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		c/o Jayne M Coote
		4a March Street 
		Kirton in Lindsey
		Gainsborough
		DN21 4PH
	                                                                                                        Email:- clerk@northkelseyparishcouncil.gov.uk
Dear Councillor
Ordinary Meeting of the Parish Council
You are hereby summoned to attend an Ordinary Meeting of North Kelsey Parish Council to be held in the Village Hall on Tuesday 10th September 2024 at 7.15pm
The business to be dealt with at the meeting is listed in the agenda.
Members of the public may make representations, answer questions and give evidence at a meeting which they are entitled to attend in respect of the business on the agenda. This must be done in the Public Questions item, and members of the public cannot interrupt the business of the meeting at other times, unless Standing Orders are suspended by the Chair of the Council.
The Council supports the rights of anyone to record this meeting but advises that anyone so recording cannot disrupt the meeting, by means of recording, and expresses the hope that the person (or persons) carrying out the recording have obtained the necessary legal advice, for themselves, to ensure they understand the rights of anyone present who does not wish to be filmed or recorded.
Mandy Coote, Clerk to the Council, 30 August 2024
Agenda
	Agenda Number
	Item

	1
	Welcome from the Chair and Public Questions
Members of the public may ask questions in respect of any item of business included in the agenda. The period of time which is designated for public participation shall not exceed 15 minutes. Each member of the public may only speak once and for no longer than five minutes. The meeting will be adjourned to allow for public questions.

	2
	Apologies 
To receive and accept apologies and reasons for absence.

	3
	Declarations of interest
To receive any declarations of interest in accordance with the requirements of the Localism Act 2011, and to consider any applications for dispensations in relation to disclosable pecuniary interests. 

	4
	Minutes of the Ordinary Parish Council Meeting held on Tuesday 13th August 2024.
Council to consider approving the minutes as a true and proper record.

	5
	Police and Crime update
NC09 area, for information only. Any items raised for decision will appear on the agenda for the next meeting.

	6
	District and County Council update
For information only. Any items raised for decision will appear on the agenda for the next meeting.

	7
	Chairman’s update
For information only. Any items raised for decision will appear on the agenda for the next meeting.

	8
	Parish Councillor updates 
For information only. Any items raised for decision will appear on the agenda for the next meeting.

	9
	Clerk’s report
For information only. An update from the Clerk about correspondence, outstanding actions and ongoing issues. Any items raised for decision will appear on the agenda for the next meeting.

	10
	Parish Matters
Newsletter:- next edition and articles
Cemetery:- Wildflower Meadow
West Street, (Village Car Park) update on land registery
Play Equipment Painting:- community payback
North Kelsey Moor:- Bench Siting confirmation update on request to Lions for work to be carried out
Siting of new noticeboard:- update NK Moor

	
	Business Items - Motions Requiring Written Notice

	11
	Finances & Budget 2024/25
A) Payments for approval
Council to approve the schedule of payments from 13/08/2024 – 09/09/2024
        B) Budget 2024/25 
To agree the budget monitoring position and bank reconciliation 

	12
	Unity Bank
Sign paperwork for change to bank account signatories. 
Discuss interest options

	13
	Planning applications
To consider any planning applications, none received

	14
	The Council to review and agree the following policies and procedures:















	15
	Remembrance Service

	16
	Recreation Ground and Play Area
Replacing of the Playing Field Goal Posts
Discussion
Gulliwing Seesaw
Approve purchase on new seats £110.00 plus VAT £132.00 per seat, £220.00 plus VAT £264.00 

	17
	Grit Bins and Street Lighting

	18
	Trees/Recreation Park Hedge Cutting

	19
	Grass Cutting Tender 2025/2026

	20
	War Memorial

	21
	Website

	22
	Proposal for Committees
Including review of standing orders

	23
	Cemetery Review
Ownership, exclusive right to burial

	
	Next Ordinary Meeting

	24
	Actions to be undertaken before the next Ordinary Meeting
A list of specific actions will be made that need to be undertaken before the next meeting. 

	25
	Items for inclusion on the next Ordinary Meeting agenda
Council is requested to use this opportunity to raise items for future Ordinary Meeting agendas.

	26
	Date and time of the next Ordinary Meeting
To confirm date and time of the next Ordinary Parish Council Meeting, is set for Tuesday 8th October 2024 7.15pm. 
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North Kelsey Parish Council is required to maintain adequate financial reserves to meet the needs of the organisation. The purpose of this policy is to set out how the Council will determine and review the level of reserves.

Sections 32 and 43 of the Local Government Finance Act 1992 require local authorities to have regard to the level of reserves needed for meeting estimated future expenditure. The Governance and Accountability for Smaller Authorities in England. A Practitioners Guide March 2017 section 5.9 advises this should be considered as part of the budgeting process. However, there is no specified minimum level of reserves that an authority should hold and it is the responsibility of the Responsible Financial Officer to advise the Council about the level of reserves and to ensure that there are procedures for their establishment and use.

Types Of Reserves

Reserves can be categorised as earmarked or general.

Earmarked reserves can be held for several reasons:

· Renewals – to plan and finance an effective programme of new facilities and services, replacement and planned property and land maintenance. These reserves are a mechanism to smooth expenditure so that a sensible programme can be achieved without the need to vary budgets.

· Carry forward of underspend – where some expenditure to projects cannot be spent in the budget year. Reserves are used as a mechanism to carry forward these resources.

· Insurance reserve – to enable the Council to meet the excesses of claims not covered by insurance.

Other earmarked reserves may be set up from time to time to meet known or predicted liabilities.

General reserves are funds which do not have any restrictions as to their use. These reserves can be used to smooth the impact of uneven cash flows, offset the budget requirement if necessary or can be held in case of unexpected events or emergencies.

Earmarked Reserves

Earmarked reserves will be established on a “needs” basis, in line with anticipated requirements.

Any decision to set up a reserve must be given by the Council.

Expenditure from reserves can only be authorised by the Council.

Reserves should not be held to fund ongoing expenditure. This would be unsustainable as, at some point, the reserves would be exhausted. To the extent that reserves are used to meet short term funding gaps, they must be replenished in the following year. However, earmarked reserves that have been used to meet a specific liability would not need to be replenished, having served the purpose for which they were originally established.

All earmarked reserves are recorded on a central schedule held by the Responsible Financial Officer which lists the various earmarked reserves and the purpose for which they are held.

Reviewing the Council’s Financial Risk Assessment is part of the budgeting and year end accounting procedures and identifies planned and unplanned expenditure items and thereby indicates an appropriate level of Reserves.

General Reserves

The level of general reserves is a matter of judgement and so this policy does not attempt to prescribe a blanket level. The primary means of building general reserves will be through an allocation from the annual budget. This will be in addition to any amounts needed to replenish reserves that have been consumed in the previous year.

Setting the level of general reserves is one of several related decisions in the formulation of the medium-term financial strategy and the annual budget. The Council must build and maintain sufficient working balances to cover the key risks it faces, as expressed in its financial risk assessment.

If in extreme circumstances general reserves were exhausted due to major unforeseen spending pressures within a particular financial year, the Council would be able to draw down from its earmarked reserves to provide short term resources.

Current Level of Reserves

The level of financial reserves held by the council will be agreed by the council during the discussions held regarding the setting of the budget for the next financial year and year end accounting procedures.

The current level of general reserves to be held by the council is around 50% of the annual precepted figure, i.e. to cover six months expenditure.



This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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Review date: 10 September 2024
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image1.jpg

NORTH KELSEY

Parish Council








image3.emf
2024 25 Personnel 

Committee Terms of Reference.docx


2024 25 Personnel Committee Terms of Reference.docx
[image: A logo for a company

Description automatically generated]











NORTH KELSEY PARISH COUNCIL TERMS OF REFERENCE FOR THE PERSONNEL COMMITTEE:



1. Constitution:



1.1  	The Personnel Committee is constituted as a Committee of North Kelsey Parish Council.

1.2 	The Committees Terms of Reference may be amended at any time by the Council.

1.3 	The Committee may from time to time investigate, discuss or review matters outside its Terms of Reference if required to do so by the Council.



2. Authority:



2.1 	The Committee is authorised by the Council to manage any activity within its Terms of Reference.

2.2 	The Committee is authorised by the Council to obtain external legal or other 

professional advice and to secure the attendance of anyone it considers has relevant experience, expertise or knowledge with the agreement of the Chairman of the Council.



