last worked on in 2017 and is now
overdue for revision {see below).

C. HEALTH AND SAFETY ISSUES
There are no H and S issues to report.
D. VISITORS TO THE RESERVE:

1. There continues to be steady but light use of the Reserve by members of the public.
Originally, most visitors seemed to be walking in from the Stonar end but now more have
discovered the official car park by the A256. Once the winter rains set in, almost all the
footpath along the river bank and the Monks Wall becomes very muddy underfoot and in one
place it is impassable without wellington boots.

2. The visitors that | have met have all stated their appreciation of the site.

3. The Reserve is now covered by a PSPO which forbids the walking of dogs and this has
largely been observed by members of the public.

4. | have occasionally met with Environment Agency personnel, or contractors employed by
the EA, doing their own work on the embankment areas of the Reserve.

E. RESERVE VOLUNTEERING

1. Two members of the public give me regular and helpful feedback on their wildlife
observations and other minor issues which they have noticed while walking arcund the
Reserve. One of them also helps with such issues as litter clearance. | also get regular inputs



on bird and other wildlife observations from other people who visit the site. The bird records
are automatically uploaded to naticnal and county-wide data bases.

2. There is no formal volunteer conservation group (such as at Gazen Salts Nature Reserve)
but it is planned that the local ‘tree group’ will be on-site in February or March to do
maintenance on hedgerows which they planted in 2022-23.

F. WILDLIFE NOTES WINTER 2023 — 2024:

1.The main importance of the Reserve during the winter months is to provide a safe refuge
for wintering wildfowl and wading birds. The construction and flooding of the ‘scrape’ has
had an immediate effect in attracting more wildfowl to the Reserve. The main species
involved is the Eurasian Teal, spending the winter here away from their breeding grounds in
eastern and northern Europe and Russia. Up to 240 birds have been counted which
represents a 100% increase on previous maximum counts, along with increased numbers of
Northern Shoveler and other duck species such as Mallard, Eurasian Wigeon and increased
numbers of gulls of various species.

2. Grey Heron and Little Egret are present at almost all times and other water birds include
Little Grebe, Coot, Moorhen and Water Rail.

3. Birds of prey are a feature of walks around the Reserve on most visits, with Common
Buzzard and Kestrel normally being present and occasional sightings of Marsh Harrier and
Sparrowhawk.

4. On a non-bird issue, it seems that the Gazen Salts beavers are also visiting the Monks
Wall side of the river since ‘beaver trails’ have been identified leading through the river
bank reed beds.

G. SUGGESTED MAJOR ACTIONS AND ACTIVITIES FOR 2024, WITH INDICATIVE COSTINGS:

1. Revise the Management Plan (last updated in 2017}, (£400)

2. Further excavation in September 2024 of another ‘scrape’ in the N.W. section of
Compartment 3 and minor modifications to existing scrape margins. (£8000)

3. If this ‘scrape’ is approved, install another bird hide overlooking it. (£15,000)

4. Improve footpath at base of the A256 to allow winter pedestrian access around the
circular Reserve route without the need for wellington boots! This couid be included
within the cost of 2, above, by moving excavated spoil to build up the level of the
footpath.

5. Reinstate circular footpath in Compartment 1. (£3000)

6. Upgrade condition of areas around several of the internal field gates by addition of
hardcore. (£2000)

7. Check all stock fencing for rotted posts, broken wiring etc and replace where
required (£500)



8. Upgrade surface of main car park by raising and topping with hardcore. (£2000)
9. Publicise the Reserve through a link from the STC website and production of a

publicity leaflet (and/or via social media?) (£250)

NOTES ON INDICATIVE COSTS:

Total: £30,950

The costs of these proposals would need to be met by internal funding, although the
Environment Agency might be persuaded to contribute towards items 4 and 8.
Obviously, firm quotes would need to be obtained before confirmation that the work
could go ahead. Most of the local contractors likely to be approached could
undertake the bulk of the work themselves.

I believe that the Reserve budget is currently in balance to the sum of approximately
£40,000. Assuming that the RPA pay in full on STC’s claim for the capital works done
in September 2023, a further £38,500 will be forthcoming from them,

Items 3, 4 and 5 constitute the bulk of the work and would need to done in the late-
August to late-October period, at the end of the bird breeding season.

Ken Chapman (Warden, Monks Wali Nature Reserve),

January 11% 2024

Eurasian Teal, Monks Wall NR, December 2023
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Report to Councillors and Members of: STC

Meeting scheduled for 26t February 2024

Report from: Town Clerk

Date: 21% February 2024

Subject: Metal Detecting Requests

Classification: General

Purpose of report:

To request that Council consider one request and one tentative enquiry for permission to
undertake metal detecting on Cow Leas Meadow.

Content:

The Town Council has received one formal request and Members are asked to consider
whether permission should be given to the individual to use a metal detector on Cow Leas
Meadow. The Sandwich Town Council metal detecting policy is attached as an appendix to this
report.

Recommendations:
The Council to consider if the request to metal detect on Cow Leas Meadow is granted
permission as per the metal detecting policy.




Dover
Kent

Mobile
Email

29" November 2023

Dear Gill,

Many thanks for your reply to my request to potentially gain permission to
detect on Sandwich Town Councils land with a view to recover artefacts of local
and national historical importance.

My research area | have in mind which is documented under Historic
Environment Records (HERS) by Kent Archaeology Society is Cows Lees
Meadow at CT13 9JP -~ OS Ref TR329579 (the 3.4 approx acre area outlined
blue on the enclosed satellite image) which | understand the Town Council is
freeholder to. This land is deemed a Medieval Fair Site within the record but
has no structure beneath the land for archaeological significance that | can
deduce nor any further investigations have been mentioned.

There is currently only a Grass Assemblage designation from DEFRA which
covers the entire area of Sandwich itself and no protected status generally. My
excavations will be shallow and returned to their original state in accordance
with the NCMD code of conduct of which | am a fully paid member and have
£10 million of public liability insurance attached.



z

| have an account with the Portable Antiquities Scheme and record everything
over 300 years old.. | also have been invited by the British Museum to be a
mentor for imaging and recording amongst the Kent communities which |
intend to devote time to to assist others which is so important to the database.

Any artefacts | recover | wouid love to put on show locally at the Guildhali
Museum which ! believe is so important to let others see them.

Please feel free to call or email with any questions.

I've attached a couple of images of my very recent finds at Worth a 14" century

buckle plate with a nice green patina and a bronze sword pommel quite
encrusted dated between 1250 and 1500AD.

Yours Sincerely
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SANDWICH TOWN COUNCIL / SANDWICH TOLL BRIDGE FUND
POLICY STATEMENT ON METAL DETECTING

1. Introduction

(I}  From time to time, Sandwich Town Council / the Trustee of Sandwich Toll Bridge
Fund may receive requests for permission from individuals or organisations wishing to carry
out metal detecting on land owned, leased or managed by the Council / Charity. This
document sets out the policy of the Council / Charity regarding such requests and is effective
from the date that it is adopted. It supersedes any previous arrangements that may have
existed and any such arrangements made between the Council / Charity, its tenants and / or
other persons or organisations will cease to have effect from the date of adoption of this
policy.

2) Local authorities have the power to ban metal detecting and other activities through
the use of byelaws. In the absence of any such byelaws or other specific restrictions on metal
detecting on land owned, leased or managed by the Council / Charity, the use of metal
detectors on such land is regulated by this Policy.

2. Policy

(1)  In general, metal detecting is not permitted on any land owned, leased or managed by
Sandwich Town Council / Sandwich Toll Bridge Fund — including any land to which the
public has a right of access.

(2)  Any proposal to carry out metal detecting on land owned, leased or managed by
Sandwich Town Council / Sandwich Toll Bridge Fund will only be considered where
detecting will form part of an appropriate programme of research. Persons or organisations
wishing to carry out such research will need to apply in writing to Sandwich Town Council /
the Trustee of Sandwich Toll Bridge Fund for permission to use a2 metal detector as well as to
undertake associated survey work on land owned, leased or managed by Sandwich Town
Council / Sandwich Toll Bridge Fund (permission for such activity may not be given by an
individual councillor nor by any tenant of land owned by the Council / Charity). Permission
will only be given on the understanding that the primary aim of allowing surveying /
detecting is the gathering of information on the archaeology of the land in question.

(3)  Any individual carrying out metal detecting on land owned, leased or managed by
Sandwich Town Council / Sandwich Toll Bridge Fund shall hold a current National Council
for Metal Detecting [NCMD] membership card showing details of their £10,000,000 Public
Liability Insurance cover. Any organisation carrying out metal detecting on land owned,
leased or managed by Sandwich Town Council / Sandwich Toll Bridge Fund shall hold
Public Liability Insurance to the same level.

(4)  Any individual or organisation carrying out metal detecting on land owned, leased or
managed by Sandwich Town Council / Sandwich Toll Bridge Fund shall always observe and
adhere to the Code of Conduct as set out by the NCMD which is a condition of membership
and includes reference to the voluntary Code of Practice for Responsible Metal Detecting.

(5)  Any individual or organisation carrying out metal detecting on land owned, leased or
managed by Sandwich Town Council / Sandwich Toll Bridge Fund shall strictly observe and
adhere to any guidelines or special conditions and area boundaries, which may be set out by



the Council / Charity and/or its tenant(s) from time to time and to any terms and conditions
with respect to metal detecting access specified in agri -environment agreements which may
cover all or part of the said land.

(6)  Any individual or organisation carrying out metal detecting on land owned, leased or
managed by Sandwich Town Council / Sandwich Toll Bridge Fund shall record finds on the
said land with third parties including the Portable Antiquities Scheme [PAS], Historic
Environment Records [HER] or any museum service only after gaining the appropriate
permission of the Council / Trustee to do so and then to an accuracy of findspots that all
parties are comfortable with. All parties must abide by the terms and conditions of any agri-
environment schemes that specify mandatory reporting of all finds made on land covered by
such agreements with the PAS.

(7) Al treasure as defined by the Treasure Act 1996, together with any artefacts
including, amongst others, metal objects (including coins, weapons and jewellery etc.),
worked flints, pottery, building materials, slags and worked bone found on land owned,
leased or managed by Sandwich Town Council / Sandwich Toll Bridge Fund shall remain the
property of the Council / Charity or the Council’s / Charity’s landlord (depending on the
wording of the tenancy agreement) respectively. The rules and procedures as set out in the
Treasure Act 1996 will need to be followed and complied with (see
https:/finds.org.uk/treasure for further information).

(8)  Tenants of land owned by Sandwich Town Council / Sandwich Toll Bridge Fund will
be provided with a copy of this Policy and will be made aware that it is their duty to ensure
that its details are complied with.

Approved by Sandwich Town Council & the Trustee of Sandwich Toll Bridge Fund
305 November 2015
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Policy

1) Introduction

Sandwich Town Council {STC) and the Sandwich Toll Bridge Fund (STBF) recognises that
volunteers play an important role in volunteering alongside our staff, supporting services, events,
and activities throughout Sandwich. By expanding volunteering within our services, we have an
opportunity to promote health, wellbeing, and social value, be more inclusive, collaborative, and
accountable to our community and service users.

We acknowledge the valuable contribution that volunteers make to improving and boosting our
services. STC/STBF is committed to ensuring that its own yelunteers are given a rewarding
experience and that the wider community gains from high stagii@stls of practice by the volunteers
supporting STC/STBF.

id Bkills and this document outlines

STC/STBF benefits regularly from volunteers’ time, elgray :
Walso gives basic information for

the principles on which these invaluable relationshipSa
anyone who is volunteering with STC/STBF.

