ANDOVER TOWN COUNCIL
Full Council Meeting Agenda
19th July 2019

Constantia Basis Virtutum

To the Members of Andover Town Council:

You are hereby summoned to attend a meeting of full COUNCIL to be held in The Rendezvous, Union
Street, Andover on Friday 19 July 2019 at 7.00 pm when it is proposed to transact the following
business:-

Wendy R Coulter
Town Clerk – 12 July 2019
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Item 1: Apologies for Absence
To receive and accept apologies for absence.

Item 2: Declarations Of Interest
To receive and note any declarations of interest relevant to the agenda.

Item 3: Minutes of the last meeting
The Town Mayor to sign as a correct record the minutes of the Town Council meeting held on 14th of
June 2019. Attached at Appendix A

Item 4: Public Participation
There is an opportunity for members of the public to make statements or ask questions on items on
the agenda or on other items relevant to the Town to which an answer may be given in the meeting
and recorded in the minutes or, if necessary, a written reply will follow or the questioner will be
informed of the appropriate contact details. Each person is limited to 3 minutes and the total amount
of time set aside will be 15 minutes.

Item 5: Report From Hampshire Police
To receive a verbal update report on crime in the Andover area.

Item 6: Reports From TVBC & HCC Councillors
To receive any reports from Borough and County Councillors from the Andover Wards. For
clarification: Reports are “Information and updates regarding Andover with which the Councillor has
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been involved”.
News from Test Valley Borough Council and Hampshire County Council committees which directly
affect any of the Andover Wards. Reports are not;
●
●
●

Comments on the evening’s meeting
Comments on Andover Town Council policies or procedures
Press releases.

Items which are not reports can be forwarded to the Town Clerk for circulation.

Item 7: Questions From Town Cllrs To TVBC & HCC Councillors
To receive any Questions from Town Councillors to Borough and County Councillors for the Wards of
Andover.

Item 8: Town Mayors Announcements
To receive the Town Mayors Announcements.

Item 9: Committee Minutes
To receive and note the attached Minutes of the under-mentioned committees:
●
●

28 May 2018 – Planning Committee – Appendix B
17 June 2018 – Budgets & Staffing Committee – Appendix C
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Item 10: Working Groups
To consider reports from existing working groups
Old Office Working Group
Bringing an unused office back into use

Date: 12th July 2019

Summary
Costs
The old office at 66b is empty after being
● Insurance
unable to exit our lease. It has been suggested
● Utilities (Electric, water)
that we allow community groups to use the
● Security (keys locks)
space for meetings.
● Furniture (Free Loan until May
secured via Andover Radio)
Expected Benefits
● Extra Cleaning
Use of a meeting room for local groups those
already
interested
include;
Gurkhas Major Risks
Association, Companions on the street, White
● Must be covered by insurance.
bee events (home education group), Drop-in
● Damage caused by unattended use.
surgery centre for Andover Town Council,
Callums Rainbow, Andover brass band.
Actions
Vote to give officers delegated power to
Constraints
● give or deny access to the room.
● Users will be required to fill out
● Implement a process for booking
conditions of hire form, and Ts & Cs.
the room.
Appendix D
● Manage and spend the following
● Unsuitable for disabled access.
budget head.
Assumptions
● We still have to pay the rent and rates.

Vote for a virement of budgets from the
new building fund to a new budget head
“Room Hire Fund” of £700, and to allow
local groups to use the old office.

Powers to enact
Power to provide buildings for offices and for
public meetings and assemblies; Local Vote to set the cost of hire at £5 per hour
Government Act 1972.
Review
If at any point the officers feel the room should
be closed to the public due to an unforeseen
issue then the officers will discontinue use at
the earliest opportunity.
A review of this new system will be made by
the officers in three months time for the
November Full Council meeting.
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Grants Working Group
Modifying our existing grant system

Date: 12th July 2019

Summary
Costs
Local organisations have many concurrent
● £15,000 annually represents 6% of
projects with need funding in excess of £1000
our annual precept.
in total. The current system is not flexible
enough to enable core funding of even small Major Risks
projects. Is it also appears that the time scales
● Making sure money is used as
involved for many projects made even a full
intended. Rules in Appendix E.
council meeting an unlikely timeframe to give
the grant in time for a project to succeed.
Review
● A review of this new system will be
Constraints
made by the officers in three
● No one can apply for the same items
months time for the November Full
from the grant two years in a row.
Council meeting.
● Upper limit of application is removed.
● The total of £15,000 will be made Actions
available in two tranches, £7,500 in July,
and the Second or £7,500 in January.
Vote for a virement of budgets to move
● A maximum of 75% of the total funding £12,000 from the New Building Budget to
can be made from the grant system.
the Grants budget.
Expected Benefits
● We expect to see a significant increase
in the uptake from the new system.
Assumptions
● There will only be one system of giving
out grants.
● A grant from this system can be used
with funding from either TVBC and/or
HCC.
● New Grants policy will highlight grant
components internal funding source
from LGA c11, c137, CIL funding etc.