3. Membership:



3.1 	Membership shall comprise of three members.

3.2 	The Vice-Chairman is an ex-officio member of the Committee and has the right to vote.

3.3 	Membership of the Committee is established at the annual meeting of the Council.

3.4 	The Committee shall elect a Chairman.



4. Attendance at Meetings:



4.1 	All three members of the Committee are required to attend meeting/s for meetings to go ahead.

4.2 If all three members of the Committee are not able to attend arranged meetings, then the meeting will be rescheduled at a date and time that is convenient for all members. 

4.2 	Members of the Council may attend, as can members of the public, but will attend as members of the public and not council members. Most meetings will go straight into closed session after which any members of the public will be asked to leave which will include council members attending as members of the public. 



5. Frequency of Meetings:



5.1 One meeting will be held every year to review all staff contracts, job descriptions and HR policies. Otherwise, meetings will be convened as and when necessary, 



e.g. to deal with appraisals, grievance or disciplinary matters, to recruit to staff vacancies; or to deal with other emerging personnel issues.



6. Confidentiality:



6.1 All Members shall observe the confidentiality of matters held under the North Kelsey Parish Council Communication Policy, Code of Conduct Policy, Member/Officer Protocol and GDPR Privacy Policy.  













7. Responsibilities:



7.1 	To review staffing structures and levels

7.2 	To agree and annually review contracts of employment, job descriptions and person 

specifications for staff. 

7.3 	To review staff salaries and terms and conditions and make recommendations to 

Council.

7.4 	To act as a recruitment/termination panel when necessary. Recruitment panels will 

normally include three members in the case of appointment to the Parish Clerk/RFO post.

7.5 	To consider all official, abusive and/or vexatious person/complaints received by the Parish Council. Where such a complaint is solely related to the behaviour of a member of staff, the Committee will refer the matter to Full Council at the next Full Council meeting for consideration in a closed meeting.

7.6	To act as a disciplinary panel as set out in the Council’s disciplinary procedures.

7.7 	To act as a grievance panel for grievances made by the parish clerk or any other member/s of staff.

7.8 	To review health and safety at work for all council employees including risk assessments.

7.9 	To review all Council policies that relate to staff employment on an annual basis.



8. Reporting Procedures:



8.1 	The unconfirmed minutes subject to the confirmation of the Chairman of the 

Committee shall normally be reported to the Council meeting following the 

Committee meeting and considered at the next Committee Meeting.

8.2 	Where the Chairman of the Committee considers this to be impractical the minutes shall be circulated to all members of the Council as soon as possible.



Date Adopted: 14th November 2023



Date Reviewed: 13th September 2024
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1. Introduction

The Parish Council recognises that its employees are required to work by themselves for significant periods of time without close or direct supervision in the community, in isolated work areas and out of hours. The purpose of this policy is to protect such staff so far as is reasonably practicable from the risks of lone working.

The Council also recognises it has an obligation under the Health & Safety at Work Act 1974 (HSW Act) and the Management of Health & Safety at Work (MHSW) Regulations 1999, for the health, safety and welfare at work of its employees.

Working alone is not in itself against the law and it will often be safe to do so. However, the law requires employers to consider carefully, and then deal with, any health and safety risks for people working alone.

2. Scope

The policy applies to all situations involving lone working arising in connection with the duties and activities of the Parish Council’s employees.

3. Definition

The Health and Safety Executive defines lone workers as “those who work by themselves without close or direct supervision”. This covers all of the Parish Council’s employees including the Clerk, all of whom are required to carry out their duties for all or part of their working day working in isolation.

4. Aims

The aim of the policy is to,

(a) Increase staff awareness of safety issues relating to lone working.

(b) Ensure that the risk of lone working is assessed in a systematic and ongoing way, and that safe systems and methods of work are put in place to reduce the risk so far is reasonably practicable.

(c) Ensure that appropriate training is available to all staff in all areas that equips them to recognise risk and provides practical advice on safety when working alone.

(d) Ensure that appropriate support is available to staff who have to work alone.

(e) Encourage full reporting and recording of all adverse incidents relating to lone working.

(f) Take account of normal work and foreseeable emergencies, e.g. fire, equipment failure, illness and accidents.









5. Responsibilities

5.1 Clerk to the Parish Council

	The Clerk on behalf of the Parish Council is responsible for:-

· Ensuring that there are arrangements for identifying, evaluating and managing risk associated with lone working.

· Providing resources for putting the policy into practice.

· Ensuring that there are arrangements for monitoring incidents linked to lone working and that the Parish Council regularly reviews the effectiveness of this policy.

· Ensuring that all staff are aware of the policy.

· Ensuring that risk assessments are carried out and reviewed regularly.

· Putting procedures and safe systems of work into practice which are designed to eliminate or reduce the risks associated with working alone.

· Ensuring that staff are given appropriate information, instruction and training.

· Ensuring that appropriate support is given to staff involved in any incident.

· Managing the effectiveness of preventative measures through an effective system of reporting, investigating and recording incidents.

5.2 Employees

	Employees are responsible for:-

· Taking reasonable care of themselves and others affected by their actions.

· Co-operating by following rules and procedures designed for safe working.

· Reporting all incidents that may affect the health and safety of themselves or others and asking for guidance as appropriate.

· Taking part in training designed to meet the requirements of the policy.

· Reporting any dangers or potential dangers they identify or any concerns they might have in respect of working alone.

6. Risk Assessment

Risk assessment is essential tool in the effective management of risk Assessment will be carried out for and by all staff whose working practice makes them vulnerable. This includes staff that are site based but work in isolation as well as mobile staff whose work takes them out into the community.

Recommendations will be made to eliminate or to reduce the risk to the lowest level reasonably practicable.

[bookmark: _Hlk175044700]A lone workers’ checklist will be completed. This will be used as a tool to identify if the existing control measures are adequate and if not, what modifications or additional actions can be considered necessary to help reduce the risks associated with lone working.

Once the checklist has been completed a risk assessment will be carried out and documented in a risk assessment form.

[bookmark: _Hlk175044726]Risk assessments for site based lone workers will include:-

· Safe access and exit.

· Risk of violence.

· Safety of equipment for individual use.

· Channels of communication in an emergency.

· Site security.

· Security arrangements i.e. alarm systems

· If an employee has a medical condition are they able to work alone ?

· Level and adequacy of on/off site supervision.

· Does the workplace present a specific risk to the lone worker,

· Is there machinery involved in the work that one person cannot operate safely?

· Are chemicals or hazardous substances being used that may pose a particular risk to the lone worker?

· Does the work involve lifting objects too large for one person?

· Are there any reasons why the individual might be more vulnerable than others and be particularly at risk if they work alone (for example if they are young, pregnant, disabled or a trainee)?

· Is there a risk of violence and/or aggression?

· If the lone worker’s first language is not English, are suitable arrangements in place to ensure clear communications, especially in an emergency?

Following completion of the Risk Assessment, consideration will be given to any appropriate action that is required.

7. Incident Reporting

An incident is defined as “an unplanned or uncontrolled event or sequence of events that has the potential to cause injury, ill health or damage”.

In order to maintain an appropriate record of incidents involving lone workers it is essential that all incidents be reported to the Clerk who will prioritise each incident and identify any immediate action. Staff should ensure that all incidents where they feel threatened or ‘unsafe’ (even if this was not a tangible event/experience) are reported. This includes incidents of verbal abuse.

8. Contacting / Involving Police

The Parish Council is committed to protecting staff from violence and assault and will support criminal proceedings against those who carry out assault. All staff are encouraged to report violent incidents to the police and will be supported by the Parish Council throughout the process. Except in cases of emergency, employees should inform the Clerk of any incident immediately. The Clerk will thereafter take responsibility for contacting the police to report the details of the incident.







9. Support for Staff

Employees working for the Parish Council should know that their safety comes first. Staff should be aware of how to deal with situations where they feel they are at risk, or unsafe. Staff should also be able to recognise how their own actions could influence or even trigger an aggressive response. The Clerk will ensure that all lone workers training needs are assessed and that they receive appropriate training.

10. Immediate Support Following a Violent Incident

In the event of a violent incident involving a lone worker, the Clerk will immediately ensure that the employee receives any necessary medical treatment and/or advice. If an incident occurs out of hours the Parish Council Chair should be contacted. The Clerk will also consider whether the employee needs specific information or assistance relating to legal or insurance aspects. The Clerk will also ensure appropriate written and verbal reporting of any violent incident.