2) Policy Statement

A volunteer is someone who contributes their time, Skills.

d £ >errience fred

in the support of

e 1hr‘olunteersplay both in supporting service
rnmunity wellbeing. The council is seeking to

and 3Bk of the rOles undertaken by volunteers

Respect the ghoice of volunteers about when they engage in volunteering
activities

¢ Provide consisiefliierms&ar engagement for volunteers across all STC/STBF services
Support volunteerd ¢ de'elop their own skills and knowledge, and to help and support our
communities

* Support volunteers in ensuring they conduct themselves in accordance with the Council's

policies and procedures

3) Scope

This policy applies to volunteers engaged in supporting the delivery of STC/STBF services. Where
an organisation/group is managing volunteers that are engaged in supporting STC/STBF, they will
assume the role of the supervisor, provide the relevant induction and training to the volunteer/s.
They will be responsible for recruitment, any necessary DBS checks, and insurance to cover the
volunteering activiies. STC/STBF will liaise directly with the coordinator of the volunteering
organisation/group and those that do not have their own policy in place will be required to adopt
STC/STBF’s Volunteering Policy. It does not apply to:
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Work experience, apprenticeships, and student placements;
Council employees volunteering for other groups and organisations;
Services delivered by agents of STC/STBF, including contractors, alternate service delivery
organisations;
e Volunteers who are active within communities and not managed by STC/STBF services.

4) Corporate Context

Volunteering can happen in many different forms, STC/STBF views all volunteering as a valuable
contribution to help support our neighbourhood and community development. Volunteering is an
opportunity for residents and service users; to get involved with the work of STC/STBF, be actively
empowered and engaged in their community.

tral, and environmental issues.
d contribute to social change.
ifebettering’ their community. Local

i8aiul to STC/STBF when planning

Volunteers can make a positive impact on economic, social 46U
Empower people and communities to fulfil their potentiil &
Volunteering can also create a greater sense of ownersfil
people hold the insight and knowledge of local issues
programmes of work. .

Constructive engagement can lead to positiylé @& i m&of health, job creation,
innovation, and crime prevention. Volunteeriig s 4eth health and the more
engaged communities are as a collective, the &g ' (dhe iallfhand economically.
Additionally, volunteering can improve both mental ang sical « .

tackle inactivity.

Volunteer activity provides a network ot

their communities. It is this connectiom il
sustaining communities.

5) Legal

Volunteers will not be usegh eSI0f industrial @8lion to do the work of paid Council staff. They

Raising articipation Age. The Town Clerk will need to
dlimteers have suitable education or training offers. It is
@'in services within STC/STBF, aged 16 and 17 meet the

Before accepting a ¥

_ ) from an under 18-year-old, the Town Clerk must obtain
the consent of a parei '

The volunteer supervisor must aiso prowde clear information

Volunteers who are under 18 years of age must not volunteer before 7am or after 7pm or for more
than two hours on any school day or Sunday. Enhanced supervision is required, and robust
safeguarding measures must be in place. Volunteers who are under 18 should also have a
minimum of 2 weeks free from volunteering activities during the school holidays.

Volunteers in receipt of benefits

It is the responsibility of the volunteer to establish whether volunteering is going to affect their
entitlement to any social security benefits. Further advice should be obtained from the Department
of Work and Pensions (DWP), Job Centre Plus, or Citizens Advice Bureau. Further advice is

available online at hitps://www.gov.uk/volunteering/pay-and-expenses

Insurance
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Public Liability ~ Volunteers operating on behalf of STC/STBF are covered under STC/STBF's
public liability policy. This policy provides cover for volunteers against loss or injury caused by
negligence on the part of STC/STBF. It also protects the public against loss, injury or damage to
property caused by the negligence of anyone acting on behalf of STC/STBF, including volunteers.

However, STC/STBF will require formally recognised groups, committees, and clubs etc. to hold
their own Public Liability insurance cover.

Volunteers using their own vehicles whilst on STC/STBF business have the responsibility to ensure
that they hold; adequate insurance cover i.e. business use insurance, hold a valid full UK driving
licence, the vehicle is taxed, has a current MOT certificate (unless the vehicle is less than three
years old), the vehicle is serviced and is maintained to meet statutory legal requirements. The
valunteer supervisar must check and record this documentation.

2e1s. However, if a volunteer was
eer can submit a claim against the

STC/STBF does not provide Personal Injury cover for its vo
to be assaulted where STC/STBF are not negligent the yaiti
CICA (Criminal Injuries Compensation Authority).

All volunteers are responsible for the care of thgif personal beloW@ings. STC/STBF cannot be
responsible nor accept liability for any loss of or dama ok

commencing any

Volunteers will be required to complete a Voluf !
yolunteers to read

volunteer role/activity and a copy of the ™
and understand.

Public Interest Disclosure Act .
Volunteers are not protected by the Piblic Tnigest Disclosuge Act 1998, which covers whistle

ifitgers are S\Wlihin the limited definition in the
& &r Mayor. Volunteers are not

Who they are or what their circumstances.
{Bang “people, and vulnerable adults from harm.
Y er alety of children, young people, and vulnerable

all officers, contractors and volunteers undertaking duties on

STC/STBF alsc W X BBligation to ensure it is suitably checking, vetting, and training its
employees contra" fleers who may be in positions of trust or come into contact with

Volunteers must also be awéle of the councils safeguarding obligations and have received a role
appropriate training input alongside any volunteer induction they may undertake.

STC/STBF’s safeguarding policy is available from the Town Clerk and sets out the requirements
for awareness, training, and vetting.

All Town Council Members and staff intending to work with volunteers must consider the
volunteering role within the context of safeguarding the volunteering individual, wider community,
and organisation. The role responsibilities should be reviewed with the Town Clerk, prior to any
recruitment or appointment to establish whether vetting through the Disclosure and Barring Service
(DBS) is required and if so, at what level.
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DBS checks will be conducted on any volunteer who in the course of their activity has regular,
unsupervised, contact with children or young people. A DBS check will also need to be conducted
on volunteers who care for or deal with the personal affairs of any adult.

DBS checks are free for volunteers, however time for applying and processing by the DBS needs
to be factored in, which can take up to 12 weeks at busy times.

7) Health and Safety

STC/STBF has a duty of care to avoid exposing our volunteers to health and safety risks. All
volunteers will be made aware of our Health and Safety Policy and any practical safety concerns
as part of their induction. Volunteers are expected to comply with STC/STBF’'s Health and Safety
Policy and Guidance documents are available from the Town Clerk upon request. All volunteer
roles will be risk assessed by their key sponsor/contact or TawrhClerk, covering both the tasks
involved and the environment in which they will be cond I, In addition, where a volunteer
makes us aware of a pre-existing medical condition or dis@bllif§, an individual risk assessment may
also be necessary.

their own Health and Safety and that of those aiGr ' ill be expected to carry

ol - %= aid employees, other
volunteers, or the general public. Before undefs
consider the particular health and safety hazards S88aciatad Wil sk iand whether their
individual circumstances and medic 0 partlcular hazards' Any accidents

alléonditions em
or serious injuries must be reporie

to the Council through their key

The Volunteer Pl Btunities for the Council to discharge its equality duties in:

1) fifMination, harassment, victimisation, and any other conduct
prohibitedl By theAet:

2) Advance B iy of opportunity between people who share a protected
characteristic and those who do not;

3) Foster good relations between people who share a protected characteristic and

those that do not.

Volunteering offers opportunities for different ages; communities and; disabled/non-disabled
people to work together to improve their community, gain and share experience, reduce loneliness
and Isclation, build confidence, and foster good relations. Volunteering may also offer individuals
the chance to participate in public life where participation is disproportionately low and develop
experience that can contribute to their Curriculum Vitae and help in gaining future employment.

Volunteers of all backgrounds, ages (subject to the provisions of Sections 5 & 6 of this policy) and

ability/disability are welcomed. However, there may be some situations, for reasons of health and
safety, where some volunteering opportunities are not suitable for some groups. Each
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volunteering opportunity will be risk and equality assessed so that any exclusions are adequately
explained and evidenced. Reasonable adjustments for disabled volunteers will be considered in
accordance with Equality Legislation.

All staff, Members and volunteers are required to adhere to the council's Equality and Diversity
Policy when undertaking work and delivering services on the Council's behalf. Any volunteer
conducting themselves in contravention of the Equality and Diversity Policy, i.e. discriminating
against, victimising, or harassing a person or group on the basis of a protected characteristic will
be subject to Section 17 of this policy.

Volunteers can expect:

* to know what is expected of them
to have clearly specified lines of support and supervision
to be shown appreciation
to have safe working conditions
to know what their rights and responsibilities are if&om
to have access to appropriate training
to experience personal development throughpe
to confidentiality
not to be bullied in any way
not to experience discrimination, victimisali

thing goes wrong

= ® & ® ® & & & B

0, or harassment

Volunteers are expected to: o
« conduct their tasks in a way thi@lSapports STC/STBF'S Vision, Priorities anc

b
Values.

¢ adhere to relevant STC/STBF paliciésmibilst engagédhin volunteering with STC/STBF
+ act responsibly and within the [aW ; L

= operate within agreed guidelines afd

e follow health and&& ulations &k

e attend training@ng '

s be reliable

» be honest

The expctiati @ majoritygf volunteering opportunities, there should not be the need
for voluntectite Hiye @lata or confidential material.

Supervisors shouldh girs to their responsibilities, where necessary, under the Data
|stor data protection laws, during induction.

to maintain strict confidentialify” at all times, and to sign a confidentiality clause to this effect.
Volunteers should regard all Information they have access to, or are given as a result of their
volunteering, as being restricted unless advised otherwise.

No information should be released to a third party without first seeking the agreement of their
supervisor. Where an information sharing protocol has been entered into by STC/STBF, volunteers
should not disclose personal details (home address, telephone number etc.) to clients, but should
use their business address when an address has to be given.

STC/STBF will fulfil its duty to safeguard the information contained within application forms and
records.
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The supervisor will safeguard against unauthorised or unlawful processing of personal data,
sensitive personal data, and confidential material. This includes any accidental loss, destruction or
damage to data and material.

Volunteers may exercise their subject access rights under the Data Protection Act 2018, UK
GDPR, or any successor privacy laws, including the right to access their own records.

Volunteers are to comply with the Social Media Policy that has been adopted by the
Council/Trustee, a copy to be made available to volunteers who are bound by a volunieer
agreement that must be agreed prior to the volunteering activity.

10) Recruitment and Training

Volunteers will usually be engaged through one of two routésiy A prospective volunteer may
approach a service to offer their time, skills, and for exampl@#6" gain experience in working in a
specific role, or to complete a community aspect i@ @m .award e.g. Duke of Edinburgh.
Alternatively, a service may identify one or more gi@pportunities and actively seek to
recruit volunteers. '

STC/STBF welcomes and respects the breadiif 8f'c

i 0 e, skills, and dedication
that volunteers bring. All volunteers will be a4k '

dfileer Registration Form.

Depending on the service and volunteer role you'ily be asked to provide Wicyreferences. One of
these, depending on the service with which you ai&@¥eluntaéfing, may need lolbe from someone
that you have had an official relatioii ith e.g. [3§kefployer, college tutoriteacher, doctor,
social worker, or religious minister} e8 1 ay be from a neighbour or friend.

Referees should have known you for alg: B\ Stiould be from two people to whom you
are not related.

If the voluntary role reg : i is W gXpense of the Town Council to
assist the volunteer imim 8 o - ntesri

sibility for agreeing the scope of their role,
aport, ensuring that volunteers are aware of and
licies and procedures and resolving any issues
ifig relationship.

Expenses agr ;"-"-.'~_ ill 5% reimbursed on the production of a valld recelpt. PPE
vhere iFthe voluntary role.

i, they are unable to use the Council's Grievance Policy and
Procedure. However, thcys tiitled to use the Council's Complaints Procedure. Complaints by
volunteers should be raiséd ifi the first instance with their supervisor. Where appropriate, the
complaint will be investigated fully by their supervisor, or if the complaint is against their own
supervisor, by the Town Clerk and/or Mayor.