Vote to delegate responsibility to the
Proper officer to manage the assessment
and payment of a grant subject to the
Grants Cllr Panel being in agreement.
Vote to establish a panel and it’s
membership for the grant system where
approval may be obtained by electronic
means. It is suggested that the current
grants working group be adopted to this
panel. With the addition of Cllr Watts, and
Cllr James
Vote to make the membership of the
panel 5 members, where a majority
decision is required for approval.
Vote to approve amended Policy
Appendix E
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Policy Working Group
Media and PR Review

Date: 12th July 2019

Summary
Assumptions
In the past, the ATC has not made the best use
● All work functions are already
of its capability to “get the word out” the
defined in the job descriptions of
following represents a coordinated effort to
the officers of the ATC.
not only increase our communications with the
people of Andover but also to better engage Costs
with the Town.
● Work effort costs already factored
into job descriptions.
Constraints
● The first year of publication will not Major Risks
start until the advertising target is
reached.
● Lack of Advertising for Andover
Magazine. Mitigation; commitment
Expected Benefits
to print will not proceed until the
● A greater understanding of the public of
advertising target reached.
our efforts on behalf of the town.
Actions
● A greater understanding of Cllrs and
Officers of what the town would like us
Vote to give officers delegated power to
to do.
issue press releases and prepare content
for the Andover Magazine.
Review
Vote to create and adopt membership of a
The new system of Press Releases and the new panel to act as an advisory body to the
Policies will be reviewed at the November Full Clerk and the officers in the drafting and
Council Meeting.
issuing of Press Releases and content for
all media. Cllrs Rowles, Watts, Davis,
Blackmore, Fitchet.
Vote to adopt the following policy
● Media Policy Appendix F
● Communication and Involvement
Strategy. Appendix G
Vote to accept the recommendations in
the Andover Magazine Report.
Appendix H
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Formation of New Working Groups

Environmental Working Group

Date: 12th July 2019

Purpose
To advise the ATC on environmental matters relating to its own activities and impact.
To develop an Andover Biodiversity action plan.
Produce a recommendation for rewilding the local environment.
Report on Local Water Quality and monitoring.
Report on Local Air Quality and monitoring.
Report on Local Pollution, Littering & Recycling.
Liaise with outside bodies and other councils on Environmental Matters.
Membership
Members to be invited:
Cllr Rowles, Cllr Davis, Grant Alton, Maggie Shelton, Meryn Grist, Andrea Baker, Niel Catty,
Robin Leech, Terry Stevens, Tim Norris, Kate Savage, Brian Garman, Jenny Brian, Rhiannon
Dunn, Melissa Tucker, Sheriese Bacon, Cathy Hendrick.
Vote
To establish this working group with the purpose and membership outlined above.

Andover Lottery Working Group

Date: 12th July 2019

Purpose
Under the Power to Promote; Lotteries and Amusements Act 1976 s 7. The Andover Town
Council asks for a Working Group to be formed to produce a report and proposal for the
establishment of The Andover Lottery, the proceeds of which could be given out under the
council grant system.
Membership
Cllr Rowles, Cllr Banville, Cllr Watts
Billy McLeod - Veterans in Action
TVBC Cllr - Iris Andersen
Vote
To establish this working group with the purpose and membership outlined above.
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Item 11: Legal Advice & Support
1.

To approve and vote upon the recommendation from the Allotment Committee that the Town
Council instruct its Solicitors to work with the Legal Team at David Wilson Homes for the transfer
of the Allotment Site at Ox Drove for the provision of Statutory Allotments.

2. To consider and vote upon the recommendation of the Budget & Staffing Committee for the Town
Council to pay a retainer of £250 per month to cover legal and technical advice on demand, to
cover short pieces of advice relating to local government law and practice but not transactions
such as contract formation, property transactions and litigation. To be reviewed after six months.