11. Lone Working for the Clerk

Where the items above relate directly to the Clerk as a staff member the appropriate controls will be exercised by the HR Committee or, in emergency situations, by the Chair of the HR Committee









This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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SCOPE OF RESPONSIBILITY

North Kelsey Parish Council is responsible for ensuring that its business is conducted in accordance with the law and proper standards and that public money is safeguarded and property accounted for, used economically, efficiently and effectively.

In discharging this overall responsibility the council is also responsible for ensuring that there is a sound system of internal control which facilitates the effective exercise of the Council’s functions and which includes arrangements for the management of risk.

THE PURPOSE OF THE SYSTEM OF INTERNAL CONTROLS

The system of internal control is designed to manage risk to a reasonable level rather than eliminate all risk. It cannot provide an absolute assurance of effectiveness. The system of control is based on an on-going process to identify the risks to achievement of the Council’s policies, aims and objectives, to evaluate the likelihood of those risks being realised and to manage them efficiently, effectively and economically.

THE INTERNAL CONTROL ENVIRONMENT

The Council: -

· Has appointed a Chairman who is responsible for the smooth running of meetings.

· Approves budgets for the following year at its December meeting.

· The December meeting of the Council approves the level of Precept for the following financial year.

· Meets once every month with additional meetings as required.

· Monitors every quarter the expenditure against budget with a forecast for the end of the year. 

· Appoints and reviews the work of the Internal Auditor. 

· Ensures that the Council holds relevant insurance cover.

The Clerk to the Council/Responsible Financial Officer (RFO): -

· The Clerk/ RFO is responsible for administrating the Council’s finances.

· The Clerk is responsible for the day-to-day compliance with the law and regulations that the Council is subject to and for managing risks.

· The Clerk also ensures that the Council’s procedures, control systems and policies are adhered to.

· Ensure that all VAT are identified and reclaimed every six months.



Payments: -

· All payments are reported to the Council for approval before payment.







Risk Assessments/ Risk Management: -

· The council carries out a risk assessment in respect of actions and regularly reviews its systems and controls.

· The Council has a risk assessment/management document which is reviewed annually.

Internal Audit:

The council has appointed an Independent Internal Auditor who reports to the Council on the adequacy of its:-

· Records

· Procedures

· Systems

· Internal controls

· Regulations

· Risk Management

· Reviews

The effectiveness of the internal audit is reviewed annually.

External Audit:

· The Council’s External auditors submit an annual Certificate of Audit, which is reported by the Council.

Standing Orders:-

· The Council has adopted Model Standing Orders as recommended by NALC. These are reviewed annually and amended as required throughout the year to reflect any amendments to legislation.

Financial Regulations:-

· The Council has adopted the Model Financial regulations as recommended by NALC. These are reviewed annually and amended as required throughout the year to reflect any amendments to legislation.





















REVIEW OF EFFECTIVENESS

The Council has responsibility for conducting an annual review of the effectiveness of the system of internal control. The review of the effectiveness of the system of internal control is informed by the work of : -

· The Full Council

· The Personnel Committee as required

· The independent Internal Auditor who reviews the Council’s system of internal control 

· The Council’s External Auditors who makes the final check using the Annual Return and issues an annual audit report.

· The number of significant issues that are raised during the year. Any concerns about the effectiveness of the system of internal control are investigated and action taken as appropriate.









This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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GENERAL STATEMENT

North Kelsey Parish Council recognises and accepts its responsibilities as an employer for providing a safe and healthy working environment for all its employees, contractors, voluntary helpers and others who may be affected by the activities of the Council.

The Council will meet its responsibilities under the Heath and Safety at Work Act 1974 and other applicable legislation, and will provide, as far as is reasonably practicable, the resources necessary to fulfil this commitment.

The Council will seek, as and when appropriate, expert technical advice on Health and Safety to assist the Clerk in fulfilling the Council's responsibilities for ensuring safe working conditions.



AIMS OF THE HEALTH AND SAFETY POLICY

To provide as far as is reasonably practicable:-

· A safe place of work and a safe working environment.

· Arrangements for considering, reporting and reviewing matters of Health and Safety at work, including regular risk assessments of working activities.

· Systems of work that are safe and without risks to health.

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

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



ARRANGEMENTS AND RESPONSIBILITIES FOR CARRYING OUT THE HEALTH AND SAFETY POLICY

As the Council's Safety Officer, the Clerk will:

· Keep informed of relevant health and safety legislation.

· Advise the Council on the resources and arrangements necessary to fulfil the Council's responsibilities under the Health and Safety Policy.

· Make effective arrangements to implement the Health and Safety Policy.

· Ensure that matters of health and safety are regularly discussed at meetings of the Parish Council.

· Ensure that regular risk assessments are carried out of working practices and facilities, with subsequent consideration and review of any necessary corrective/protective measures. and maintain a file of risk assessments.

· Make effective arrangements to ensure those contractors or voluntary helpers working for the Council comply with all reasonable health and safety requirements.

· All contractors will be required to abide by the terms of the contractors' service level agreement and specified scope of work and will be given a copy of the Council's Health & Safety Policy.

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

· Maintain a central record of notified accidents.

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

· Act as the contact and liaison point for the Health and Safety Executive.

· Ensure that all hirers of the Parish Hall are advised of the health & safety requirements when hiring the hall.



All employees, contractors and voluntary helpers will:

· Cooperate fully with the Health and Safety Policy and comply with Codes of Practice or work instructions for health and safety.

· Take reasonable care for their own health and safety, to use appropriate personal protective clothing and, where appropriate, ensure that appropriate first aid materials are available.

· Take reasonable care for the health and safety of other people who may be affected by their activities.

· Not intentionally interfere with or remove safety guards, safety devices or other equipment provided for health and safety.

· Not misuse any plant, equipment tools or materials.

· Report any accidents or hazardous incidents to the Clerk.





This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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Introduction



Anybody working within North Kelsey Parish Council may, at some time, have problems or concerns about their work, working conditions or relationships with colleagues that they wish to talk about with management. They will want their grievance to be addressed and if possible, resolved. 



Issues that may cause grievances include:



· equal opportunities

· bullying and harassment

· work relations

· new working practices

· organisational change

· working environment

· health and safety

· terms and conditions of employment



Grievances may occur at all levels and apply equally to management and employees.



The best method of resolving any general staff complaints is by informal discussion with the employee’s immediate Line Manager. Dealing with problems in such a way will usually lead to speedy resolutions. However, when problems cannot be resolved, formal procedures should be followed.



The option of using a mediator, where appropriate, as an independent third party will be considered. The third party could be an internal mediator as long as they are not involved in the issue, or in some cases an external mediator may be more appropriate. This option will be on a voluntary basis and will only be used if both parties agree to it. North Kelsey Parish Council will aim to have a combination of internal and external mediators and the process for accessing mediation when required will be available to all staff.



The purpose of these Grievance Procedures is to ensure that there is a system in place whereby employees can raise a grievance matter formally. It should be used when employees have problems or concerns about their work, working environment or working relationships that they wish to raise and have addressed, and which have not been resolved on an informal basis. These procedures allow for any grievance to be dealt with fairly and speedily before it develops into a major problem.



Stage 1 - Statement of Grievance



The employee must set out the grievance in writing and send a copy to the Clerk. If the problem is about the Clerk, the grievance should be addressed to the Chair of the Personnel Committee.



If the grievance is not contested and easily resolvable, the Clerk or Chair of Personnel Committee should respond in writing to the grievance within five working days. If it is not possible to respond within five working days, the employee should be given an explanation for the delay and advised when a response can be expected.







Stage 2 – Meeting



If the grievance is more complicated and/or contested, the Clerk or Chair of Personnel Committee (as appropriate) must invite the employee to attend at least one meeting to discuss the grievance. If the Clerk, another officer will attend the meeting. If the Chair of Personnel Committee is unavailable, another Council Member will attend the meeting.



The meeting must not take place unless:



· The employee has informed the Clerk or Chair of the Personnel Committee (as 

appropriate) what the basis for the grievance was when he or she made the statement.



· Any other party involved in the grievance has had a reasonable opportunity (seven working days) to consider his/her response.



· The employee has been advised that he or she may be accompanied and assisted by another employee or a trade union representative of his or her choice.



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



Depending on the nature of the grievance, it might be necessary for the Clerk or Chair of Personnel Committee to undertake an investigation and this will be discussed with the employee at the meeting.



Following the meeting, the Clerk of Chair or Personnel Committee (as appropriate) must inform the employee in writing of his/her decision as to his/her response to the grievance, where possible, within five working days after the meeting. The employee must also be informed of his/her right to appeal. If it is not possible to respond within five working days, the employee should be given an explanation for the delay and advised when a response can be expected.