If a complaint is brought against a volunteer, this will be investigated by the relevant supervisor.
Every attempt will be made to resolve the matter as quickly as possible. If the issue cannot be
satisfactorily resolved, then the volunteer may be told their services are no longer required with
immediate effect.

Where a criminal offence is suspected, the matter will be handed over to the Police and where
appropriate notify the KCC Local Authority Designated Officer.
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12) Political Awareness for Volunteers

The Council is led by the decisions of its elected councillors. Volunteers must not use their
volunteering activity to further any political aims; to try to influence the Council’'s decision-making
process, particularly in relation to their own activity or role (other than in an official consultation
pracess); or use the volunteering position to influence elected members.

13) Gifts and Hospitality

The giving and receiving of gifts may give the impression of favouritsm and could raise
expectations. Volunteers must not give or receive personal gifts or offers of hospitality from
contractors, clients, staff, or outside suppliers as this could compromise both the volunteer and
Sandwich Town Council.

14) Absence

Volunteers are asked to inform their supervisors if they ailable due to illness, holidays
or for any other reason. It is helpful if volunteers cafig)i . as much notice as possible
so that cover may be arranged. STC/STBF respegtsiti occasions when volunteers
may wish to take a break for a period of time and\@fe asked to give as notice as possible

STC/STBF has a duty of care to all its volunteers &ang, wi volunteer need to
leave early e.g. due to sickness that they notify their SUperusSarDb

publicity purposes. ST wi gl gnsideration 1@ an individual's right to privacy
Jlighing ar et i any '|dividual in writing. If a volunteer

The rolé @r nEfbof the'Vaiu “B&'terminated by STC/STBF or the volunteer with

one weaK'§, noti immedis fiése inappropriate behavior has occurred. In all cases the
volunteer iSignt Hanati g action taken.

The Council welge kand encourages volunteers to offer ideas for improvements.
Volunteers who choose wnlunteering at any time will also be invited to provide feedback

of placement form.

17) Performanc®& Monitoring Measures

We will collect the following data (via the end of placement form) to measure the outputs and
outcomes from this policy:
e Feedback from volunteers who have received training
Feedback from volunteers on their experiences
Feedback from STC/STBF Members and Staff
Informal discussions with individual and groups of volunteers
Exit interviews, where appropriate with long term volunteers (6 months or more)

| Title [ Volunteer Policy ]
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Status Adopted
Author Gill Gray — Town Clerk
Approved by Full Council

Approval date

Review frequency

STC/STBF is committed to the ongoing monitoring and review of
this policy and will carry out a review every two years minimum

Next review date

Review to be undertaken by

Town Clerk

Sandwich Town Council
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SANDWICH TOWN COUNCIL RECRUITMENT POLICY

Purpose Adopted Review Due

e Every recruitment process will be designed with the intention of achieving the selection of the most
suitable person for the job.

e All roles to be externally advertised.

e The Town Council is an Equal Opportunity Employer and

ys seek to recruit the person most

s A professional and consistent approach to recr
Scope

¢ This policy applies to all internal ant

Procedure

Review of role: Before afjé
s A review will be El_...-rr
required; that the

y specification (this defines the attributes,

ired or preferred) will be needed.

¢ updated to ensure that it is current and includes
of a new position this will be drafted by the Town Clerk and HR

& drafted or updated to ensure that the qualifications, skills, and
ary and justifiable as objective criteria for the satisfactory performance

of the job.

Advertising
The method of advertising a vagancy will be decided by the Town Clerk. The advertisement will be aimed at as
wide a group of suitably qualified and experienced people as possible and will avoid stereotyping or using
wording that may discourage particular groups from applying. Vacancies will also be advertised internally to

staff.

Applications

Applications will be invited in a written format on the standard Town Council application form. A job pack
should be sent to each applicant to include:- job description, person specification, equal opportunities form
and application form. All candidates should be kept informed as to the status of their application in a timely

manner.



Equal Opportunities Monitoring

The Town Council will include an equal opportunities monitoring form in every application pack. Completion
of the form by applicants will be voluntary. The information on the monitoring forms will be collated and
used by the Town Clerk to inform advertising decisions and identify any areas where positive action may be of
benefit to increase the pool of applicants.

Selection Process
s The selection process (Sifting, shortlisting, and interview) will be based upon matching the candidates’
skills, experience, and knowledge to that as set out in the job description and person specification.

nsult with the Mayor of the Council
iis is if recruitment for a new Town
e HR Committee. Only the Town

¢ The selection process will be decided by the Town Clerk who wj
and the Human Resources Committee. The obvious excepti
Clerk is undertaken; this will be determined by the Mayo
Council can appoint and dismiss the Town Clerk.

With limited exceptions, applicants will not be asked ab : i efore a job offer is made;
examples of the exceptions are:

¢ Questions to establish if an applicant ne j be made for them
to attend/participate in an interview

e Equal opportunities monitoR
o All selection criteria and interdiély recordsin for at least 12 months in order to

All applicants will be notified i itingy pr= nall, te8me of their application (initial
) Wherever possible applicants will be offered the

wne receipt of two satisfactory references to be
dertaken. The Council may in certain

il on a successful probationary period being completed and subject to
Binployee’s right to work in the UK, and the Council obtaining two
satisfactory referencesiiane Bus employer). In some cases, a qualification check and evidence may
be requested. For candiciati serformed well their details may be kept on the files for future vacancies if
they consent to this.

Eligibility to Work in the UK

All employers are required by law to ensure that all employees are entitled to work in the UK. All prospective
staff, regardless of nationality, must be able to produce original documents (such as passport} before
employment starts; the list of acceptable documents will be those compiled by the UK Border Agency.

Applicant Information

Offers of employment are based upon the information provided by the applicant. If it is subsequently found
that any of the information provided is untrue or misleading the Town Council will take action which may
result in the dismissal of the employee.



Induction
Induction of new employees is essential. This includes basic induction of terms and conditions of

employment, information about the Council, its policies, and procedures.

O




AY, g of ~P

SANDWICH TOWN COUNCIL
COMPLAINTS PROCEDURE

Adopted - Review due

Sandwich Town Council is committed to providing a quality service for the benefit
of the people who live or work in its area or are visitors to the locality. The Town
Council operates according to law, statutory regulation, and best practice. If you are
dissatisfied with the standard of service you have received from this Council or are
unhappy about an action or lack of action by this Council, this Complaints Procedure
sets out how you may complain to the Council and how we shall try to resolve your
complaint.

1.

This Complaints Procedure applies to complaints about Council administration
and procedures and may include complaints about how Council employees have
dealt with your concerns. The standard of evidence is high as such evidence may
need to be presented at a Court of Law. Hearsay, rumour, and opinion is not
admissible and attempts to misuse the Council’s complaints procedure to pursue
a personal agenda will not be tolerated.

2. This Complaints Procedure does not apply to:

a. Complaints by one Council employee against another Council employee,

or between a Council employee and the Council as an employer. These
matters are dealt with under the Council’s disciplinary and grievance
procedures.

. Complaints against Councillors. Complaints against Councillors are

covered by the Councillors Code of Conduct adopted by the Council on
25t September 2023 if a complaint against a councillor is received by the
Council, it will be referred to Dover District Council. Further information
on the process of dealing with complaints against Councillors may be
obtained from the Monitoring Officer of Dover District Council at the
following address:

Dover District Council

White Cliffs Business Park

Whitfield

Dover

Kent

CT16 3P]

3. The appropriate time for influencing Council decision-making is by raising your

concerns before the Council debates and votes on the matter. You may do this
by writing to the Council in advance of the meeting at which the item is to be
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discussed. There may also be the opportunity to raise your concerns in the public
participation section of Council meetings, If you are unhappy with a Council
decision, you may raise your concerns with the Council, but Standing Orders
prevent the Council from re-opening issues for six months from the date of the
decision, unless there are exceptional grounds to consider this necessary and the
special process set out in the Standing Orders is followed.

You may make your complaint about the Council’s procedures or administration
to the Town Clerk. You may do this in person, by phone, or by writing to or
emailing the Town Clerk. The addresses and numbers are set out below. The
Town Council is committed to ensuring that all people are given full and equal
access to the complaints procedure.

Wherever possible, the Town Clerk will try to resolve your complaint
immediately. If this is not possible, the Town Clerk will normally try to
acknowledge your complaint within five working days stating when to expect a
response.

If you do not wish to report your complaint to the Town Clerk, you may make
your complaint directly to the Mayor of the Council who will report your
complaint to the Council. The Mayor’s contact details can be found on the Town
Council website.

The Town Clerk or the Council (as appropriate) will investigate each complaint,
obtaining further information as necessary from you and/or from staff or
Members of the Council to assist with the investigation.

The Town Clerk or the Mayor of the Council will notify you within 20 working
days of the outcome of your complaint and of what action (if any) the Council
proposes to take as a result of your complaint. (In exceptional cases the twenty
working days timescale may be extended. Ifit is, you will be kept informed).

If you are dissatisfied with the response to your complaint you may ask for your
complaint to be referred to the Full Council and (usually within eight weeks) you
will be notified in writing of the outcome of the review of your original complaint

Please write to:
The Guildhall
Sandwich

Kent

CT13 9AH
Telephone: o1304 617197
Or email: townclerk@sandwichtowncouncil.gov.uk
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Equalities and Diversity Policy

SANDWICH TOWN COUNCIL
ADOPTED
REVIEW DUE

Policy Summary

This policy outlines the Council’s approach to equality and diversity both in terms of
employment practices and the services the Council provides. The Town Council has a role in
the pursuit of opportunity for all and the associated arrangements shall operate in
accordance with statutory requirements, particularly within@@htext of the Equality Act 2010

What is Meant by Equality?
Equality means:

discrimination at! gitive to the needs of all member Councils.

— To promote equality in the workplace, value people and their differences and enable
all employees to achieve their full potential, creating vitality within our organisation
and the services we deliver.

— Seek to influence the work and contribution of partner organisations from all sectors

by ensuring that equality issues and considerations are fully considered when
developing strategies.

1|Page
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— Work actively towards eliminating all forms of discrimination, both of a direct and
indirect nature; any breaches of this policy will be regarded as misconduct and will be
dealt with accordingly.

— Every employee and Town Counclllor are entitled to a working environment that
promotes dignity and respect to all; no form of intimidation, bullying or harassment
will be tolerated.

= All staff and Town Councillors fully support this policy.

Definitions
in order to assist you to comply with equality legislation, it i
the terminology that is used:

portant that you understand

v that others because of a

Direct Discrimination — treating a person or people |
i > with one of these

protected characteristic they have or their asscgiati

Indirect Discrimination — Indirect discriminationgans ik .ondition, rule,

Harassment — Harassment is “unwantegy e ;
characteristic, which hastieg efte olating ndividual’s dignity or creating

it they find offensive even if it is not directed
relevant characteristic themselves.

Unfair treatme
¢ Misuse of power
= Unwelcome sexual advances

® Making threats

e Deliberately undermining a competent worker, maybe by overloading them with work
# Preventing individuals progressing

# Making negative remarks about a person’s gender, marital status, sexual orientation,
religion or belief, race, ethnic or national origin, disability, or age.

Victimisation — treating a person or people less favourably because of action they have taken
under, or in connection with equalities legislation. For example, if someone has made a
formal complaint of harassment or given evidence in a tribunal case.
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Under the Equality Act 2010 there are nine protected characteristics, and it is against the iaw
to discriminate against anyone because of:

¢ Age

e Gender reassignment

e Being married or in a civil partnership
e Being pregnant or on maternity leave
o Disability

# Race including colour, nationality, ethnic or national origin
= Religion or belief
e Sex

e Sexual orientation

Gender Reassighment — Proposing to undergo, undergai r having undergone a process to

reassign your sex,

Pregnancy - the ‘protected period’ is from th mes pregnant until the
maternity leave ends, or they return to work iliness related to

physical or mental impairment,
r ability to conduct normal day

Disability — a disabled person is defif
which has a substantial and long-te: Ty
to day activities’.