Item 12: Honorary Freedom Of Andover
To receive a report and vote on a recommendation for the Andover Town Council to award the Honorary
Freedom of Andover

Honorary Freedom of the Town

Date: 12th July 2019

Summary
Assumptions
The Freedom of the Towns an honour
bestowed by a municipality upon a valued
● One award of this nature will be
member of the community, or upon a visiting
made annually
celebrity or dignitary. Arising from the
medieval practice of granting respected Costs
citizens freedom from serfdom, the tradition
still lives on in countries such as the United
● Food and drink for a reception after
Kingdom, Ireland, Australia, Canada, South
the award ceremony (£300)
Africa and New Zealand – although today the
title of "freeman" confers no special privileges. Major Risks
The Freedom of the City can also be granted by
municipal authorities to military units which
● The nominee may not want the
have earned the city's trust; in this context.
award, confidential letter to be sent
before the final vote
Expected Benefits
To raise the level of civic pride in the Town
Actions
Empowerment
Under the Local Democracy, Economic
Development and Construction Act 2009 (c. 20)
28-29, we are empowered to do so.
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Item 13: Creation of Publications Budget
To create a Budget for the purchase of Publications such as the latest edition of Charles Arnold Baker,
Local Council Administration. To approve and vote upon the virement of £400 from New Building Budget
2019/2020.

Item 14: Committee Membership
Planning Committee
Vote to increase the maximum membership to eight members, and update the terms of reference
accordingly.
Vote to add the following members to the planning committee
●
●

Cllr Harber
Cllr Watts

Allotments Committee
Vote to increase the maximum membership to six members, and update the terms of reference
accordingly.
Vote to add the following members to the allotments committee
●
●

Cllr Treadwell
Cllr Banville
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Item 15: Community Engagement Meeting
Unity will plan, promote and manage an event to be hosted at the Guildhall.
The event will offer groups the opportunity to get to know Andover Town Councillors, many of whom
are newly elected, and for the groups to be consulted upon with regards to future priorities for the
town.
This event will comprise an overview of recent Town Council activities, current priorities and funding
available from ATC for local community projects.
Unity will give an overview of their community development work followed by round table discussions
on topics with the aim to identify two or three priority areas to help shape Town Council policy.
Facilitated by Unity team members who will provide plenary feedback.
Bacon Rolls to be provided at the start of the day – (always a good drawer).
Budget for Guildhall venue
Planning event and facilitation
Overheads including printing/stationery
Venue
Bacon Rolls

£550.00
£100.00
£52
£100.00

Total

£802.00

Vote
To engage Unity to plan and execute this event on behalf of the town council, and to perform a
virement of budgets from the “New Building Fund” budget to a budget head for “Community
Engagement Meeting” of £802.00

Item 16: Invitation From Southern Water
To note that an invitation has been received from Southern Water to visit the Cottonworth Water Plant
and to invite Town Councillors to attend. The date set is the 9th September 2019 at 9am at Cottonworth.

Item 17: Finance
To approve the List of Payments up to 16 July 2019 - to follow.
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Item 18: Questions From Councillors
To receive questions from Councillors as per Standing Order No 8, provided three clear working days’
notice of the question has been given to the Town Clerk.

Item 19: Reports From Town Councillors
To receive any reports from Town Council Members.

Item 20: Date Of The Next Meeting
To note the date of the next Council meeting, Friday 16 August 2019, in the Upper Guildhall, High
Street, Andover, starting at 7.00pm.
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Appendix A: Minutes of the last meeting
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Appendix B: Minutes from 28 May 2019 - Planning
Committee
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Appendix C: Minutes from 17 June 2019 - Planning
Committee

Page 27 of 50

ANDOVER TOWN COUNCIL

C

Page 28 of 50

ANDOVER TOWN COUNCIL

Page 29 of 50

ANDOVER TOWN COUNCIL

Page 30 of 50

ANDOVER TOWN COUNCIL

Page 31 of 50

ANDOVER TOWN COUNCIL

Page 32 of 50

ANDOVER TOWN COUNCIL

Appendix D: Form for room hire

D

Room hire agreement
Invoicing details
Name:
Address:
Telephone:
Mobile:
Email:
Period of hire
Date:
Day:
Hours From:
Hours To:
Purpose of hire
Purpose:
Proof of insurance is required.
This will be a private/public event (please delete as appropriate)
Does event include the sale of alcohol? Yes*/No (please delete as appropriate)
*proof of personal license will be required as ATC do not hold a premises license

Fees

I agree to the stated conditions of hire below for and on behalf of the above organisation and I state that I am
empowered by this organisation to make this booking, on behalf of the stated organisation I agree to the
conditions of hire;

Signature:
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Date:

__________________________________________________________________________________
For office use only:

Total Cost of Booking:

Conditions of hire
●

Application for hire must be made on the official Hiring Agreement form.

●

Andover Town Council (hereafter referred to as ATC) reserve the right to refuse bookings by
any applicant without stating reasons.

●

All bookings are to be considered provisional unless written confirmation is received from
the ATC team. This will be done in the form of an email where one is provided.