Stage 3 – Appeal



If the matter is not resolved at Stage 2, the employee has the right to appeal. If the grievance was initially addressed to the Clerk, then this appeal should be made to the Chair of the Personnel Committee. If the grievance was initially addressed to the Chair of the Personnel Committee, the appeal should be made to the Parish Council Appeals Panel, which will be formed from at least three members who have not been involved in the grievance previously. The appeal must be put in writing by the employee to the Chair of the Council who will call the Appeals Panel. If the Chair of the Council is the same person as the Chair of the Personnel Committee, the appeal should be made to the Deputy Chair of the Council, who must act in place of the Chair of the Council.



The Chair of the Personnel Committee/Parish Council’s Appeals Panel (as appropriate) will meet to hear the grievance within a reasonable period and where possible within five working days. The employee will be informed that he or she may be accompanied by another employee or trade union representative of his or her choice. 



Following the meeting, the Chair of the Personnel Committee/Parish Council’s Appeals Panel (as appropriate) should respond to the grievance in writing within five working days. If it is not possible to respond within five



working days, the employee should be given an explanation for the delay and advised when a response can be expected.



External Advice



If mutually agreed, where the grievance is against the Clerk or a councillor, it may be

helpful to seek external advice and assistance during the grievance procedure. An external facilitator might be able to help resolve the problem.



Grievance Procedure during Disciplinary Action



Should an employee raise a grievance about the behaviour of his/her line manager during the course of the organisation’s Disciplinary Procedure, it may be appropriate 

to suspend the disciplinary procedure for a short period until the grievance can be properly considered. The Parish Council may consider seeking external advice as appropriate.



Records



Full records should be kept including the statement of grievance, the response from 

Clerk/Chair of the Personnel Committee/Parish Council’s Appeals Panel and any 

action taken together with the reasons for it. These records will be kept confidential 

and retained in accordance with the Data Protection Act. Copies of minutes of the 

meetings held will be given to the employee.











This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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Introduction

A grant is any payment or gift made by North Kelsey Parish Council to an organisation for a specific purpose that will benefit the Parish, or residents of the Parish, and which is not directly controlled or administered by the Parish Council.

North Kelsey Parish Council operates two types of grant, a Section S137 grant and an unrestricted grant.

The law requires that Section 137 grants must be “in the interests of or will directly benefit the area or its inhabitants, or of part of it, or some of it” and “the direct benefit should be commensurate with expenditure”.

In order to deliver the most benefit for the residents of North Kelsey a similar approach will be applied to the ‘unrestricted’ grant application.

Who can apply?

Local community groups, voluntary organisations and sports/recreational clubs, all of which must be of a non-commercial nature.

Any grant application must be seen to be of benefit to residents of North Kelsey.

How can the grants be used and how are they decided?

Grants can normally only be used for capital projects and not for revenue support.

North Kelsey Parish Council awards grants, at its discretion, to organisations which can demonstrate a clear need for financial support to achieve an objective which will benefit the Parish by:

· providing a service;

· enhancing the quality of life;

· improving the environment, and promoting the Parish of in a positive way.

The Parish Council will hear the application and make a final decision. Each application will be assessed on its own merits. However, to ensure as fair a distribution as possible of available funds, the Parish Council will take into account the amount and frequency of any previous awards.

Due account may also be taken of the extent to which funding has been sought or secured from other sources or fund-raising activities. At the Parish Council’s specific annual budgeting meeting an amount will be set from which grants will be awarded during the following financial year.

The availability of funds is dependent on the Council’s overall financial position and the choices it makes when allocating its resources. It is not just the role of the Parish Council to award grants. Where possible it actively encourages organisations to seek grants from other agencies to finance projects. 

How should an application be made?

All applications are to be made on a form that can be obtained from the Parish Clerk or the Parish Council website. Normally only one grant will be given in a Council fiscal year. 

Ongoing commitments to award grants in future years will not be made.

A fresh application will be required each year.

What is required with the application?

· Full and complete copies of your signed, certified and audited accounts for the last two years (only if your organisation has been in existence for that period)

· A recent bank statement for last 3 months. These should also be signed by a member of your organisation, indicating their position held.

· A detailed budget plan and supporting evidence.

· A copy of your organisations Constitution, Terms of Reference or Rules.

· The number, or percentage, of members that belong to the organisation and that live within North Kelsey Parish Council area

· Details of any restrictions placed on who can use/access the organisation’s services.

· Should you have had a previous grant from the Council, it is wise to check that you have included a full report of your previous award. Your current grant application might be affected if you fail to do so.

· Evidence of other awards towards the project, e.g. lottery funding, other bodies.

· For grant requests for projects the Parish Council will require that the organisation has robust tendering regulations, e.g. obtaining a minimum of three tenders. The Parish Council reserves the right to request proof of the tender process. 

North Kelsey Parish Council expects applicants to get the best value for money for any equipment, so applicants will need to give a detailed justification if they haven’t used the cheapest quotes. Quotes may be checked against market rates.

The following reasons will not be accepted as sufficient justification for why the applicant has not used the cheapest quote:

· the location of the supplier;

· the fact they have bought from a supplier before; or

· any offers the supplier makes about future service or maintenance of equipment.

VAT

North Kelsey Parish Council grant awards will not cover reclaimable VAT. If an organisation is unable to cover the cost of the VAT then there is the option for North Kelsey Parish Council pay the relevant bill and then reclaim the VAT.

0% Loans

North Kelsey Parish Council reserve the right to offer grants in the form of a 0% interest loan. Loans would be offered over either 12 or 24 months with monthly repayments to be paid by BACS on the 20th of each month. 



What will not normally be funded

The following will not normally be funded:

· Private individuals.

· The activities of political organisations.

· The activities of religious organisations, unless they can show they operate clear and open community activities which do not require membership or connection to the organisation and that the application will be of benefit to the community.

· General operational and maintenance costs.

· Events that have already occurred, equipment already purchased, works already started or completed.

· Repayment of loans or cost of services, equipment or provisions in anticipation of a grant. 

· Organisations that have a closed or restricted membership.

· Organisations that are the responsibility of another public body/agency, however some form of matched/joint funding might be considered.

· “Upward funder” i.e. local groups where fund-raising is sent to a central HQ for redistribution.

· Purposes for which there is a statutory duty upon other local or central government departments to fund or provide.

This list is not exclusive, and may be added to at the council’s discretion.

Grant conditions.

The grant can only be used for the purpose stated in the application and the Council reserves the right to reclaim any grant not being used for the specified purpose of the application.

Organisations are responsible for ensuring that they are in compliance with all legal and statutory requirements.

Should for any reason the organisation disband during the period of the grant the Council may ask for all or part of the monies to be paid back.

Prior approval of the Council is required if any change of purpose of the grant is required.

Organisations must contact the Council before disposing of any equipment or resources purchased or part purchased with a grant from the Council.

The Council reserves the right to monitor the use of the grant, the organisation will allow reasonable access to premises/accounts upon request from the Parish Clerk.

Acknowledgement of the financial support received from the Council is required on documentation and any promotional literature or other media operation. To not do so could mean funding being withdrawn.

To be eligible for a grant an organisation shall not discriminate on grounds of racial origin, gender, disability, age, (except for obvious reasons, such as becoming a member of a Youth club), and political or religious persuasion.

Normally only one grant per year, though exceptions may be made.

More than one project may be comprised in a grant, though one completed application form per project is required. Should any of these conditions not be met it could result in the award being withdrawn, the grant having to be repaid and future grant applications being refused.

Reporting

All grants awarded will be subject to a 6 month ‘report back’ to North Kelsey Parish Council as to the progress and/or community benefit.

Failure to return a ‘report back’ may result in the Council asking for all or part of the monies to be paid back.

Publicising the Grant

North Kelsey Parish Council requires that grants are publicised.

The requirements will be set out in the grant agreement letter. Successful applicants will be required to:

· mention the grant in any press releases, online communications and websites; and

· display a poster, plaque, or billboard, depending on the amount of funding received and the type of investment, including the North Kelsey Parish Council logo. 

Non-compliance of publicity requirements is a breach of the funding agreement and may result in your grant claim being reduced, withdrawn or reclaimed.

Applicants must cover the cost of publicising the grant and this cannot be included in claims for grant reimbursement.

Changes During the Grant Period

The applicant is expected to use the grant money to buy items as specified in the application and grant funding agreement. During the grant period, exceptional circumstances may arise where applicants need to change elements of a project. 