Religious Belief — Thig€anbetega any religlon; religious belief, or similar philosophical
belief.

Ensure that all policits and practices are in line with relevant empleyment legislation,
anti-discrimination legislation and good practice guidelines.

— Integrate equality of opportunity into all aspects of Sandwich Town Council activity.
— To advertise vacancies, recruit, and value a diverse workforce.
— Ensure all employees and Councillors are aware of the policy and understand the

values and expectations of Sandwich Town Council and the standards of behaviour
that is expected from each of them.
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If you think you are being harassed or discriminated against it is important to make it
clear to the person who is harassing, you that their behaviour is unwelcome and that
you want it to stop. If speaking to the person in question has failed to stop the
problem, you should talk to the Town Clerk or if necessary, the Mayor.

Make clear the action an employee who feels unfairly treated may take and inform
the Town Clerk if they become aware of any discriminatory practice.

Provide training to relevant employees so that they can actively put this policy into
practice.

Provide equal access to all service users and potenti ice users according to need.

Give people who use or might use Sandwich T, cil services the opportunity to

influence the way their needs are met.

Seek to influence partner organisati ent to equality of
opportunity.

m is to ensure that all those who receive a service from
r wish to use a Town Council service can do so without fear
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Introduction

This is the Health & Safety Policy for:

Sandwich Town Council
The Guildhall * Sandwich *Kent * CT13 9AH

Tel: 01304 617197

This Policy gives the direction for Health and Safety by setting ramework for management
activity and relationships, which will deliver and maintain the th and Safety.
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General Statement of Health and Safety Policﬁ

Purpose: To provide a business framework for the development and maintenance of effective
management systems to ensure a safe and healthy workplace with regard to the Council’s activities
and undertakings.

Scope: All Council employees, service users, contractors and any other persons affected by the
Council’'s operations and facilities.

Responsibilities: Sandwich Town Council recognises its corporate respon5|blllty for the Health,
Safety and Welfare of its Employees and for all activities under its rergii,which may affect service
users and others (for example members of the public, contractors an icillors).

The Town Clerk is responsible for ensuring an effective Health rmanagement system is in
place. Employees are encouraged to participate actively in, ividual responsibility for,
Health, Safety and Welfare matters and to work with i ure legal and policy
compliance and support continuous improvement.

Policy: Reflecting its commitment to Health and : il wi welfare, and
protect the health and safety, of its employees, s stor i fected by its

activities by:
* Promoting an interest in and enthu ty throughout the Council creating a
strong safety culture and a posi Welfare culture throughout the

organisation
¢ Promoting clear channels of communi Welfare within the Council
s Providing informatior =il employees

o Ensuring adequa is available to all Managers, employees and

Providing and mairtteifi
* Providingstegua 3| of r 1 ork activities

nd use of substances

e Ensuring 3&roloy ompetent to perform their tasks and provide adequate training

e Complying with legal requirements
e Making Health and Safety integral to all business processes, planning and decision making

« Reviewing this Policy annually, or when changes in circumstances dictate, to ensure validity.
Signed

Print Name

Position Town Clerk

Date
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Organisation and Responsibilities

Sandwich Town Council has ultimate responsibility for the health, safety and welfare of its employees
and for all other persons likely to be affected by its activities and makes appropriate budgetary
provision for training, personal protective equipment (PPE) and other health and safety measures.

This section sets out the responsibilities of post-holders within Sandwich Town Council, including the
Town Clerk and Employees.

Organisational Chart

PN
TOWN COUNCIL
TOWN CLERK
ALL TOWN
COUNCILLORS X
16
RFO, ASSETS OFFICER, CARETAKERS,
‘ ASSISTANT CLERK, MUSEUM FACILITIES
CO-ORDINATOR AND OPERATIVES AND
INFORMATION/ADMINISTRATION CLEANERS
OFFICER

All Employee$
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All Employees (including Contractors) are expected to bring to the notice of the Town Clerk any areas
where this Policy appears to be inadequate.

They must also:

» Comply with Council and Legal rules and procedures regarding safe working.

* Report unsafe plant, tools and equipment and potentially unsafe procedures. Never interfere or
misuse anything provided in the interests of Health and Safety.

e Use correct methods of work and not improvise by using methods, tools or equipment which entail
unnecessary risk.

¢ Not operate any machinery, equipment or vehicle unless they ha n adequately trained and

authorised to do so.
» Maintain good housekeeping standards.
» Wear all appropriate personal protective equipment as
o Attend all Health and Safety training, as instructe

y or affecting
ssist in the

¢ Immediately report to the Town Clerk all injuries
the work activity, and any near miss incid
investigation of accidents that occur, where req
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The Town Clerk is ultimately accountable for the management of Health and Safety within Sandwich
Town Council and for implementing measures to ensure compliance with its legal requirements. The
Town Clerk will:

s Provide overall management for all Health and Safety matters.

* Make recommendations to Council to ensure adequate funding for health, safety and welfare
issues.

» Respond appropriately to any Health and Safety matters of concer

s and Councillors and that
held and displayed in each

o Ensure that a complete copy of this Policy is available for all Em
a current copy of the Employer's Liability Insurance Certifi
department.

¢ Ensure that this Policy is regularly reviewed and that competent Health and
Safety advice is obtained.

e Ensure that the Town Council is kept informed r injury, seven-
day injury or dangerous occurrence as defi i juri iseases and
Dangerous Occurrences Regulations 2013 (R i i'nonthly HR
and Council Meeting.

In accordance with Regulation 7 of The nd Safety at Work Regulations 1999,
the Council has appointed the Town Cl
implementation of Health and Safety Poli

The Town Clerk will:

nd Safety matters.
» Respond appro (s & atters of concern.

Review the Counci erformance and establish any programme

necessaryto i

relevant autho

o Establish and maint®#n good lines of communication through the Council at all levels to share all
relevant information relating to Health, Safety and Welfare in the workplace.

+ Liaise with employees and contractors for the purposes of ensuring adequate Health and Safety
measures and standards.

* Promote a pro-active and positive attitude towards Health and Safety at work

» Ensure Contractors, and Employees under their control, understand their responsibilities and
comply with the requirements of this Policy and have received appropriate training and instruction
at induction and afterwards and that records are maintained.
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Ensure that all work equipment is appropriately maintained, in a serviceable condition and only
used by competent persons and in line with their training.

Remedy and/or report (to the Human Resources Committee) any hazards or defects that may
affect Health and Safety.

Ensure a safe working environment is maintained at all times through, for example the safe
storage of articles, equipment and good housekeeping.

Report all accidents to the Human Resources Commitiee, so they can be investigated, ensure
remedial actions are taken and information included in the accident book.

Ensure that suitable personal protective equipment is readily available and used.
ntained on site.

Ensure that suitable first aid and welfare facilities are provided a
At all times set an example for Employees to follow.
Ensure that Display Screen Equipment (DSE) Assessme en for office-based staff.

Ensure that a fire drill is carried out annually for the i mises as a minimum
and that all fire detection and fire-fighting equipme intai i er. The assembly
point in the event of fire at the Council office is ;

Ensure that the safety rules within this Policy
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Arrangements Asbesto#

Sandwich Town Council has ensured that all premises under the Council’s control have been
surveyed for the presence of asbestos containing materials (ACM’s). The reports, detailing
findings, location and condition of ACM’s are held by the Town Clerk.

The condition of ACM’s will be reviewed annually by the Town Clerk and the register updated
accordingly. Where the condition of ACM’s has deteriorated, advice will be scught as to
whether or not stabilising or removal works should be instigated.

ice must first be made
involving ACM’s must

For all work on the fabric of buildings under the Council’s control, re
to the relevant asbestos register, prior to work commencing. Ali
be risk assessed to identify necessary control measures.

Should work expose suspect ACM’s, not previously recorﬂ stos registers, work
will stop immediately, and advice sought.

This section applies to computers
be used. Using a computer or other sk work and activities are
generally limited to the office.

All Employees habitu ] Ck i i art of their normal work must

As identified throgh S ns must be maintained in a safe condition.
This includes:
Chairs that are 2. of baing ed@ntihave adequate back and leg support

age your eyesight, but it can make you temporarily short sighted.
: from focussing at the same distance for too long; tired if your
glasses/ eye® i the computer screen; dry when you are concentrating on screen

eye surface.
Consequently, Sandwich Town Council will provide habitual DSE users, on request, with an
eye sight test every two years or more frequently if recommended by a doctor or optician. It is
also recognised that some Employees may require glasses solely and specifically for DSE
work because their usual glasses are not effective at the relevant viewing distance.

Where an Optician recommends corrective vision spectacles specifically for DSE use, the
Council will pay for these in accordance with the policy set out in the staff handbook.

Many of the problems encountered can be controlled through good workstation design and
set up.

These elements are identified in detail in the DSE Workstation Self-assessment.
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Control of Substances Hazardous to Health

Hazardous substances (as defined by the Controf of Substances Hazardous to Health Regulations)
will be stored appropriately. Every effort will be made to ensure that, so far as possible, non-
hazardous substances are purchased for use or, where there is no non-hazardous substance which
is suitable, that the least hazardous substance is obtained.

The Council will identify all hazardous substances to which persons may be exposed. They will
compile a register of all such substances.

Attached to the register will be suppliers/manufacturers’ safety data s!
provide by law. These outline the hazards of the substance, also ini
are necessary.

ts, which suppliers must
g any precautions which

Before any hazardous substances are used by staff for the fir:
data sheets will be obtained and suitable judgements m
substance.

cturers/ suppliers’ safety

A control of substances hazardous to health (C rried out by a
competent individual. All such assessments will i ing. nt will also
include an assessment of the risks arising from ises (HIV, Hepatitis etc). Any
recommendations made for gaining or improving hazardous substances will be

circumstance and, in any event, on aN 8 : basis. llevant, changes to assessment
findings will be communicated to employ#

In the event of any fziltl f e AEE e.‘- the cessation of use of the substance be
] i@ kown Clerk immediately.

5 into another container without ensuring that all safety information
s copied onto any new container.

» Chemical prodlig$s"must never be allowed to come into eye contact and contact with skin.
Mucous membranes must likewise be avoided.

e Wear protective equipment and clothing supplied.
» Do not swallow materials or use in areas where food is being consumed
» Always store chemicals away from food.

¢ Inhalation of chemical vapours or dust should be avoided. Adequate ventilation must be
provided.

» Facilities for the washing and cleansing of the skin are made available.
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e [f any person handling the materials shows the symptoms which may possibly have been
caused by exposure to chemical products, they should be removed from the area and
medical advice sought without delay. First aid information is available on the relevant Material

Safety Data Sheet (MSDS).

Waste materials such as broken glass or other “sharps” should be adequately wrapped to prevent
injury and disposed of safely i.e. not in plastic bags.

COSHH Assessments are undertaken where significant hazards are identified.

The Town Clerk will ensure that any protective clothing, equipment or hygiene measure is provided,

worn and maintained as required.

Arrangements - Driving at Work and Vehiclei_-i

All vehicles are registered, taxed and regularly serviced. A brought to the attention

of the Operations Manager immediately.

d hold a full driving liceri€&SiLhe main driver

ure, brake

All persons driving vehicles shall be over 21 years
will regularly check the water, oil, fuel, lights, tyre
are expected to:

¢ report any defects
e report any endorsements and ari 58 iti ray affect their ability to drive

¢ must not smoke during refuelling
mobile iiving or engage in making calls or

s must not use a handskalr

Drugs and Alcohol

Even very minor alc frug misuse can lead to some loss of concentration and affect judgement
and physical co-ordinali®n, which in turn can lead to accidents. Consequently, the use of illegal drugs
and misuse of alcohol is forbidden in all Sandwich Town Council activities and you must therefore
ensure that alcohol or drug use does not have an adverse effect on your work performance, other

people or safety arrangements.