●

The HIRER shall not use the premises for any other purpose than described in the Hiring
Agreement, not sub-let, or use the Premises or allow the Premises to be used for any
unlawful purpose nor do anything or bring anything onto the Premises which may endanger
the same or render invalid any insurance policies in respect thereof.

●

The HIRER shall ensure nothing is done on or in relation to the Premises in contravention of
the law relating to gaming, betting and lotteries.

●

The HIRER shall ensure that he/she is aware of the location and proper operation of
firefighting equipment, appropriate escape routes and the location of Fire Exits and the need
to keep them clear.

●

The HIRER is responsible for his/her own party and therefore agrees to hold their own
register of attendance for use in the case of an evacuation.

●

The HIRER shall indemnify ATC for the cost of repair of any damage done to any part of the
Premises or to the fixture and fittings, which may occur during the period of hiring or as a
result of the hiring.

●

The HIRER is required to make a full payment of the total booking cost in advance of the
event.

●

In the unfortunate circumstances that you have to cancel or postpone your confirmed
booking at any time prior to the event, the following scale of cancellation charges will apply:
○
○

●

Less than 7 days prior to the event – 100% of the pre-booked total
More than 7 days prior to the event – 20% of the pre-booked total

If due to exceptional circumstances, ATC is forced to cancel your confirmed booking at any
time prior to the event, a full refund will be provided.
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●

ATC operates a no smoking policy. Smoking is not permitted upon the premises. The team
will advise of the most appropriate smoking area on the day.

●

The HIRER is responsible for leaving the room tidy and as it was on arrival. Suitable bins and
waste disposal will be provided. Please advise The team of any further cleaning
requirements due to spillages etc. before leaving the premises.
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Appendix E: New Grants Policy

ANDOVER TOWN COUNCIL

Grants Policy
19th July 2019

Constantia Basis Virtutum

Introduction
Andover Town Council is only funded by the local residents of Andover and therefore has limited
funds available to assist community organisations located and working in Andover, currently £1,000
£15,000 per year, made available in two tranches £7,500 in July the second in January.
The Town Council can only award grants using certain legal powers. Where there is no statutory
power specific to the activity of the grant application, the Council can use Section 137 of the Local
Government Act 1972 to give grants to community associations. Other powers including section 11,
and CIL will need to be specified.
This power can only be used if it will benefit some or all of its residents or some or all of the area and
where the benefit obtained is commensurate with the expenditure incurred.
The critical words are ‘some or all’ – in both cases. This means that the Town Council cannot award
grants to individuals and cannot award grants where the activity would not obviously benefit the
Andover parish area – however worthy the project might be.
Grants must meet the Town Council’s grant criteria which are set out below and applications must be
made on the Town Council’s application form. Application forms are available on the Town Councils
website www.andover-tc.gov.uk or upon request from the Town Council Offices, please call: 01264
335592 or email committeeofficer@andovertc.co.uk Must be filled out online, however, applicants are
encouraged to request advice from the Town Council Offices, please call: 01264 335592 or email
committeeofficer@andovertc.co.uk
All applications must be accompanied by appropriate accounts or supporting financial information.
Please return the form to: Town Clerk, Andover Town Council, 68B High Street, Andover, Hampshire.
SP10 1NG Telephone No: 01264 335592
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Terms and Conditions
1. The amount of the grant awarded will be at the discretion of the Town Council.
2. All projects must acknowledge Andover Town Council’s financial contribution
3. Grants will only be awarded for specific costs.
4. No funding will be available to contribute to a surplus for a charitable contribution or to
increase an organisation's reserves.
5. Grants will be awarded to voluntary groups and societies, clubs, not-for-profit organisations,
charities operating in the Andover area where the benefit will be for this area alone.
6. Grants will not be awarded to individuals or to regional or national charities unless it is for a
specific project in the Andover area where there will be an obvious benefit to the Council’s
area.
7. The purpose for which the grant is made must be in the interest of the Andover area or any
part of it or all or some of the inhabitants of the Andover area which is defined by the
boundaries of the Town Council. The benefit to the area must be commensurate with the
expenditure.
8. Grants will only be awarded for ‘one off’ costs. Organisations will only be eligible to apply to the
Town Council, once every four years.
9. No grant will be awarded to or for any commercial venture or private gain
10. Retrospective applications will not be funded, where the expenditure has been made, the
project has been carried out, or the event has taken place.
11. All grants will be conditional upon submission of audited accounts and supporting
documentation detailing costs of capital expenditure, project or events for which the funding is
being sought.
12. All grant recipients are required to provide the Town Council with a brief report, including
photographs, of how the grant has been used, how it has assisted the organisation or group
and what it has achieved. This must be submitted within two months of the purchase of the
capital equipment or completion of the project.
13. If the grant is put to other purposes other than those for which it was awarded, without the
prior consent of the Town Council, the recipient or organisation will be required to repay the
grant, in full, to the Town Council.
14. The organisation or group should supply information that the Town Council requests regarding
the impact of the project on the Town Council’s area.
15. Recognition of the grant from Andover Town Council must be made in any publicity.
16. The Maximum to be awarded 75% of the total value of the application.
17. No application can be made for the same items two years in a row.
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Appendix F: Media Policy