Applicants must inform North Kelsey Parish Council in writing immediately and where appropriate seek a contract variation.

Applicants must inform the North Kelsey Parish Council about any changes to a project, for example:

· changes to use of buildings, equipment or any other assets bought with the grant;

· disposing of or selling any of the assets;

· closing, selling or transferring the business that’s associated with the grant.

This applies during the project and for five years after the payment of the final claim. 

Agreement to an amendment is not automatic and if the applicant goes ahead with a change that North Kelsey Parish Council does not agree to, there may be an obligation to repay the grant or North Kelsey Parish Council may withhold part or the entire remaining grant.



This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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This policy has been issued by the Parish Council in order to comply with the requirements of the General Data Protection Regulations (GDPR) which came into force in May 2018.

Your Personal Data – What Is it?

“Personal Data” is any information about a living individual, which allows them to be identified from that data (for example a name, photograph, videos, email address or postal address). Identification can be by directly using the personal data itself or by combining it with other information which helps to identify a living individual. The processing of data is governed by legislation to personal data which applies in the United Kingdom including the General Data Protection Regulations (the ‘GDPR’) and other local legislation relating to personal data and rights such as the Human Rights Act.

Council Information

This privacy policy is provided to you by North Kelsey Parish Council which is the data processor for your data.

The Council’s address is:	Clerk to the Council
North Kelsey Parish Council
	4a March Street

	Kirton in Lindsey DN21 4PH



We will always respect the privacy of individuals who browse our website and leave contact details with us. Please read our privacy policy carefully as it contains important information about what to expect when we collect personal information about you and how we will use (“process”) that data.

North Kelsey Parish Council does not track your activity as an individual.

The Council will process some or all of the following personal data where necessary to perform its tasks:-

· Titles, names, aliases, photographs

· Contact details such as telephone numbers, addresses and email addresses

The council will comply with data protection law. This says that the personal data we hold about you must be:

· Used lawfully, fairly and in a transparent way.

· Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.

· Relevant to the purposes we have told you about and limited only to those purposes.

· Accurate and kept up to date.

· Kept only as long as necessary for the purposes we have told you about.

· Kept and destroyed securely including ensuring that appropriate technical and security measures are in place to protect your personal data from loss, misuse, unauthorised access and disclosure.

We use your personal data for some or all of the following purposes:-

To deliver public services including to understand your needs to provide the services that you request and to understand what we can do for you and inform you of other relevant services;

· To confirm your identity to provide some services;

· To contact you by post, email and telephone;

· To prevent and detect fraud and corruption in the use of public funds and where necessary for the law enforcement functions;

· To enable us to meet all legal and statutory obligations and powers including any delegated functions

· To promote the interests of the Council;

· To maintain our own accounts and records;

· To seek your views, opinions or comments;

· To notify you of changes to our facilities, services, events and staff, councillors and role holders;

· To send you communications which you have requested and that may be of interest to you. These may include information about campaigns, appeals, other new projects or initiatives;

· To process relevant financial transactions including grants and payments for goods and services suppled to the Council.

What is the legal basis for processing your personal data?

The Council has always required a legal basis to processing personal data. The General Data Protection Regulations include five lawful basics for local Councils. It is possible for more than one to apply at the same time. The five basics are:-

Compliance with legal obligations: The Council is a Parish Council and has certain powers and duties. Most of your personal data is processed for compliance with a legal obligation which includes the discharge of the Council’s statutory functions and powers. Sometime when exercising these powers or duties it is necessary to process personal data of residents or people using the Council’s services. We will always take into account your interests and rights. This privacy policy sets out your rights and the Council’s obligations to you in detail.

Contractual Necessity: We may also process personal data if it is necessary for the performance of a contract with you, or to take steps to enter into a contract.

Consent: Sometimes the use of your personal data requires your consent. On these occasions we will first obtain your consent to that use.

Vital Interest: It is possible to process personal information to protect an individual without their consent e.g. in a life or death situation where emergency contact information is needed.

Public Interest: When the Parish Council is acting in the public interest, personal data may be processed if it is necessary to undertake the tasks.

Sharing your personal data:-

The Council will implement appropriate security measures to protect your personal data. This section of the Privacy Policy provides information about the third parties with whom the Council may share your personal data. These third parties also have an obligation to put in place appropriate security measures and will be responsible to you directly for the manner in which they process and protect your personal data. It is likely that we may need to share your data with some or all of the following (but only when necessary):

· West Lindsey District Council

· Lincolnshire County Council

· Contractors (such as contracted cleaning company)

We may ned to share your personal data we hold with them so that they can carry out their responsibilities to North Kelsey Parish Council. If we work together for a joint purpose that involves your personal data we are joint data controllers. This means those involved are all responsible to you for how we process your data. If there is no joint purpose then each data controller is independent and is individually responsible to you.

How long do we keep your personal data?

We will keep some records permanently if we are legally required to do so. We may keep some other records for an extended period of time. For example, it is current best practice to keep financial records for a minimum period of eight years to support HMRC audits or provide tax information. We may have legal obligations to retain some data in connection with our statutory obligations as a public authority. The Council is permitted to retain data in order to defend or pursue claims. In some case’s the law imposes a time limit for such claims (for example 3 years for a personal injury claim or 6 years for contract claims). We will retain some personal data for this purpose as long as we believe it is necessary to be able to defend or pursue a claim. In general, we will endeavour to keep data only for as long as we need it. This means that we will delete it when it is no longer needed.

Your rights and your personal data

You have the following rights with respect to your personal data:-

When exercising any of the rights listed below, in order to process your request, we may need to verify your identity for your security. In such cases we will need you to respond with proof of your identity before you can exercise these rights.

The right to be informed – e.g. through this policy. The right to access personal data we hold on you. At any time, you can request the data we hold on you as well as why we have it, who has access to it and where it was obtained from. We will respond to requests within one month of receiving them. There is no charge for the first request.

The right to correct and update the personal data we hold on you – If the data we hold on you is out of date, incomplete or incorrect you can inform us and we will update it.

The right to have your personal data deleted – If you feel we should no longer be using it or are using it unlawfully. When we receive your request we will then either confirm that it has been deleted or explain why it cannot be deleted e.g. because we need it to comply with a legal obligation.

The right to object to processing of your personal data or to restrict it to certain purposes only – You can request us to stop processing your data or ask to restrict what we do with it. When we receive your request, we will let you know if we are able to comply or if we have a legal obligation to continue.

The right to data portability – You can request that we transfer data to another controller. Where this is feasible, we will do this within one month of receiving your request.

The right to withdraw your consent – To the processing at any time for any processing of data to which consent was obtained. Please use the contact details below to do this.

The right to lodge a complaint – with the Information Commissioner’s Office. You can contact the Information Commissioners Office on 0303 123 1113 or via email to casework@ico.org.uk or by post to Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.

Use of cookies

Our website is powered by WordPress. Cookies are only used to ensure it runs correctly. They are not used for tracking purposes but just to hold site information for the duration of your browsing session. We do not use any third party, tracking, advertising cookies.

Further Processing

If we wish to use your data for a new purpose not covered by this privacy policy, then we will provide you with a Privacy Notice explaining this new use prior to commencing the processing and setting out the relevant purposes and processing conditions. Where and whenever necessary we will seek prior consent to the new processing.

Changes to this policy

We keep this Privacy Policy under regular review and we will place any updates on the Parish Council website. This policy was last reviewed in September 2024.

Contact Details

Please contact us if you have any questions about this Privacy Policy or the personal data we hold about you or to exercise all relevant rights, queries or complaints:

Data Processor
North Kelsey Parish Council
4a March Street
Kirton in Lindsey
DN21 4PH



















This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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DIGNITY AT WORK POLICY



Purpose & Scope



North Kelsey Parish Council is committed to ensuring that all employees and councillors are treated with dignity and respect at work and to promoting a working environment that is free from all forms of discrimination, bullying and harassment. This policy has been developed to give employees and councillors who believe they have been subjected to bullying or harassment a route to raise a complaint either formally or informally in order to resolve the situation. As part of its overall commitment to equality the Council recognises the right of all employees and councillors to be treated with dignity in all working relationships.