Before consuming any medication, you should ask the pharmacist about side effects or read
enclosed information. Where the effects of the prescribed drug may compromise safety, you should
tell your Town Clerk and reassess your ability to carry out that work safely while potentially affected.

Arrangements - Electricity
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All electric wiring and fittings are kept in good repair by the landlord of the building. Unauthorised
alteration to, or interference with, electric wiring or fittings is strictly forbidden. Any failure,
breakdown, overheating or chaffing of wires is to be reported immediately to the Town Clerk and,
wherever possible, the electric current turned off until the defect has been rectified.

No light or power point is to be used for any purpose other than that for which it is intended.

Portable Electrical Appliances

Portable electrical equipment is any electrical item connected to the mzins electricity supply by
means of a flexible cable, plug and socket which includes office equip t such as computers and
printers and any on-site power tools. The definition of portable ele equipment also includes
equipment that is hand held or hand operated whilst connected electrical supply as well as
extension leads, plugs, sockets and adaptors.

e Only qualified electricians are permitted to rs or modificatioris to portable
electrical equipment.

* All portable electrical equipm to UK and/or EC product safety
standards. Wherever possible e i ilated (Class |l type — 2 wires) to

e need for an earth connection.
' symbol).

ensure it is constructed with high i
(Double insulated equipment is ma

e mains supply by means of suitably fused
ices should multi- pomt adapters be used.

Portable applia ingdSitindertaken on a 5-year cycle by the Council's approved electrical
ke testing is maintained and held by the Town Clerk.

Page 12




The main causes of fire are likely to be an accumulation of rubbish or other flammable waste
materials near a heat source, faulty electrical appliances, overloaded socket outlets or arson.
Therefore, good housekeeping and regular inspection and testing of appliances will reduce these
fire risks to a minimum.

The Town Clerk will ensure;

¢ Adequate egress from the premises is available.

« Adequate firefighting facilities are available.
« Emergency procedures are in place.
e Appropriate instruction is provided, particularly at ind

i A Fire Risk Assessme
ii.  Town Clerk is responsible
iii.  Fire equipment is maintaine

All fire exit routes and dgi ' & i obstruction of any sort. Designated fire doors
are not, under any cirgUms i zn or otherwise modified to prevent closure. They
: : 15 are passing through them.

b) If you discover a fire:

¢ Shout ‘Fire’ and sound any alarm.

» Try to put out the fire with the appliances provided but without taking any personal
risk.

» Evacuate the building.
c) On hearing the word ‘fire’:
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¢ Leave the building immediately by the nearest safe exit closing all doors behind you.
Do not stop to collect personal belongings.

e Proceed to the assembly point.

e The Town Clerk or in their absence, most senior person, will assume responsibility
for ensuring the total evacuation of the building. He/she must then proceed to the
assembly point, ensure that all Employees are accounted for and report the fact or
otherwise to the Fire Officer in charge.

s If you are unsure of procedures, ask your Town Clerk.

Arrangements - First Aiifi

First aid equipment is readily accessible at each premises 2 ed, clean and ready for

use. The minimum stock levels are:

Quantity

First aid guidance card.

Individually wrapped sterile adhesive

Sterile eye pads with attachment

Triangular bandages

Sterile individually vy

2
2
Sterile individually wrapgs 1Stic i (12cm x 12cm) 6
2
6

Safety pins.

Tablets

Arrangements - Hqg}d Arm Vibration Syndrome (HAVS)

Vibration White Finger (VWF} is the most common symptom of Hand-Arm Vibration Syndrome
(HAVS). This is frequently associated with road drills, compactors, power hammers and chain saws.
HAVS can damage blood cells, thus reducing the blood supply, and also injure the nerves in the
handffingers causing permanent damage. The symptoms are usually set off by the cold. The first
sign is frequently an occasional attack when the fingertips become white or numb.

The Council is committed to reducing this aspect of risk exposure. It will conduct a suitable tool

risk/health analysis, to identify possible health trends, and take reasonable precautions to reduce
exposure to HAVS.
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Typical risk reduction measures may include:

« The provision of suitable warm clothing i.e. gloves and coats for prolonged exposure within a
cold climate.

» Assessing the suitability of the tool at the purchase stage. This is to ensure that not only the
calculated vibration is minimal, but also the right tool is provided for the right job. This should
condense the vibration magnitude and avoid the need to grip tools more tightly.

* Encouraging breaks for prolonged work using plant and equipment that produces high vibration.

* Ensuring that all tools are maintained through a planned mainte
any patent defects should be reported to the Town Clerk.

2 scheduling system and

* Promoting active Health and Safety awareness training an hazard consciousness for

staff.

* Removing defective tools from service, until they ha

* Ensuring that, wherever possible, anti-vibration the fool design,
taking into consideration current technology. <

« Carrying out a Risk Assessment of each worker
to assess, and reduce the vibration levels of the v
mounts/flanges.

initial steps
, including inspection of resilient

+  Wherever possible mounting vibratigijaek:
for use by all staff potentially exposed

nd providing anti-vibration gloves

itions above the action level

* Providing health surveillance for worke
atri Mhere exposure limits are breached.

or otherwise continue g

pliclzar and free of tripping and slipping hazards.
f&8ly and be able to exit their work area without

Incident, Il Heé‘l,rth and Dangerous Occurrences Reporting

All injuries or damage resulting from incidents on site or in other workplaces, however minor and all
near misses, must be reported to the Town Clerk and Town Clerk.

In the event of a fatal or major injury to any person, over seven-day injury or dangerous
occurrence as defined by the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013 (RIDDORY), the Health & Safety Executive must be notified by telephone
immediately by the Town Clerk.

The Town Clerk will ensure that an investigation is carried out as soon as possible and confirm
details of accidents to the Health & Safety Executive within 10 days via their website. Details will
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also be recorded in the accident book which is held in each operation premises. Reports can be
made through the following methods:

The Incident Contact Centre is contactable between 8.30am to 5.00pm, Monday to Friday, on (Tel)
0345 300 9923.

RIDDOR incidents can be sent by e-mail to: riddor@natbrit.com, or by visiting the Centre's website
at: www.riddor.gov.uk

Online reports can be submitted using an appropriate online report form which can be found at

http://www.hse.gov.uk/riddor/report.him the forms are listed below:-
¢ Report of an injury

Report of a dangerous occurrence

Report of an injury offshore

Report of a dangerous occurrence offshore

Report of a case of disease

Report of flammable gas incident

Report of a dangerous gas fitling

if 2 medical certificate or other written diagnosis (Mililha doctor [@Sbeen received ispect of an
Employee who is absent from work and the disease dia@hosed @ of those listed in the Reporting
of Injuries, Diseases and Dangerous Occurrences Regt 995, the Town Clerk will complete
and send form F2508A to the Health &&& Executive.

s

Manual Handling

The main work acii v n Colfi:il necessarily involves manual handling.
hethe hotigiwiiare has DESAIENERNEed to limit the weights handled and also share

g amongstoperatives.

Lone Workiné

Refer to Lone Working FPo

pasic dling procedures that Employees should adopt:

>

acronym TILE and plan the lifting operation and whether the process
easier with assistance from another person;

exactly is required? How much force will be needed? Will the task

do they have any impairments or disabilities to be taken into consideration?

= Load - What needs to be lifted, is it a fixed load or a fluid/lcose load? How heavy
is it, is it fragile/flammable, foxic? If using a mechanical aid, is it sufficient for the
load

e Environment — Where is the load, where does it need to go? Could it be dropped
off at the other location in the first place? What are the surface conditions (Hot,
cold, dry, wet, slippery, sloping)? Are there any obstructions or obstacles on the
route?
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« Ensure the correct body posture and correct use of available handles etc i.e.
Place the feet apart.
Bend the knees.
Keep the back straight. Shoulders levei
and ahead.
Keep the arms within the area of the head.

Use a 'hook’ grip where possible.
Ensure that the load is securely gripped.
Raise the load smoothly.

Keep the load as close to the body or handling aid as possible.
Avoid twisting, bending or stooping and ensure your vision i
Place the load carefully.

Onificant tasks using th nual Handling

Manual Handling assessments are undertaken
Assessment Form.

Whenever possible, use mechanical aids which ha ovided to avoid or reduce the

need for manual handling.

New Employee*'f‘

Information, Instruction and Supervision

Sandwich Town % !I Lsonsult directly with Employees on matters affecting them relating to
Health and Safety. include any of the following circumstances:

Any change which may substantially affect their Health and Safety at work; e.g. changes in
procedures, equipment or ways of working

+ The employer’s arrangements for getting competent pecple to assist the Council in meeting
their legal obligations

* The information that Employees must be given on the likely risks and dangers arising from
their work, measures to reduce or get rid of these risks and what they should do if they have
to deal with a risk or danger

« The planning of Health and Safety training

Page 17




« The Health and Safety consequences of introducing new technology or equipment

The following arrangements have been made in order to ensure that Employees are provided with
suitable information, instruction & supervision relating to Health and Safety issues:-

i. External providers will provide competent Health and Safety advice to the Council on
request.

ii. Town Clerk is responsible for the supervision and monitoring of new starters/young
persons/trainees.

iii. The latest Health and Safety Law Poster is displayed at each premises. The person
responsible for keeping the information detailed on the law up-to-date is the Town
Clerk.

iv. The Employer's Liability Insurance Certificate is dis
obtaining insurance cover is the Town Clerk.

e person responsible for

v. The Health & Safety Policy is reviewed annually is available | jepartments.

vi. Risk assessments are available from the ce 8 computer system.
vil. Provision of training on matters as require
»

Arrangements - Personal Protective;r-Equipment

Personal Protective Equipment (PPE) is &ila isoel to be use®iliall other types of control measure
have been exhausted

Employees are required t (S, their issustieqk ent I condition and will report any loss
or damage to the Town

Employees and SulsizGs quired to c@mply with any specific site rules regarding PPE.

The issue of non-dispos! ‘own Clerk are responsible for undertaking

regular inSpen all PP
.

Arrangements - Pregnancy

p writing? of a staff member’s pregnancy, the appropriate member of
issessment for all tasks which the member of staff is expected to
>f employment.

Once the
staff must &
carry out in ti7€

Pregnancy is not afiils though pregnant women can often be ill {particularly morning sickness)
and are inclined to be€@me very tired in later pregnancy. The changes inherent in pregnancy affect
the risks of some work; for instance, the bump affects manual handling techniques and position in
relation to a computer, the softening of ligaments increases the risk of Muscular-skeletal injury and
the hormonal changes increase the risk of Carpal Tunnet syndrome.

When a female employee declares that she is pregnant or when it becomes obvious that she is

pregnant, the Town Clerk will continue to ensure their workstation is comfortable and discuss any
control measures with the individual.

Arrangements - Smoking
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Refer to Smoking Policy

Arrangements — Work Related Stress

Work-related stress can develop because a person is unable to cope with the demands being placed
on them. Stress, including work-related stress, can be a significant cause of illness and is known to
be linked with high levels of sickness absence, staff turnover and other issues such as an increase
in mistakes at work.

Sandwich Town Council recognises the dangers of work-related stress. Through effective
management and communication, the Council’'s aim is to create a supportive and positive working
environment which will greatly reduce the possibility of an individua! #8ing at risk of work-related
stress. Positive and supportive engagement between Town llors and employees is
recognised as key to this.

The Council endeavours to have no job that is inherently da tal health. Employees
are presumed able to withstand the normal pressures know of a particular
problem, or unless any reasonable person would reali

lleague could no
statement that they

have to excessive pressures or other types of deman hem. Stress is not an illness, but
if it is prolonged or especially intense, it ean lead o phy ental health problems.