ANDOVER TOWN COUNCIL
Media Policy
19th July 2019
Constantia Basis Virtutum

Introduction
The purpose of this policy is to guide both Councillors and Officers of the Council in their relations
with the Press and Media, in such a way as to ensure the smooth running of the Council.
This policy does not seek to be either prescriptive or comprehensive but sets out to provide guidance
on how to deal with some of the practical issues that may arise when dealing with the Press and
Media.
Above everything else, a Councillor must observe Andover Town Council’s Code of Conduct whenever
he/she conducts the business of the authority, conducts the business of the office to which he/she has
been elected/appointed or acts as a representative of the authority.

Town Clerk and Officers of the Council
The Town Clerk as the Proper Officer of the Council is authorised to receive all communications from
the Press and Media and to issue Press Statements on behalf of the Council. In the absence of the
Town Clerk, media communications will be handled by the Community Officer. In the absence of both
of these officers, enquirers will be referred to the Town Mayor who will act as the spokesperson for
the purposes of this element of the policy. All communications made by the Town Clerk will relate to
the stated business and day to day management of the activities or adopted policy of the Council.
He/She is not expected or authorised to speculate on matters that have not been considered by the
Council. Where such questions are put to the Town Clerk she should refer the enquirer to the Mayor
or a Committee Chairman as considered appropriate.
No other officer of the Council, unless authorised by the Town Clerk, is permitted to speak or
communicate with the Press and Media on any matter affecting the Council or its business.
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Members of the Council
A Councillor must not disclose information that is of a confidential nature. This includes any
discussion with the press on any matter which has been discussed under confidential items on
Council or Committee agendas or at any other private briefing.
A Councillor should not raise matters relating to the conduct or capability of an Officer at meetings
held in public or before the press.

Dealing with the Press
When dealing with the Press verbally, members and officers should be aware of the following:
A Councillor should act with integrity at all times when representing or acting on behalf of Andover
Town Council
When speaking or providing written material to the Press and Media, Members should make clear the
capacity, in which they are providing the information. For example: Using the prefix “Councillor” when writing to the press as an individual. This implies you are stating
Council policy, make sure you include a statement that you are making a statement as an individual
and NOT on behalf of the Town Council itself.
A copy of any written material sent to the Press and Media by a Member, as representing the Council,
must be forwarded to the Town Clerk.
Take particular care if the press or media approach you for comment on a controversial subject, and
do not be led into stating something you did not really mean to say. If unsure about any particular
policy, simply state “no comment” and ask the press to contact the Council Offices.
Councillors should be aware that case law states that the role of Councillor overrides the rights to act
as an individual. This means that Councillors should be careful about expressing individual views to
the press or media, whether or not they relate to matters of Council business. Councillors also have
an obligation to respect Council policy once made and whilst it may be legitimate for a Councillor to
make clear that he or she disagreed with policy and voted against it (if this took place in an open
session), they should not seek to undermine a decision through the press.
Be informed and certain of all your facts;
Ensure that when making comments on behalf of the Town Council that you are aware what Council
Policy is and that your comments reflect that policy.
Be calm;
Ensure that your comments and views will not bring the Council, its Councillors or its staff into
disrepute and ensure that comments are neither libellous or slanderous.
●
●
●

as Mayor
as Chairman of a Committee
as an individual (i.e. letter to press for publication)

Issues to be Aware of;
Councillors and officers not used to dealing with the press may be surprised when they see that
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statements made in all innocence look very different in print than they did when they were spoken. It
is advantageous to write out a statement or position beforehand.

Meetings of Council and Committees
Copies of Agendas, Minutes and Reports sent to Members for meetings of the Council or its
Committees will be e-mailed to the Press and Media.
Facilities will be provided at meetings for the Press to take notes of the proceedings.
As provided in the Council’s Standing Orders both the Press and Public may be excluded from a
meeting whilst certain confidential matters (as provided for in the relevant legislation) are under
discussion.
[Note: The Town Council as a Parish Council is governed by the Public Bodies (Admission to Meetings)
Act, 1960.]