This is irrespective of the protected characteristics as outlined in the Equality Act 2010:



· Pregnancy & Maternity

· Gender Reassignment

· Disability

· Age



· Marriage & Civil Partnership

· Sexual Orientation

· Sex

· Religion or Belief

· Race

















Objectives



The Council recognises its duty to ensure that all employees and councillors are aware of the importance of a bullying and harassment free workplace. This policy informs employees of the types of behaviour that are unacceptable. It is the duty of employees and councillors to implement and comply with the policy. All employees and councillors carry responsibility for their own behaviour and will be held accountable as such. This policy should be read in conjunction with the Council’s policies on Grievance and Disciplinary handling as well as the Code of Conduct for Councillors.



The Legal Position



North Kelsey Parish Council has a duty of care towards all their employees and a liability under the Employment Rights Act 1996, the Health and Safety at Work Act 1974 and the Harassment Act 1997. If an employer fails to act reasonably with regard to this duty of care by allowing bullying or harassment to continue unchallenged, an employee may decide to resign and claim ‘constructive dismissal’ at an Employment Tribunal. Under the Equality Act 2010 bullying or harassment related to one of the protected characteristics covered by the Act can be considered unlawful discrimination which could lead to an Employment Tribunal claim for discrimination against the employer, the council and the perpetrator(s) as individual named Respondents.

 

Definitions



Bullying may be characterised as a pattern of offensive, intimidating, malicious, insulting or humiliating behaviour; an abuse of this use of power or authority which tends to undermine an individual or a group of individuals, gradually eroding their confidence and capability, which may cause them to suffer stress.



Harassment is unwanted conduct that violates a person’s dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment. Both bullying and harassment are behaviours which are unwanted by the recipient.



Bullying and harassment in the workplace can lead to poor morale, low productivity and poor performance, sickness absence, lack of respect for others, damage to the Council’s reputation and ultimately, Employment Tribunal or other court cases and payment of compensation.



Unacceptable behaviour

Examples of unacceptable behaviour are as follows; (this list is not exhaustive) spreading malicious rumours, insulting someone, ridiculing or demeaning someone, exclusion or victimisation, unfair treatment, overbearing supervision or other misuse of position or power, unwelcome sexual advances, making threats about job security, deliberately undermining a competent worker by overloading work and/or constant criticism, preventing an individual’s promotion or training opportunities.



Bullying and harassment may occur face-to-face, in meetings, through written communication, including e-mail and social media, by telephone.  It may occur on or off work premises, during work hours or non-work time.



Penalties



Bullying and harassment are considered examples of serious misconduct which will be dealt with through the Disciplinary Procedure at Gross Misconduct level and may result in summary dismissal from the Council for employees or through referral to N.E.L.C as a contravention of the Member’s Code of Conduct, which may result in penalties against the member concerned. In extreme cases harassment can constitute a criminal offence and the Council should take appropriate legal advice.



Process for Dealing with Complaints of Bullying and Harassment



Informal Approach



Anyone; employee, contractor, member or visitor, who feels he or she is being bullied or harassed should try to resolve the problem informally, in the first instance. It may be sufficient to explain to the person(s) involved in the unwanted behaviour that their conduct is unacceptable, offensive or causing discomfort.



Formal Approach



Employees : Where the employee feels unable to resolve the matter informally any complaint about harassment or bullying can be raised confidentially and informally, initially with the Clerk or if the matter involves the Clerk, with the Chair of the Personnel Committee. It may be appropriate for the complaint to be put in writing after the initial discussion, which would then be dealt with in accordance with the Council’s Grievance Policy.









Others : Any other party to the Council, other than an employee, who feels he or she is being bullied or harassed should refer to the Council’s Complaints Procedure, if an informal approach cannot be taken to resolve matters. If a complaint is regarding the conduct of a Councillor, this should be raised with the Monitoring Officer at N.E.L.C., as included in the Complaints Procedure. Once the matter is reported to the Monitoring Officer, the Parish Council's formal role ceases.



Possible Outcomes



In cases where allegations are made regarding an employee of the Council, this may result in the Council’s Disciplinary Procedure being invoked. The Monitoring Officer at N.E.L.C. will deal entirely with any complaints involving the conduct of Councillors and will advise of and implement any sanctions where required. In extreme cases, the Council may be required to refer details of any harassment to the Police under the Protection from Harassment Act 1997.



False or Malicious Allegations



Intentionally false or malicious allegations of harassment or bullying which damage the reputation of a fellow employee/member or other party to the Council, will not be tolerated and may be dealt with as serious misconduct under the Disciplinary Procedure and/or a referral to the Monitoring Officer.



Responsibilities



Councillors and Council employees have a responsibility to ensure that their conduct towards others does not harass or bully or in any way demean the dignity of others. If unacceptable behaviour is observed then each individual can challenge the perpetrator and ask them to stop. The Council will undertake to ensure that its members and employees adhere to the processes required by this policy as deemed appropriate.









This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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Introduction

North Kelsey Parish Council is committed to learning and development for all councillors and employees by identifying training requirements promptly and providing the necessary resources to provide the necessary training. This may include financial assistance, study leave, short courses and workshops and links with other policies.

The objectives of this policy are to encourage all councillors and employees to undertake appropriate learning and development activities.

Commitment to Training and Development

North Kelsey Parish Council recognises that its councillors and employees are its most important assets and is committed to encouraging everybody to enhance their skills, knowledge and qualifications through learning and development activities. Some learning is also necessary to ensure compliance with all legal and statutory requirements.

North Kelsey Parish Council are committed to continuous learning and development to enable councillors and employees to effectively contribute to achieving the council’s aims and objectives by providing the highest quality representation and services. 

Learning and Development



Learning and development improves the quality of the services and facilities provided by North Kelsey Parish Council and helps to enable the organisation to achieve its corporate aims and objectives. The skill base of employees is improved to produce confident and qualified staff working as an effective and efficient team and ultimately demonstrates that employees are valued.

Learning and development will be achieved by including a realistic training allocation in the annual budget as well as by taking advantage of any relevant partnership or in-house provision available.

Identification of Learning and Development Needs

Employees will be asked to identify their development needs with advice from others. Members’ and employees’ learning needs may also be identified through the interview process, line management, through the appraisal process and day to day discussion.

Learning and development needs may also be identified due to:

· Legislative requirements;

· Changes in legislation;

· Changes in systems;

· New or revised qualifications becoming available;

· Accidents;

· Professional error;

· New working methods and practices;

· Complaints to the Council;

· A request from a member of staff;

· Devolved services/ delivery of new services.

Employees who wish to attend a learning course should discuss this with the Personnel Committee/Council and all requests will be considered positively.

New Councillors and Employees



All new councillors and employees will receive basic induction in the workings of the council, council policies and governance. This will also include council finance, assets, health, safety and welfare. Specific mandatory learning (such as an understanding of the Code of Conduct for Councillors) will be included as well as an assessment of any essential learning needed to effectively carry out the role. Any need identified in the assessment will be met in accordance with the Council’s commitment to learning and development.



The council will provide all employees / members with a Council Handbook.

 

Corporate Learning 



This is necessary to ensure that Members and employees are aware of their legal responsibilities and corporate standards e.g. Health and Safety, Equal Opportunities, Code of Conduct. Employees will be required to attend courses, workshops or seminars where suitable learning opportunities have been identified.

 

Financial Assistance

It is important to note that all learning must be appropriate to the needs of the council, relevant to the individual’s role and subject to the availability of financial resources. Each request will be considered on an individual basis and the benefits to the individual and the council will be identified. Members and employees will be required to attend the nearest venue offering the required development course or event unless an alternative is authorised by council in the interest of operational effectiveness or ensuring value for money.

The council will also consider:

· The impact on operational capability;

· The most economic and effective means of providing the learning;

· Provision and availability of the learning budget.

Members and employees can expect the following costs to be met by council for approved learning and development activities:

· The course fee;

· Examination fees;

· Associated membership fees;

· One payment to re-take a failed examination.

Members and employees attending financially assisted courses are required to inform the clerk immediately of any absences, giving reasons. Failure to sit an examination may result in the council withdrawing future course funding and/or requesting the refunding of financial assistance.

Each case will be considered on an individual basis.

North Kelsey Parish Council operates a Return of Service agreement. Any employee undertaking post entry qualifications funded by the Council must be aware that, should they voluntarily leave the council’s employment within two years of completing the qualification, they will be required to repay all costs associated with obtaining that qualification.

Study Leave

Employees who are given approval to undertake external qualifications are granted study time to attend day release courses, time to sit examinations; and study time and provision of study time must be agreed with the Personnel Committee/Chairman prior to the course being undertaken.