Many of the factors that can produce str&ss araihi i i od management. Consequently,
measures to reduce the risk of stress ‘@e like <! \ ong other things, efficiency,

Specific risk assessmeniSi reps ' qgue i > management that they are unable
to cope. The findings AFiN i 4S84 to provide personal controls.

Recruit, rels id promote so that people are suited to the demands and pressures of

the work.

= Set clear objectives, prioritise tasks, eliminate unnecessary work, and try to give warning of
urgent work.

=« Demonstrate zero tolerance of buliying or harassment.
« Co-ordinate workloads and holidays.
» Ensure colleagues know of other sources of help.
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Arrangements - Stress

To assist, every employee must:

e Be alert to individuals or groups at particular risk - e.g. prolonged, frequent and
uncharacteristic absences.

¢ Not harass or bully any colleague - including senior colieagues.

= Inform a Town Clerk if they recognise a significant change in an activity or recognise a
significant stressor that is not being addressed.

Y

¢ Help colleagues (including senior colleagues) by being al signs of distress/failure.

Report your concerns to someone who can help.

* Nof to deal with your stress by re-distributing it among
in a state, banging things around etc. and getting coll

- 8.g. storming into work
vhile you calm down.

e Suffering from anxiety or depression to ai
reasonably foreseeable work demands.

interferes with your current or

silience - e.g. pain that interferes

It can help to try and [#ntify the possible causes of stress by writing them down. Should you be
absent with stress, co-operate with your Town Clerk in developing a sensible return to work plan, as
concern for your welfare is not prying. Acknowledge your own success in stress control each step of
the way.

Arrangements - Sub-Contractors

Sandwich Town Council recognises its duty to ensure that the employer of persons who will be
working on their premises has been provided with information on the risks to those persons along
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with details of measures being taken to comply with the relevant legislation as it relates to those
Employees.

Town Clerk are responsible for ensuring that all Sub-Contractors are competent and possess the
appropriate insurances and qualifications to carry out functions on behalf of the Company. An
approval questionnaire is sent to all Sub-Contractors which is vetted the Operations Manager.

Where the contract work carries a higher risk or is of an extended duration outside the typical
schedule, this information will be requested prior to the work commencing. This will include written
risk assessments and method statements depending on the work activity to be carried out, the
content of which should include:

* The hazards that the activity will be presenting to the
Council.

vees and customers of the

* The level of risk that these hazards present.
* The controls that will be put in place to ensure
« The monitoring system in place that ensureg

Any incidents should be responded to immediately &
be appropriate fo discuss any lessons |learned.

All Sub-Contractors are required to cor
addition to that of a client for all site wo

Employees are advised to walk away and seek help if they feel a situation is not manageable.

Arrangements - Work at Heigh

Sandwich Town Council’'s activities necessarily involve working at height by trained and competent
personnel. Safety harnesses will be worn by operatives in accordance with the findings of risk
assessments or as otherwise deemed necessary during erection and dismantling operations.
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Access ladders are always inspected prior to use. Defective access equipment is reported and
immediately removed from service.

All activities at height will have due regard to persons underneath and segregation will be provided
as necessary.

Arrangements - Work Equipmeni

All work equipment will be purchased in line with Legislative requirements and bear the CE mark.
For major items of equipment, a copy of the Declaration of Conformity be obtained.

Risk assessments for significant items of equipment will be undert y the Town Clerk.

correct equipment for the
ar equipment without

Employees are trained to safely operate and clean equipme
task. No persons under 18 years are authorised to ug
authorisation.

are taken to ensure the safety of

A selection of hand and power tools is used. The follo
the user and third parties:
Hand
Tools

¢ Use the right tool foulh
if unserviceable either repair or replace
ey knives, elc)

« All equipment should be checked prior to use for defective plugs, sockets, cables or switches.

» 110V or battery powered tools should be used wherever possible.

o Tool adjustments or changes must not be carried out unless the equipment has been
isolated.

+ Cables must be long enough for use without strain on the connection.
+ All defects must be reported to the Town Clerk.
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¢ Maintenance and repairs are only to be undertaken by a competent person.

Young Persons at Work

The Health and Safety Executive classify all people under the age of 18 years of age as a young
person, including children under the age of 16. This definition applies to students, trainees and
children on work experience and classifies them as Employees regardless of the number of hours
worked or the period of employment.

Current fegislation requires all employers to undertake risk assessments for all Employees; this
includes young workers who may be working on the Council’s premis en the assessment has
been completed the employer must implement suitable and suffici ntrol measures to ensure
that the risks are controlled.

Young workers are particularly at risk of injury in the work ir lack of awareness of
potential hazards, immaturity and inexperience.

Children under the age of 13 years of age are proliie pent; however,
children between 13 and the Minimum School Le&¥i :
schemes approved by local education authorities.
trainees or children they will be treated as Employees afitiwill88rovided with the same health and
safety protection as any other employe

Before engaging any young Employees, il wi specific risk assessments, these
will include: -

* The fitting out and JSyOREaRL of where the individual will work.

Before afiachi : moy are offered work experience, the Council will notify the
parental JU@Rdi dings of the risk assessments and the control measures that have
been implenTefite : likelihood of an injury occurring.

All young people Wiithst: rk with the Council will receive suitable training in order that they can
undertake the work tggk¥Fsafely without putting themselves or others at risk. All training will be
assessed on a regular basis to ensure that the key instructions have been understood. Sandwich
Town Council views this training as a bare minimum and will ensure that the individuals are fully
supervised at all times to ensure that they are competent to carry out the task.

In addition to the normal health and safety records that are documented relating to work activities,
the following information will be kept with regard to young persons.

Specific risk assessment records for the tasks that young people within the Council are required to
undertake.
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Details of training and information that has been given to the young person, along with records to
show that the individuais have accomplished an acceptabie standard of competence.

Where the young person has not reached minimum school leaving age a record will be kept of any
correspondence and information that is communicated to the parents/parental guardian.

Volunteers, visitors and Equality Act 201D

All visitors must report to the reception area and visitors book signed if requested.

« Any PPE worn and/or equipment used by volunteers or visitors should only be supplied and
authorised by the Town Council. >

s On request suitable access equipment will be provided to s to Council premises and
have measures in place to ensure the Health and Safe 3ll those who attend Council
premises.

¢ \Volunteers are required to abide by the Council’'s He

the Town Coungcil.

practices will be risk assessed.
the situation will be appraised and
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SANDWICH TOWN COUNCIL

LONE WORKING POLICY

ADOPTED: REVIEW:

Policy Statement

This policy outlines the measures that Sandwich Council consjgders necessary to
manage the risk present when employees are required to dlone.

1. Definition

1.1 Lone working applies to all members of staff work] uilding or outside
where there is no close, frequent, or regul

2. Policy

they must
actions an

acticable, the health, safety, and
the Management of Health & Safety at Work
2 employer to consider all reasonably

ake the appropriate action to reduce the possible
risk of inju vel that is practicable to achieve.

4. Who s atrisk?

4.1 Allemployees who, as'Part of their contracted duties, are required to work
alone and without direct supervision.

4.2 This policy does not set out to identify all the situations where employees may
be at risk from working alone but concentrates on describing the
arrangements that must be in place to eliminate or manage the associated
risks.

4.3 Lone working itself is not necessarily elevated risk but the activity that is
performed may well be.

4.4t is important that these individuals are made aware of the outcome of the
risk assessment and informed of all necessary control measures.



5. Assessing the risk

5.1 The Line Manager of the Council employee is responsible for identifying and
assessing the risks of lone working both in terms of the likelihood of causing
harm and also the severity of the injury.

5.2 Consideration will be given to whether the activity is one that can be safely
accomplished by one person or whether the presence of another member of
staff would be advisabie.

5.3 If a risk cannot be eliminated completely, action must be taken to reduce the risk
to the lowest level practicably achievable.

6. Specific Guidance
6.1 Line managers should take account of the following fac

risk:

a) the degree of isolation

b) the type of work activity

c} the level of supervision and support
d) contact or proximity with members

en evaluating the

3 nominated person in the office before they
€y intend to go directly home. If planning to
@lifs this must be agreed in advance with the line

work out of sta
manager.

7. Duties of a Line Manager

7.1 In order to fulfil its statutory responsibilities, the Council places specific
duties on all managers to ensure:

a) All lone working activities are formally identified, and appropriate
risk assessments undertaken, which identify the riskto lone
workers and the control measures necessary to minimise those
risks, as far as reasonably practicable.
b) Arrangements forlone working are communicated effectively and the
details of what can or cannot be done while working alone is explicit.
c) The lone worker is made aware of the hazards and understands
all the necessary control measures that need to be put in place.



d) Reasonable enquiries are made to ensure that the lone worker is
medically fit to undertake work alone.

e) Adequate supervision, instruction and training are in place and the lone
worker is competent. The extent of the supervision isa management
decision, which should be established through a risk assessment process.

f) Monitoring of lone working practices is in place to ensure that control
measures identified in the lone working risk assessment are being
adhered to.

8. Duties of anEmployee
8.1 Allemployees have a responsibility to take care of thg

to co- operate with Council procedures.

vn safety and

8.2 Employees should not knowingly place thems itions which
expose them to additional risk by workin

8.3 If a person finds that they are placed in

ation, which ¢ be considered

9. Risk Assessmen
9.1 Therisk nrocesswill be b 215 a collaborative exercise by both

a} The ha be exposed. The hazards are likely to be the
¥ whether lone working or not. The assessment of
the risks to c ither may be exposed must take into account normal

and foreseeable S8 :

b} The hazards may be that the risk cannot be controlled sufficiently and
therefore lone working is prohibited. Examples of high-riskactivities where at
least one other person will need to be present include:

» working on or near waterpower tools and machinery

* working at height

« chemicalswhichare corrosive, toxic, explosive, flammable orasphyxiant
products or reactions.

c) Identify all persons who may be required to work alone. Consideration must be
given to an individual's ability to carry out their activities safely on their own.
Some individuals may be at greater risk than others, for example, new and
expectant mothers and young people or those who are new to a role. It may be
necessary to make reasonable enquiries to ensure that lone workers are
medically fit to undertake the work alone.



d) Assess whether current controls are adequate, and if not, consider what
additional/alternative control measure(s) can be put in place. Examples of
control measures include the provision of suitable training and
communication strategies.

e) Record the riskassessment findings for any significant risks identified. Ensure
that the lone worker is made aware of the findings of the risk assessment.

10. Training and Supervision

10.1 Training is important where there is limited supervision to control, guide and help in
uncertain situations.

10.2 Lone workers need to be sufficiently experienced a
precautions involved in their work and the location
relevant to the work activity.

10.3 Workers should be:

e Competent to deal with the require:

nderstand the risks and
rork in. Training should be

supervision should be based

10.5 Lone workers may need to
s Newtoajob

Undergoing training;

11.Monitoring and RE
11.1 Adiaig ple to ensure the safety of lone

nake sure existing control measures are adequate
nal controls are needed.
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Adopted:
Review:

SANDWICH TRAINING AND DEVELOPMENT POLICY

Purpose and scope

This purpose of this policy is to set out the Council’s position and commitment on the
provision of training and development opportunities for staff and Councillors. It applies to
all staff whether full or part time, temporary or fixed ter ' Town Council encourages
the acquisition of qualifications and new skills because ognises that a highly trained
and educated workforce and Members are essentia ith priorities for the Council.