Press Releases
The Town Clerk, in consultation with the Town Mayor, is also authorised to publish press releases on
any urgent matters where there is insufficient time for a council meeting.
This document has been prepared as a guidance note for officers and elected members. It represents
the policy of the Council in respect of its relationships with the Press and Media. The policy has been
prepared to ensure consistency in the Council’s dealing with the Press and Media and details who is
authorised to speak on behalf of the Council. It has been drafted to ensure that the views and policy
of the Council are presented accurately.
In providing information to the Press and Media, Members and Officers representing the Council will
abide by the “Code of Recommended Practice on Local Authority Publicity” published by the
Department for Communities & Local Government.
http://www.communities.gov.uk/documents/localgovernment/pdf/1878324.pdf
The overriding principle of this policy is that all elements of the Press and Media will be treated
equally.

Social Media
Introduction
1. This section relates to the creation and management of Facebook and Twitter accounts by the
Andover Town Council.
2. The aim of this policy is to set down rules and regulations to ensure the proper use of such
accounts.
3. The aim of the work effort here is to use the Facebook and Twitter accounts to interact in a
stronger way with the residents and to use it to advertise events and other projects of the
Town Council/community.
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Management
1. Town Council social media will be created and managed solely by the
2. Town Council Office. A Facebook page and Twitter account will be created for the Town
Council. No council member will have access to the administration of social media accounts.
3. The accounts will be set up using the info@andovertc.co.uk or other office email address as
necessary.
4. Only information regarding the Town Council will be entered. Other events taking place in the
town may be promoted.
5. The accounts will only link to pages of a local government organisation or organisations/causes
relating to the town.
6. No religious or political views will be expressed.
7. “Friends” will not be allowed to post new topics to the Facebook “wall”. However, friends will be
able to comment on topics created by the Town Council.
8. Posts on the Facebook page will be available for all users of Facebook to see.
9. The Town Council’s logo will be the profile picture for everyone to see.
10. Photo Albums will be open for everyone to view.
11. Photographs uploaded will not have a direct view of any child’s face without the prior consent
of their guardian.
12. The accounts will be maintained by the office staff who will remove messages which include:
a. Abusive language content.
b. Which may cause offence to a specific group of people e.g. comments on a person’s
sexuality, sexist comments, racial comments etc.
c. Which contain potential libellous comments.
d. Any other comment which may cause offence in any way.
13. If any matters raised are relevant and need to be discussed by the Town Council then further
information will be sought and brought to the relevant council meeting/committee.
14. Event dates will be created for any Town Council event taking place.
15. Other events taking place in the town may be promoted.
16. People will be encouraged to be “friends” of and “follow” the Town Council.
17. If “friends” or “followers” are repeatedly abusing the Town Council’s accounts then they will be
removed from the friends/followers list and unable to post to the accounts. Instances which
would involve removal include repeated:
a. Posting with abusive language content.
b. Posting comments which may cause offence to a specific group of people e.g.
comments of a person’s sexuality, sexist comments, racial comments etc.
c. Posting potential libellous comments.
d. Any other comment which may cause offence in any way.
18. The account will not be used for playing games, adding applications, or anything of a personal
nature. Contravention of this rule could result in disciplinary procedures.
19. Private messages will be sent in response to anyone sending an initial private message to the
Town Council accounts. If a “simple” response does not satisfy the enquiry then the person will
be asked to email the Council with the request for comment and the office email will be
provided. Any posts by “friends”/”followers” raising issues/questions/comments that cannot be
answered “simply” will be dealt with separately via email. The Town Council email address will
be provided.

Page 41 of 50

ANDOVER TOWN COUNCIL

Changes
1. This policy will be a living document and can be altered by the Town Council Office Staff, if
necessary, to allow immediate action should the unexpected arise. This will be key to overcome
teething problems that have not already been identified. Changes to the policy will be
highlighted at the next Town Council meeting to keep members abreast of the changes for
their approval. This policy will be kept under review by the Town Council.
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Appendix G: Communication and Involvement
Strategy

G

Introduction
This strategy will guide the Council’s communications with everyone who comes into contact with it. It
is based on the guiding principles that communication must be effective and that protocols should be
followed to ensure clarity and professionalism. It should enable the Council to tell people about what
it can and does do, as well as actively listen to what people think will enhance life in the Town, so that
we can better respond to people’s needs and priorities. The strategy covers both internal and external
communications made by any means.

Aim
The Council aims to be transparent in its dealings and to ensure that all who have dealings with it are
able to communicate with the Councillors and the Clerk in a timely and effective manner.