Short Courses/ Workshops/ Residential Weekends

Where attendance is required out of normal working hours at a short course, an attendance allowance will be granted. Members and employees attending approved short courses/ workshops/ residential weekends can expect the following to be paid:

· The course fee;

· Travelling expenses in accordance with the council’s current policy;

· Subsistence in accordance with the council’s current policy.











Linking with other Council Strategies and Policies

North Kelsey Parish Council learning and development policy links with other council strategies, policies and activities; notably

· Risk Management Policy: a commitment to learning and development greatly assists in achieving good governance and an effective system of risk management.

· Health and Safety Policy: ongoing learning and development is critical to ensuring a positive approach to health and safety is embedded throughout the council.

· Continuing Professional Development (CPD).

· Continuous improvement.



Progress Reports

The clerk will report annually to the council detailing learning and development activities over the year, attendance and evaluation











This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.



North Kelsey Parish Council

Clerk: Mandy Coote

Address: 4a March Street, Kirton in Lindsey, Gainsborough, DN21 4PH

Website: https://north-kelsey.parish.lincolnshire.gov.uk

Mobile: 07872 863818

Email: clerk@northkelseyparishcouncil.gov.uk
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The aim of this policy is to set out a Code of Practice to provide guidance to Parish councillors, council staff and others who engage with the council using online communications, collectively referred to as social media.

Social media is a collective term used to describe methods of publishing on the internet.

This policy covers all forms of social media and social networking sites which include (but are not limited to):

· Parish Council Website

· Facebook, Twitter, Myspace, other social networking sites.

· YouTube and other video clips and podcast sites 

· LinkedIn

· Bloggs and discussion forums

The use of social media does not replace existing forms of communication.

The principles of this policy apply to Parish councillors, council staff and to others communicating with the Parish Council.

The policy sits alongside relevant existing polices which need to be taken into consideration. The current Code of Conduct applies to online activity in the same way it does to other written or verbal communication. Individual Parish councillors and council staff are responsible for what they post in a council and personal capacity.

In the main, councillors and council staff have the same legal duties online as anyone else but failure to comply with the law may have more serious consequences.

Social media may be used to

· Publish information about the work of North Kelsey Parish Council to a wider audience.

· Advertise dates of meetings, events and activities

· Good news stories linked to website or press pages

· Job Vacancies limited to advertisements only

· Re-tweet or share information from partner agencies such as Principal Authorities, Police, Library, Health etc

· Announcing new information

· Post or Share information from other Parish related community groups such as hall users, schools, sports clubs, community groups and charities 

When using social media (including email) Parish councillors and council staff must be mindful of the information they post in both a personal and council capacity and keep the tone of any comments respectful and informative.







Online content should be accurate, objective, balanced and informative. Parish councillors and council staff must not:

· hide their identity using false names or pseudonyms

· present personal opinions as that of the council

· present themselves in a way that might cause embarrassment to the council 

· post content that is contrary to the democratic decisions of the council

· post controversial or potentially inflammatory remarks

· engage in personal attacks, online fights and hostile communications

· use an individual’s name unless given written permission to do so 

· publish photographs or videos of minors without parental permission 

· post any information that infringes copyright of others

· post any information that may be deemed libel 

· post online activity that constitutes bullying or harassment 

· bring the council into disrepute, including through content posted in a personal capacity

· post offensive language relating to race, sexuality, disability, gender re-assignment, age, marriage & civil partnership, pregnancy and maternity, religion or belief, sex or sexual orientation 

· conduct any online activity that violates laws, regulations or that constitutes a criminal offence

Publishing untrue statements about a person which is damaging to their reputation is libel and can result in a court action and fine for damages. This also applies if someone else publishes something libellous on your social media site. A successful libel claim will result in an award of damages against you.

Posting copyright images or text on social media sites is an offence. Breach of copyright will result in an award of damages against you.

Publishing personal data of individuals without permission is a breach of Data Protection legislation is an offence.

Publication of obscene material is a criminal offence and is subject to a custodial sentence.

Councillor’s views posted in any capacity in advance of matters to be debated by the council at a council or committee meeting may constitute Pre-disposition, Predetermination or Bias and may require the individual to declare an interest at council meetings.

Anyone with concerns regarding content placed on social media sites that denigrate Parish councillors, council staff or residents should report them to the Clerk of the Council.

Misuse of social media content that is contrary to this and other policies could result in action being taken.

The Council will appoint a nominated person as moderator of Parish council social media output and be responsible for posting and monitoring content to ensure it complies with the Social Media Policy.

The moderator will have authority to remove any posts made by third parties from council social media pages which are deemed to be of a defamatory or libellous nature. This policy will be reviewed annually.







































































This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.
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 PUBLICATION SCHEME 



 

SCHEME OF PUBLICATION 

 The Scheme of Publication sets out what kinds of information that the ICO would expect Parish Councils to provide in order to meet their commitments under the model publication scheme.   

The ICO would expect Parish Councils to make the information in this definition document available unless:  

(a) it does not hold the information;   

(b) the information is exempt under one of the FOIA exemptions or Environmental Information Regulations exceptions, or its release is prohibited by another statute;   

(c) the information is readily and publicly available from an external website; such information may have been provided by the public authority or on its behalf. The authority must provide a direct link to that information;  

(d) the information is archived, out of date or otherwise inaccessible; or,  

(e) it would be impractical or resource-intensive to prepare the material for routine release.  

The legal commitment is to the model publication scheme, and public authorities should look to provide as much information as possible on a routine basis.  

Publishing datasets for re-use  Public authorities must publish under their publication scheme any dataset they hold that has been requested, together with any updated versions, unless they are satisfied that it is not appropriate to do so. So far as reasonably practicable, they must publish it in an electronic form that is capable of re-use.   

If the dataset or any part of it is a relevant copyright work and the public authority is the only owner, the public authority must make it available for re-use under the terms of a specified licence. Datasets in which the Crown owns the copyright or the database rights are not relevant copyright works.   

The Datasets Code of Practice recommends that public authorities make datasets available for re-use under the Open Government Licence.     

The term ‘dataset’ is defined in section 11(5) of FOIA. The terms ‘relevant copyright work’ and ‘specified licence’ are defined in section 19(8) of FOIA. The ICO has published guidance on the dataset provisions in FOIA. This explains what is meant by “not appropriate” and “capable of reuse”.  







 

		Information to be published 

		How the information can be obtained 

		Cost 



		Class 1 – Who we are and what we do 

Organisational information, structures, locations and contacts 

This will be current information only 

		

Hard copy

Website

		 

10p per A4 sheet 

Free 



		Who’s who on the Council and its Committees 

 

		Council: Hard copy or website

Council: website

Committee: Contact the Clerk

		10p per A4 sheet 

Free 





		Contact details for Parish Clerk and Council Members (named contacts where possible with telephone number and email address (if used) 

		Hard copy

website

 

		10p per A4 sheet 

Free 







		Class 2 – What we spend and how we spend it  

Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit. 

 

Current and previous financial year as a minimum  

		

Hard copy

Website 

		 

10p per A4 sheet 

Free 



		Annual return form and report by auditor 

		Hard copy

Website 

		10p per A4 sheet 

Free 



		Finalised consolidated budget 

		Hard copy

Website

		10p per A4 sheet 

Free 



		Standing Orders 

		Hard copy

Website  

		10p per A4 sheet 

Free 



		Financial Regulations 

		Hard copy

Website 

		10p per A4 sheet 

Free 



		Grants given and received 

		Hard copy

Website 

		10p per A4 sheet 

Free 



		List of current contracts awarded and value of contract

		Hard copy

Website  

		10p per A4 sheet 

Free 







		Members allowances and expenses – currently none are claimed 

		 Not applicable

		 



		

		

		



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

		 

		 



		Annual report to Parish Meeting (current and previous year as a minimum) 

		Hard copy

Website

 

 

		10p per A4 sheet 

Free 



		Class 4 – How we make decisions 

Decisions making processes and records of decision 

 

Current and previous council year as a minimum 

		 

Hard copy

Website

		 

10p per A4 sheet 

Free



		Timetable of meetings (Council and any committee/sub committee meetings and Parish meetings

		Hard copy

Website

		10p per A4 sheet 

Free 



		Agendas of meetings 

		Hard copy

Website 

		10p per A4 sheet 

Free



		Minutes of meetings (NB this will exclude information that is properly regarded as private to the meeting) 

		Hard copy

Website 

		10p per A4 sheet 

Free 







		

		 

		



		Reports presented to council meetings (NB this will exclude information that is properly regarded as private to the meeting) 

		Hard copy  

Website  

 

		10p per A4 sheet 

Free 



		Responses to consultation papers 

		Hard copy or  

Website  

		10p per A4 sheet 

Free 



		Responses to Planning applications 

		Hard copy

Website  

		10p per A4 sheet 

Free 



		 

		 

		 



		Class 5 – Our policies and procedures 

Current written protocols, policies and procedures for delivering our service and responsibilities  

 

Current information only 

		 

Hard copy

Website  

 

		 

10p per A4 sheet 

Free 



		Policies and procedures for the conduct of Council business : 

Procedural Standing Orders 

Committee and sub committee terms of reference 

Delegated authority in respect of officers 

Code of Conduct 

Policy Statements 

		Hard copy

Website 

 

		10p per A4 sheet 

Free 



		Policies and procedures for the provision of services and about the employment of staff. 