¢ Induction and probationary pé
¢ One-to-ones
Appraisal

In addition, tHe gdif to identify their own learning styles and will seek
to provide a wigé ng and training methods, including:

e Attendance at £§
¢ Online training
* Internal coaching

as, seminars, and short courses

¢ Shared in-house learning resources (books, journals, DVDs etc.)
e In house training

*  Work shadowing

* Time for self-directed research and learning



Consideration

A number of factors will be considered when assessing a request from an individual. This
policy provides one element of the decision-making process. Other factors will include
availability of finance and the individual's employment record. An annual budget allocation
is identified each year in November to meet the requirements for training and development
the following fiscal year within the main budget setting process undertaken by the Town
Council.

uate requests, training and
gories according to the

In order to ensure that the council is able to consisten
development opportunities have been organised in

degree of importance each intervention has fordiSkinct roles.

Categorising training and personal develo t for officers

The three categories are as follows:

1. Mandatory
Mandatory training is legally required fgithe pasish 5 ualification deemed to be
so fundamental to thagdal ; ' requirement. Any

mandatory trainingl@rgualification e stated bb description. For mandatory

attained the gualification® e i i ecomes mandatory for the role, the

Generic training

¢ Health and Safety tf
e Data Protection

isonal Safety, Manual handling, Display Screen equipment)

2. Desirable

Desirable training is not legally required for the post, but it is directly relevant to the
individual's job. Any desirable training or qualifications are to be stated on the job
description.



For desirable qualifications or training, an individual may be recruited without having
previously attained the qualification or undergone the training but may be expected to
attain the qualification within a defined period of time. The need for training may also be
identified through one-to-one meetings or annual appraisals. A desirable qualification is
likely to enhance the skills and reputation of the council. Examples may include:

Job specific

® Introduction to Local Council Administration {ILC
¢ Certificate in Local Council Administration {Cil.

¢ |OSH Managing Safely
e Safeguarding

w

Optional

Personal development
to provide 3

Guidance for support

Support for qualifications, training and personal development can include financial
assistance towards the cost of tuition, examinations, and resource materials in addition to
half / day release and time off for study leave and taking the examination. Any financial and
non-financial support to training and development is entirely at the discretion of the
Council. The approved qualifications and/or memberships undertaken by officers will be
sponsored by the Town Council and will include reimbursement and/or payment of the
following:-



* Course fees
e Examination fees
* Professional membership fees

Where a Member or officer is required to attend a conference or seminar the
conference/seminar fees will be met; in addition, if there is the requirement for attendance
for more than one day the following expenses will be paid:-

e Travelling expenses that are reasonable and in lin
e Subsistence expenses that are reasonable and i

»the Council’s current policy
ith the Council’s current

policy
The policy should be reviewed on an annual b ini 50, if any of the following
occur:-
e Employment Law and/or Legislation alt fety at Work

Act 1974 or regulations made,
e Introduction of any new equif
e Alteration to any working me ity :
Accidents, dangera €5 g eve plaints to the Council

i AT . 2ri#ke study which is not mandatory but part
of the individ caliti & Professional development, the council will contribute

of the individual’s deSifé
study leave per annum 13§

ifeer development, the council will contribute up to 3 days
ises which are directly related to the individual’s role.

Time off for study leave must be approved in advance. To make a request the individual is
asked to write to the Town Clerk as their Line Manager and copy in the Chair of the HR
Committee, setting out the details of the course of study, how it relates to their work, and
the time being requested. The Town Clerk is required to make a request direct to the
Human Resources Committee.



No study leave will be granted where individuals undertake study, which is not required for
their role, or not directly related to their role. However, the Clerk (or Mayor of the Council)
will consider requests for flexible working to allow the study to take place, as long as the
needs of the council can be met.

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

Identifying, Meeting and Evaluating Training and Development Needs for Members

lor training provided by the
xisting Councillors offered
ning, Human Resources

All new Councillors will be required to attend Dynamic
local Association — KALC. There will be refresher traj
annually and more specific Committee training,
and Finance.

There is also the option to join seminars, con ces, online training 384xell as access to in-

house resources such as books and journals.

The Human Resour .
policy and monitor Siticer training and
firmation of appointment and/or during

relopment requirements will be

_ hould be sought from the Member or officer for
any training uncertake with the monitoring process. The records for all training

the responsibility of theS[aWBCierk; a report will be produced at least once a year to the
Human Resources Committee and should include any evaluations obtained. The Town Clerk
will closely monitor the requirements for training and priorities in relation to the annual
budget during the fiscal year to ensure value for money is secured.

Volunteers

Sandwich Town Council should support volunteers to develop their own skills and
knowledge who in turn help and support our communities. Volunteers must be aware of

5



the Councils safeguarding obligations and have received a role appropriate training input
alongside any volunteer induction they may undertake. Volunteers can expect to have
access to appropriate training.
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Report to Councillors and Members of: STC

Meeting scheduled for 26 February 2024

Report from: Town Clerk

Date: 21% February 2024

Subject: The Hub and Intruder Alarm

Classification: General

Purpose of report:

To request that Council consider a contract with ADT to support the existing intruder alarm in
place.

Content:

Now that the Hub has been refurbished and is started to be used for hires it has become
apparent that an intruder alarm is still in situ and remains live. The Town Clerk has had a site
visit from ADT to ascertain if the alarm can be maintained and supported, this is possible, and a
quotation has been obtained which is attached as an appendix to this report.

The annual charge for service and software support is £469.00 plus VAT per year and is
dependent on a three year contract and is payable in advance.

Recommendations:
The Council to consider if the intruder alarm should be supported in the Hub.
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Sandwich Town Council

Sandwich Guildhall {Intruder)

Sandwich ADT Always Thers®

Kent
CT13 9AH

09/02/2024 Ourref 15473175
Dear Sir/Madam

I am delighted to present below information to meet your Intruder Alarm requirements.

Choosing ADT

ADT provides a nationwide service to design, supply products for, and undertake the commissioning of, intruder
alarm systems. As part of the global Tyco group of companies, we have unrivalled access to the best products,
Our design and installation teams operate across the UK and Ireland, and you can be assured of the highest level
of expertise and compliance to the latest standards. There are many considerations when fitting an intruder
system, or maintaining an existing one: ADT will guide you through this.

Understanding your order
Your intruder alarm system will include some or all of the following items.

Detectors - these detect movement Sounders and visual indicators — when
within an enclosed space. These can, AT the alarm is activated, the sounders make
dependent on your requirements, be el 7‘{ audible and visual signals. We will
alarm confirmation detectors, which normally also provide an additional
reduce the possibility of false activations. dummy sounder as an extra deterrent.
We will recommend the right types for
YOUr requirements.

Keypads and electronic keys are used to

e . . =t set and unset your alarm. The keypad also
- Contacts - these are devices which — rovides syste¥n status reports L event
.= monitor when doors are opened. Other ogs.
* s~ devices can detect windows being
,/ ‘ broken.

Intruder alarm control panel - as the

S heart of the system, this monitors the
Personal attackalarmisr can be added to = Status of each of the components. It
yom# ssste_m for It'nhehsﬁ ety °dfc3!’9!‘ B"F your - communicates to the devices in your
staft. Devices which have additiona premises, and if chosen, also to our

conftrmation facility can be installed to ; o
»=  help reduce the possibility of accidental dedicated Alarm Recelving centre.

activation.

Monitoring — ADT offers a range of monitoring services. Our Alarm Receiving Centre is notified
. automatically and can take action directly, including contacting the appropriate emergency services.
. Most monitored systems use two different methods of telecommunications paths to increase
resilience against malicious attacks.

Please note that the pictures are illustrative only. The exact products specified for your premises may differ.
in addition a number of specialist products or accessories may be appropriate to provide the solution you require,

Proceeding with the otder
If we have already arranged a follow up meeting, please do not worry about completing this document just yet.

If not then please complete the signature requests in this document to indicate that you wish to proceed. | will then
be delighted to finalise the details and make arrangements for the work to be done. If necessary, | will contact you
and may need to collect some additional administration details before the order can be processed.

If you have any questions or want to make amendments please do not hesitate to contact me using the details below.

Yours faithfully

H

For ADT
s Registered Office: ADT Fire and Security plc,
Security House, The Summit, Hanworth Road,
—-—— Sunbury-on-Thames, Middlesex TW16 5DB.

A Tyco International Company Registered In England No. 116 1045
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' Commercial Sales Agreement

number [1[5[4 [7[3]2]7 5] | |  vstpate [0o02r2024 |
CUSTOMER DETAILS
Fompan | sandwich Town Council I Trading [ |
] jfLe DTrndar E Other e'sh'pID c°“"°" | Gill Gray Ed":’rﬂss |townclerk@sandwichtowncouncjl.g
) ADDRESS FOR THE SYSTEM ADDRESS (IF DIFFERENT) WHERE WE SHOULD SEND THE INVOICE
Address ! ) Address
Sandwich Guildhall (Intruder)
1 Sandwich
CitylTown | Kent City/Town
County | Postoode | CT13 9AH County Postcode
Telophone | Moblle Telephona

ov.uk

This is an agreement between ADT Fire and Security pic and the customer whose name appears above. As delailed in the Specificalion, we will sell to you
and install a System and provide our Services under the terms and conditions in this document. Please read all the terms and conditions in this document, in

particular conditions 4, 5 and 6.

INITIAL CHARGES
Our charge for selling the System and Installing it {or to take over an exIsting System) will be: | £ | | J plus VAT
You must pay this charge on the start date (see definition section), buf see condifions 8.10 fo 8.12. . 0 00
The charge for connecting the System to our Alarm Receiving Centre (see definition section) wlll be: | £ | 0 | 00 |p|us VAT
Charge payable by you to the Police Authority for the Issue of their Unique Reference Number will be:
Please note that the police will take no steps untl! you havs paid this sum to them; see also condition 1.6 | £ | 0 |00 |P'US VAT
Deposit| € [9  [gp  [PeVAT Balancedus[€ [ [gp | PlSVAT
ANNUAL CHARGES
Our yearly service charge is:
This charge: (a) covers the monitoring and inspection of the System; (b} is payable in advance - see condition 9.2 of terms | 3 I 469 | 0o |P|U5 VAT

and conditions; and {c) can vary - see condition 8.2 of the terms and conditions.
You must contlnue with this agreement for at least 3 years - see condition 10.2 of the ferms and conditions.

The telecommunication charge will be: I |
This charge: {a) will be payable If the monitoring of the System is by redcare, redcare GSM, Dualcom GPRE 4G router data 0

SIM or other sacure signalling providers; (b) covers the Services provided by the third parties; (c) is payable In advance and
can vary - see conditions 8,3 and 9.2 of terms and conditions,

The ADT Smart Business charges will be: Sum of ADT Smarf Business VIEW service charges: | £ | 0

Sum of ADT Smarf Business AUTOMATE service charges: |7; l 0

The keyholding response charge will ba:

This charge: (a) provides you with 3 keyholding response callouts in a 12 month rolling period; (k) covers the Services
provided by third parties; (c) is payable in advance and can vary - see conditions 8.2 and 9.2 of the terms and conditions; | |

(d) does not cover Extra Charges that are part of the Service - see condition 8.3.

The Software Support or Hosting service charge will be: | £ |

| gg  |pusvaT
| 00 |pIusVAT
[og |puswar
| |plus vaT
| | s var

This charge: (a) includes SSA or Saa$S hosting charges as applicable.