Objectives
●
●

●
●
●

To effectively inform residents and all those who have dealings in the parish and with the
Council (Stakeholders) of its aims, objectives and activities.
To build the capacity and motivation of residents and stakeholders to be involved with the
Council and support the Council in its effort to improve the quality of life for those who live,
work or have general involvement in the parish.
To use a variety of communication methods to ensure that the way the Council communicates
keeps everyone included and informed.
To build trust by being open and transparent
To improve methods of communication in line with modern technology

Stakeholders
We aim to reach everyone who has an interest in the parish, be it that they live, work or visit the town.
It is important that we are able to effectively communicate with anyone who is interested and may
want to become involved in influencing the future of the parish. These people include:
●
●
●
●
●
●
●
●
●
●

Town residents
Community groups and organisations
Agencies and partners (including the local police)
Local schools
Sport clubs
County and District Councillors
The local MP
Local businesses and employers
Voluntary groups
Local media
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General Rules of Communication
It is important that all Council communications are effective and in so doing must be:
●
●
●
●
●
●
●

Short and to the point
Courteous
In plain English
Based on facts and information
In a consistent format and style
Clear about the action required or taken
Informative

Methods of Communication
The Council will use a variety of methods of communication based on what reaches its intended
audience most effectively and efficiently. Over 80% of the population generally use electronic
communication now (Office for National Statistics), so this is the Council’s preferred and primary
method of communication.
However, we recognise that not all people are able to or wish to use electronic methods of
communication, so we will continue to utilise different media and approaches in order to reach our
audiences.
The table below shows our main means of communication.

Council Website

The Council website is our primary method for general
communication with our stakeholders. It has recently been totally
overhauled. Its existence needs to be more widely publicised. We
wish to make it the main means for two-way communication
between the Council and its stakeholders. The website must be
kept up to date and we want to include information on activities
and news on an ongoing basis, as well as provide details of the
Council’s policies and procedures. We also need more links to
other websites offering information considered to be of interest to
our stakeholders. There needs to be a signup for emailed
newsletters but there needs to be more take up of this.
Councillors’ and Clerk’s contact details
Contact details are published on the noticeboard and on the
website to encourage open access.

Council noticeboard

The noticeboard is located in the town centre and updated
regularly with important information about the Council’s activities
and events.

Council meetings

All Council meetings are publicised and are open to the public to
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attend. There is a short period at the start of each Council meeting
where the Council are able to hear issues raised by members of
the public. This is a very important part of our communication
strategy. Members of the public are then welcome to stay and
hear the rest of the meeting.
Council Agendas and Minutes

Agendas and minutes of Council meetings are available to all on
the website and on the council notice board.

Annual Town Meeting

The annual town meeting is held in early March every year and
provides an opportunity to communicate and discuss Council
activities over the past year and objectives for the following year.
There is usually a guest speaker as well to help draw people in.

Andover Magazine

The Andover Magazine is to be produced four times a year and
distributed free to every parishioner and underwritten by the
Council with an intent to use advertising to breakeven. The Council
is able to submit an article to communicate regularly with
residents on Council activities. It is a very important part of our
communications strategy. A digital copy should also be placed on
the ATC Website.

Press Releases

Press releases are given to local media on significant points of
interest or achievement.

Councillor’s
Representation
and Networking

We are committed to regular involvement with local groups and
organisations through representation, at events or meetings.

Twitter and Facebook

Usage covered in the Media Policy

External Correspondence

We will reply to external correspondence in a timely manner which
is both courteous and compliant with the General Rules of
Communication (see above).

Internal Correspondence

Internal communication is to be simple, courteous and kept to a
minimum, in accordance with the General Rules of Communication
(see above).

Involvement of the Community
Wherever possible the Council and its Working Groups must actively seek to consult a wider audience
and encourage and support the involvement of residents and other interested parties in its work.
Where this involvement is not possible, the reasons for this should be communicated as soon as
possible, in an open and transparent manner.
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Appendix H: Andover Magazine Report

H

Introduction
Many town and parish councils produce a magazine. Some are modest and low-budget; others are
more ambitious. However, whether simple or extravagant, most focus on content that is of interest to
local residents. Unfortunately, they often hold little appeal for the 90% of the population who rarely or
never engage with their local council. The purpose of this Quick Guide is to help harness the
significant potential of the town council magazine.

Points of Engagement
An effective magazine project creates several points of engagement between the people of the town
and the town council:
●
●
●
●

People are contacted and asked to contribute;
People are met during the distribution of the magazines;
Useful content within the magazine;
Partnerships with local networks and organisations are fostered.