		Hard copy

Website   

		10p per A4 sheet 

Free 







		Complaints Procedure (including those covering request for information and operating the publication scheme)

		Hard copy

Website 

		10p per A4 sheet 

Free 



		Data Protection Policy 

Any other policies

		Hard copy

Website  

		10p per A4 sheet 

Free 



		



 

		 

		 



		Class 6 – Lists and Registers 

Currently maintained lists and registers only 

		

Hard copy

Website

		 

10p per A4 sheet 

Free 



		Any publicly available register or list (if any are held this should be publicised in most circumstances existing access provisions will suffice) 

		Hard copy

Website 

 

		10p per A4 sheet 

Free 



		Assets register (updated annually) 

		Hard copy

Website 

		10p per A4 sheet 

Free 







		Disclosure log (indicating the information that has been provided in response to requests; recommended as good practice, but may not be held by Parish Councils) 

		Hard copy

Website  

 

		10p per A4 sheet 

Free 



		Register of Members’ Interests 

		Hard copy

Website  

		10p per A4 sheet 

Free 



		Register of gifts and hospitality 

		Hard copy

Website  

		10p per A4 sheet 

Free 



		 

		 

		 



		Class 7 The services we offer 

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

 

Current information only 

		

Hard copy

Website 

 

		 

10p per A4 sheet 

Free 





 

Clerk to the Council     Email : clerk.northkelseyparish@gmail.com   

Website : https://north-kelsey.parish.lincolnshire.gov.uk/
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This Scheme of Delegation authorises the Proper Officer and Responsible Financial Officer (which may be one and the same person), Committees and Sub-committees and Working Groups of the Council to act with delegated authority in the specific circumstances detailed.



Responsible Financial Officer Duties & Powers



The Parish Clerk shall be the Responsible Financial Officer to the Council and shall be responsible for the Parish Council’s accounting procedures, in accordance with the Accounts and Audit Regulations in force at any given time.



Proper Officer Duties & Powers



The Parish Clerk shall be the Proper Officer of the Council and as such is specifically authorised to:



a) Receive declarations of acceptance of office;

b) Receive and record notices disclosing interests at meetings;

c) Receive and retain plans and documents;

d) Sign notices, agreements, licences or other documents on behalf of the Council;

e) Receive copies of By-laws made by another local authority;

f) Certify copies of By-laws made by the Council; Sign and issue summonses to attend meetings of the Council.

g) Keep proper records for all Council Meeting

h) Notify the Returning Officer of any casual vacancies and liaise with him regarding the conduct of elections



In addition, the Parish Clerk has the delegated authority to undertake the following matters on behalf of the Council:



a) The day-to-day administration of services, together with routine inspection and control.

b) Day-to-day supervision, recruitment and control of all staff employed by the Council, save where the Grievance & Discipline Procedures take precedence.

c) Authorisation of routine expenditure within the agreed budgets.

d) Emergency or necessary expenditure outside of the agreed budget but within the Financial Regulations.

e) Where, and only where Council cannot make a valid comment within the time frame, the consideration, for consultation purposes, of minor planning applications in consultation with 2 Councillors, (one of whom shall be the Chair or Vice Chair)

f) Dealing with all press and public relations on behalf of the Council as per the adopted Media Policy



Delegated actions of the Parish Clerk shall be in accordance with Standing Orders, Financial Regulations and this Scheme of Delegation and with directions given by the Council from time to time.









Council



The following matters are reserved to the Council for decision, notwithstanding that the appropriate Committee(s) may make recommendations thereon for the Council’s consideration:



a) Setting the Budget & Precept;

b) Borrowing money;

c) Making, amending or revoking Standing Orders, Financial Regulations or this Scheme of Delegation.

d) Making, amending or revoking By-laws;

e) Making of Orders under any Statutory powers;

f) Matters of principle or policy.

g) Nomination and appointment of representatives of the Council to any other authority, organisation or body (excepting approved Conferences or meetings);

h) Authorising the incurring of expenditure not provided within the approved budget;

i) Any proposed new capital undertaking;

j) Prosecution or defence in a court of law;

k) Nomination or appointment of representatives of the Council at any inquiry on matters affecting the Parish, excluding those matters specific to a committee.

l) Creation of Committees and membership therein;

m) Consideration of eligibility to use the Power of Well Being;

n) Confirming the appointment of the Parish Clerk



Sections 102 & 103 Local Government Act 1972 allows for the discharge of the Council’s functions by a Committee or an Officer of the Authority.



Committees shall, at all times, act in accordance with the Council’s Standing Orders, Financial Regulations and this Scheme of Delegation where applicable and may only be exercised where sufficient budgetary provision exists or can be varied from which the approved budget of the Committee.  The Committees must operate within the statutory framework of powers and duties granted by way of rules, regulations, schemes, statutes, by-laws or orders made and with any directions given by the Council from time to time.



Committees, unless the Council otherwise directs, may arrange to devolve any of its to Officers of the Council



Committees shall appoint a Chairman and Vice-Chairman at their first meeting following the Annual Meeting of Council.



Committees shall meet within the timetable approved by the Council at its Annual Meeting.



The Minutes of the Committee Meetings shall be presented to the next meeting of Council for adoption.



Meetings shall be open to the public, although the Committee may resolve to exclude the press and public under s1 Public Bodies (Admission to Meetings) Act 1960 only when the following confidential matters are to be discussed:



a) Engagement, terms of service, conduct and dismissal of employees;

b) Terms of tenders, proposals and counter-proposals in negotiation for contracts;

c) Preparation for cases in legal proceedings; and

d) Early stages of any dispute.



All members of the Council shall receive agendas and supporting papers of Council and all Committees by e-mail except where it is not appropriate. (With the exception of Personnel, where only the members shall receive correspondence and pink papers will be handed out in person only and returned back to the Clerk). Members not on a committee will be treated as if they were members of the public in meetings, but may remain through closed sessions at the Chair’s discretion.



Urgent Matters



In the event of any matter arising which requires an urgent decision notwithstanding delegated powers granted above the Parish Clerk shall forthwith consult with the Chairman and Vice-Chairman of the appropriate Committee (if the matter involves expenditure not provided for in the annual budget) and those Members so consulted together with the Parish Clerk shall have delegated power to act on behalf of the Council in respect of the particular matter then under consideration. 



Before exercising the delegated powers above, those Members consulted shall consider whether the matter is of sufficient interest to justify the summoning of a Special Meeting of the appropriate Committee and where a meeting is so summoned the Committee concerned shall have delegated power to act on behalf of the Council in respect of the particular matter then under consideration. 



Before exercising the delegated powers granted above, the Committee concerned shall consider whether the matter is of sufficient importance to justify recommending to the Chair that a Special Meeting of the Council should be called.



Whenever any action is taken under this policy, full details of the circumstances justifying the urgency and of the action taken shall be submitted in writing to the next available meetings of the Committee concerned and of the Council. 



The Committee may refer specific matters to the Council for a final decision if it so wishes.

Committees

Committees may be formed by resolution of the Council at any time and delegated powers may be decided upon at the time the Committee is formed by means of a Terms of Reference Policy adopted by Council.

Working Groups / Parties

Working Groups/Parties may be formed by resolution of the Council or a Committee at any time.  The work of such a Working Group/Party will be decided upon at the time it is formed by means of a Minute detailing the Terms of Reference.  Each Working Group/Party will report back with recommendations to the Council or the Committee that formed it.



































































This document is available free online at https://north-kelsey.parish.lincolnshire.gov.uk



In accordance with the Parish Council’s Publication Scheme this document can be purchased for 10p per page, plus postage and packaging. To get a quote for a copy of this document please contact the Clerk to the Parish Council.
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