Total Ig] 46 plus VAT

PAYMENT SCHEDULE
yaar fixed et plus Followed payments plus Followed payments _ phis
perlod paymant £ DEVAT by III of £ _m VAT by of£ mm VAT
Credit card payments: hitps:/jpayment.adt.co.uk or ADT Card Transaction
call 0844 800 8439 (Mon - Fri, 08:30 - 17:00) or 0161 923 7180 {outside hours) Authorisation no.
SYSTEM AND SERVICES
System Type Work Type Job Type Malntenance Leval Monitoring Type
Intruder X Trestall | New Sysiem None Digital Communicator
Access Confra| Mamtain Ix Exdra Installation Work Call Cut only RedCare Secure
CCTV Malntenance/Monitoring Standard Duakcom GPRS
Fire change Standard Plus X None P
Other Takeover ADT System X Comprehensive Cument
Takeover 3rd party System Cther: [ Gther.
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13

ADDITIONAL SERVICES

KEYHOLDING RESPONSE SERVICE | |

Keyholding Response Services provides you with a first line key holder in accordance with the requirement of BS7499. Response will be provided 365/24/7.
The service charge entitles you to 3 keyhalding callouts within a 12 month rolling period, the third party service provider wili respond promptly to an alarm
activation at your premises and follow the set agreed procedure, as agreed to by signing this agreement:

Agreed procedure includes:

= Keyholding Response Officer requested to attend site

«» Officer carries out an extemalfinternal patrol of the site (areas they have access to only)

If the Officer witnesses no sign of break-in/damage: If the Officer witnesses signs of break-infdamage:
- Officer reports findings to ADT ARC - Officer calls Police {o report incident
- Alams and secures the site, calls into ADT ARC to confirm closed signal - Officer calls ADT ARC o advise of situation
has been received - ADT call customers Keyhelder to repert incident and request attendance
- Officer leaves site at site

- Officer remains on site until Police and Keyholder arrives
- Once situation is in hand with Police and Keyholder the Officer leaves site

Extra charges will be applicable for:
» Each additional callout once agreed quota has been met.
+ If a Keyholding Response Officer is required to stay on site for any length of time due to an incident an hourly charge may be applled.

On terminaiion of this contract or this part of the contract relating to Keyholding Response Services, keys will be immediately surrendered io an authorised
representative of the customer if sa requested by the customer in writing. Any keys unclaimed on cessation of the contract will be retained for 12 months then
reduced to scrap {rendeted useless).

On signing up to this service we will pass your details onto our third party supplier who will arrange a suitable time to attend site to collect keys and complete
initial assignments instructions which will include but is not limited to a site health and safety assessment.

SOFTWARE SUPPORT AGREEMENT (5S4} | |

Software Support Agreements are available to Systems with maintenance agreements in place. This SSA allows ADT to provide the following additional
services as provided and supported by the manufacturer.

« Whilst on site for routine inspections we will advise you of any software version updates that are available and if approved by you, we will update the System
to the latest version available. Scftware upgrades are only avaitable from the manfacturer whilst as S8A is In place.

« If a System update is carried out, the Engineer will also review alt System hardware for firmware reviews and install if appropriate for the sites System
requirements.

« Where possible we can provide remote Software Support.

Software Support will only be provided if the Access Control System and Software is in goodffull working order at the time that the Software Support Agreement
is entered into

ADT reserves the right to complete a full inspection of the Access Control System and Access Control Equipment prior to providing Software Support.

SIGNATURES

1. This agreement is valid for 80 days from the above date. 2. The terms and conditions are as attached. 3. By signing the below, this agreement becomes
binding on You; You confirm that you have read this whole document and agree to its terms and conditions, including conditions 4 (Purpose), 5 (Guarantee) and
6 (Liability). 4. This agreement does not apply untif our authorised person has signed it. The date next to our authorised person’s signature will be the date of

the agreement,

Your signature Date Our authorised person’s signature Date

| | | | | | L |
Please print name Position held Please print name

[6i11 Gray o 1N |

DISTRIBUTION: WHITE: ADT CUSTOMER FILE BLUE: CUSTOMER YELLOW: ADT OFFICE
ADT Fire and Security pic. Registered in England No. 1161045 Registered Office: Security House, The Summit, Hanwerth Road, Sunbury-on-Thames, Middlesex TW16 5DB.

ADT028/|ssue S5-Evolve/Oct 2018
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6. Qur lability to you

6.1

We will try our best to supply and install the System within a reasonable time:
we accept no responsibility for delays in supply or installation.

‘e,z

'Dun'ng the period referred to in condition 1.6, we are not responsible for any

part of the Services which we are not then able o provide.

6.3

We accept that we must make sure that the System Is of satisfactory quality,
that it is suitable for the purpose in condition 4 and that the System will meet
with the description provided before it was installed. We confirm that we are
entitled to sell the System to you.

6.4 (a) As well as the responsibility which we accept in condifion 6.3, we accept

B

6.5

6.6
@

{b)

(©

(d)
(e}

®
@
th)
(]
6.7

6.8

responsibility for death or personal injury caused by our failure to take
responsible care or to Use reasenable skill and we accept responsibility for
liability for any fraud perpetrated by us.
For all other liabllity resulting fram our negligence, the most we will pay for
loss in aggregate Is £250,000 and for all other liability the most we will pay in
aggregate is £50,000. We have worked out our service charge based on this
limit of liability. If you would like us to increase this limit, you will have to pay
an extra charge so we can arrange the appropriate insurance to cover us for
the exira liability, the level of which has to be agreed.
Apart from those respoensibllitles accspted by us under condition 6.3 and for
death and personal injury under condition 6.4(a), In all other situations we do
nat accept responsibility for any indirect loss which depends on us having
special knowledge of your affairs which we would not normally know, even if
the loss Is due to our fault.
We are not responsible for the following:
Losses In relation to systems Installed at your Premises prior to the date of this
agreement arising:
(i) before the completion of our first routine inspection visit to the Premises; or
(il) during the first 12 months from the start date as a result of that part of a fire
System which has not yet been inspacted - see condition 1.2(d).
Loss due to the acts or neglect of any other person including you,

8 provider of the felephone line, redcare or ofher type of communication
chnology,

a police, fire or other authority or individual. None of these is our agent for
any purpose.

Delays, interruptions ar suspensions in providing the Services, which are due
to any other person (including you), thing or evant which we could not
reasonably be expected to prevent.

Loss due to the fact that equipment or cabling not supplied by us Is connected
to or installed near to the System.

Losgses resulting from:

(i} the potice, fire or other authority failing to act in accordance with
Emergency Rasponse;

(i} a signal transmilted fo the Alanm Receiving Cenire not being received by
vs for reasons beyond our contral

{lif) the fallure of any cables or wiring installed within the fabric of the Premises
or buried underground prior to the start date;

{lv} the activation of a circuit breaker which affects the power supply to any part
of the System; or

{v}) any other cause beyond our reasonable control and not caused by our lack
of reasonable care.

Losses due to you failing to follow our recommendations In condition 7, or given

at any time for additions, repairs or any work required to the System.

Lozses outside the purpose of the System in condition 4.

Where equipment is damaged or lost in transit, unless you notify us in writing

within 10 days from the date of despatch of the equipment to the Premises,

Damage unavoidably caused to decorations, fittings and the like at the

Premises as a result of the installation of the System or our providing the

Services.

Our responsibillty stops if the agreement is brought to an end or the Services

are suspended under condition 10. We are not responsible if we choose to

leava Qur Equipment at your Premises after this agresment has ended.

The charges quated for the Keyhelding Response Services are provided on the

assumption that no employees will transfer to us as a result of us undertaking

the Services. In so far as any transfer of employees arise as a result of TUPE

regulations and we and/for our suppliers will acquire any costs, damages or

logses resulting thereof, you acknowledge and warrant that the costs (inciuding

penslon costs and liabilities) and obligations resutting from such transfer will be

beme by you.

7. Our recommendations to you
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Because of the purpose of the System in condition 4, the limits of the
Guarantae in conditicn 5, and the limits of our responsibility to you in condition
8, we strongly recommend that you should take out separate insurance to
cover your Premises and the persons at and the contents of vour Premises.

8. What it wlll cost you

8.1

82

You are responsible for the charges on the front of this agreement. The
charges exclude VAT, which is payabls by you at the rates current from time to
time.

After the first year from the start date and In the years following, we can
Increase the yearly service charge to cover an increase in the cost of providing
the Services. We will tell you in writing of the increased amount which will take
effect from the anniversary of the start date.

The telecommunication charge may be changed to cover any increased cost
to us of providing or changing the telecommunicafions Services relaling to the
monftoring of the System. The telecommunication charge may also be changed)|
o cover any increased cost imposed by the police, fire or other authorily or by
a felecommunications agency or any other organisation.

8.4

You are also rasponsible for the following Extra Charges:

(a}

Installation and renfal charges for connection faclities befwesn the Sysfem
and the Alarm Receiving Ceniro.

7.2

We recommend thaf you only use one lelephone line for the System and that
you use an enhanced signalling Systern which Is designed {o defect line faults,

line cuts or tampering with a telephone line.

7.3
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Where we have to remove detectors from the Premises for cleaning purposes,
wa recommend that you keep a stack of detectors at the Premises to enable
the System to function without interruption.

We recommend that you insure the System from the time it is delivered to your
Premises.
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8.7

8.8
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Taxes, fees, charges or false alarm assessments set by the police, fire or other
authoerity due to the installation or operation of the System.
Any Extra Charges or charges for work done by police, fire or other authorties,
or by any telecommunications agency or other party.
‘You must also pay us Exira Charges at our rates for labour and materlals
current at the time where the following apply:
Faults are caused by you or any other person, thing or event which we could
not reasonably be expected to pravent.
The Specificatlon or service level says that there will be a charge.
You have asked us fo vislt your Premises outside Normal Working Hours,
unless this is covered by the service level you have chosen.
You ask us to change the System or we need to change It because of change
in your Premises.
You break ons of the conditions of this agreement.
You ask for help from us under the Guarantee In condition 5 but the Guarantee
does not apply.
Any replacements, repairs or modifications to the System are needed but are
not covered by the Guarantee or by the Senvices or are needed as a result of a
change in a relevant standard or ragulation governing the System.
You ask us not to carry out tests on any part of the System which involves us in
additional work,
The storage vessels which form part of the extinguishing part of the System
need testing, handling, transportation, recharging and reinstalling.
The external wiring on the outside of the Premises, or any wiring installed
within the fabric of the Premises or buried underground prior to the start date,
need inspecting, repairing or replacing.
The System needs inspecting, resetting, reprogramming, repairing or replacing
in circumstances whera:
{1) you, [ your Keyholders|or someone elsa has falled to follow operating
instructions, has not locked, closed or secured a window, daor or other
protected point, has not used or adjusted the CCTV, other equipment or
components properly or has interfered with the System;
{ii} you, or equipment or devices which we have not supplied have caused a
false alarm or a failure of the System;
{iii} your actions or failures, or those of anyone else other than us mean we
need fo inspect or make repairs or replace any part of the System;
{iv) rodents, other animals or insects cause damage to or activation of the
System;
{v) there s a problem on the telephone line or connection;
{vi) there have been fluctuations or failure in the mains electricity supply
or where there has been a corruption or failure of the transmission network;
{vil) the activation of a circuit breaker affscts the power supply to any part of
the System;
{viii) any computer, IT netwark, lighting System or other infrastructure or
facility provided by you or others which is connecled to the Systam falls or |s
corrupted;
{ix) you install software upgrades or any other software on any computers
andfor networks connected to the System;
{x) adverse weather conditions or adverse industrial atmosphere cause
damags to or activation of the Syslem;
{xi) a full insulatfon or continuity test of wiring Is required; or
{«dl) extingulshing llquids or gas or propellant cartridges are discharged for
what ever reason.
For additional keyholding response officer visits over and above the agreed
included number of site visits and for additional time on site.
Unless we agree to do g0, the charges do not include any work involving
carpet laying, concealing cables, redecorating, replastering, buiiding or
carpentry worl.
There will be an additional charge if:
(I} you do not provide full access to the areas where our enginaers carry out
the Services; or
(i) you fail fo supply a reasonable level of lighting or seaffolding, hoists or
other suitable lifing material {as referred to in condition 2.2(a}, as a result of
which we incur extra fime or expense.
Whilst we will maks every reasonable effort to work with you or others, any
Interruptions or delays caused by you, your staff, customers or others may
result in additional charges.
If this agreement is brought to an end under condition 10, the following will
apply:
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