Many councils work hard to ensure that anyone in the town can see the work committed to by their
elected council members. An effective magazine is one way to assure people that the town council is
interested in them and extends a warm welcome to them.

Key Considerations
If the magazine is to be read by and influence people, beyond the limited number that do so right
now, certain things need to happen:
●

●

●

It needs to reach them. Generally, this means that it needs to be delivered to people’s homes.
For Andover, this is no small task and the feasibility of this may influence how often the
magazine is produced as much as production costs.
The appearance needs to be attractive. A quality cover photograph that is recognised as local
will catch attention. Two or three of the articles can be highlighted on the cover to catch
people’s attention.
The content needs to be of interest to people. While the magazine should include some clear
council content, there should be a majority of material of general interest to local people: an
interview with a local character, a competition (with a prize!), recipes, book reviews,
information and articles of local interest.
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Content
A magazine is a wonderful opportunity to tap into the interests and gifts of people. While most people
do not consider themselves “writers” they may be delighted to produce something about their area of
interest.
The content should be clear and free of jargon, quality rather than quantity, using a variety of writers.
Ensure that the content is rooted in local realities as far as possible. Include information about how
people can engage.
Encourage other local organisations to use the magazine. Clubs, organisations, etc. may welcome the
chance to have their content delivered to people’s homes. Also, including their content will guarantee
a wider readership.
A letters page and competitions can provide a way for people to engage with the magazine, to feel a
part of it. If a letters page is included, be aware that people may raise sensitive or contentious issues.
Make the editorial policy clear when you invite letters.
As the proverb says, “A picture speaks a thousand words”. Pictures make a huge difference to both the
first impression and overall impact of the magazine. Photos are usually more visually appealing, but
sometimes icons, cartoons or clip art are better at conveying an idea. Good quality pictures that are
distinctively local help build a sense of ownership and interest. The following websites offer
high-quality images free of charge and without copyright issues:
www.freeimages.com
www.morguefile.com
www.freemediagoo.com
www.pixabay.com
www.unsplash.com
When it comes to distribution, having a large number of people distributing a small number of
magazines is ideal, as it means that they have time to meet at least some people on the doorstep. The
magazine can provide an opportunity to make contact and open conversation.

The Specifics
Content
●

Adverts; collected by an outside agent, two companies have expressed an interest, the names
will remain commercially sensitive until details are finalised.

Advertising
●

Advertising will cover the cost of printing and distribution. At least one Cllr has agreed to
deliver their ward already.

Printing
Three Andover based companies have been approached. For the following 16,000 56pp A5 Portrait
Magazine self cover 4 colour, Gloss with stitching or staples.
Quote A: £4,454
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Quote B: £4,300
Quote C: £4,298
Delivery
A Delivery network has yet to be established, however, the costings below are well above the rate paid
for general commercial rates for delivery.
Costs and Income
Andover Town Magazine
Info
Total Pages

56

Total Delivery

16000

Runs per year

4

Costs
Costs Per Run
Printing
Delivery

£4,454.00
£100/1k

£1,600.00

Total

£6,054.00

Total Costs
Printing & Delivery

£24,216.00

Marketing

25%

£6,054.00

Contingency

10%

£3,027.00

Gand Total

£33,297.00

Income
Pages for Ads
Cost per page for break even
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Recommendation
To vote to delegate responsibility to officers to;

●

Select a marketing company to solicit the advertising for the first year, by obtaining three

●

Select a printing company to print for the first year, by obtaining three quotes based on

●

Finalise the method of distribution across the town, if possible using volunteer labour, or if

●

The First edition will not be sent to press unless sufficient advertising is found as above.

quotes based on experience, quality, locality (Andover) and price.

experience, quality, locality (Andover), FSC registration, carbon neutral paper and price.

necessary by paying individuals or an organisation to deliver based on a break-even budget as
outlined above.

Page 49 of 50

ANDOVER TOWN COUNCIL

Appendix I: Honorary Freedom Of Andover Report

●
●
●

●

●

I

Proposed by a council member in-camera initially.
In-camera at the following full council meeting a vote will take place requiring a two-thirds
majority.
Once voted on the proposed recipient will be sent a letter marked confidential asking if they will
accept, and asking them to contact us to agree on a date which they can attend to receive the
freedom of Andover.
A separate full council meeting will be called to bestow the freedom of the town as the only
agenda item where a vote will take place. People will be invited to the event with drinks and food
supplied not exceeding £300. Andover Framing and photos have agreed to sponsor the frame and
the print. It is hoped to find sponsors for the food and drinks as well.
Each honorary Freeman to be presented with a framed “scroll” bearing the towns logo and “old
world font”, a declaration example is shown below.
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