ANDOVER TOWN COUNCIL
Constantia Basis Virtutum

To the Members of the Policy and Resources Committee:
(copies to all other Members of the council)
You are hereby summoned to attend a meeting of the POLICY and RESOURCES Committee to be held at the
Town Council Offices, 66c, High Street, Andover on Thursday 18 May 2017 at 7.00 pm when it is proposed to
transact the following business:-

Wendy Coulter - Town Clerk
21 April 2017
THERE IS NO DISABLED ACCESS TO THE TOWN COUNCIL OFFICES – PLEASE CONTACT THE TOWN CLERK
THREE DAYS PRIOR TO THE MEETING IF YOU REQUIRE ACCESS.
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APOLOGIES FOR ABSENCE
To receive and accept apologies for absence.
DECLARATIONS OF INTEREST
To receive and note any declarations of interest relevant to the agenda.
MINUTES
To agree the minutes of the Policy and Resources Committee meeting held on 2 March 2017 – attached at
Appendix A.
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 will be given, 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.
FINANCIAL RESERVES POLICY
As members are aware work is continuing on Earmarked Reserves, however following advice from the Internal
Auditor, the Town Council firstly is required to approve a Financial Reserves Policy.
To consider a policy on financial reserves – policy attached at Appendix B.
INVESTMENT STRATEGY
To consider an Investment Strategy for recommendation for adoption to full Council – Draft Investment Strategy to
follow.
OFFICES AND OPERATIONS
To consider an update report on the progress of sourcing alternative office accommodation – report attached at
Appendix C.
POLICIES FOR RECOMMENDATION AND ADOPTION
To consider recommending to full Council for approval the following policies:
Data Protection and Information Handling Policy – Appendix D.
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Health & Safety Policy – Appendix E.
Maternity Leave and Pay Policy – Appendix F.
Retention of Documents Policy – Appendix G.
PROGRAMME OF POLICY REVIEW
To note an updated Policy Review Programme – attached at Appendix H.
AMENDMENT TO STANDING ORDERS
A request has been received from a Town Councillor to make amendments to Standing Orders, TO FOLLOW at
Appendix I Is a brief overview of suggested amendments to Standing Orders.
REVIEW OF COMMITTEE STRUCTURE
To consider a review of the Town Council’s Committee Structure – report attached at Appendix J.
MEMORANDUM OF UNDERSTANDING WITH TEST VALLEY COMMUNITY SERVICES
To consider recommending to full Council a Memorandum of Understanding with Test Valley Community Services –
draft Memorandum attached at Appendix K.
CIL MONIES
To note that the Town Council has received its first CiL monies from Test Valley Borough Council. To consider a Policy
for the process of handling the monies – Report and Policy attached at Appendix L.
FINANCE
Payments
To approve payments up to 31 March 2017 – attached at Appendix M.
To approve payments up to 30 April 2017 – attached at Appendix N.
To approve payments up to 9 May 2017 – attached at Appendix O.
Bank Reconciliations
To approve the Bank Reconciliation up to 31 March 2017 – attached at Appendix P.
To note that work is continuing on the Year End Accounts for 31 March 2017. Once these have been checked by
Internal Audit a quarterly report from April 2017 to July 2017 will be presented to the Committee on 27 July 2017.
COMMITTEE WORK PROGRAMME
To discuss items on the current Committee work programme and to make changes as necessary – attached at
Appendix Q.
The Chairman will close the meeting.
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ANDOVER TOWN COUNCIL

A

Constantia Basis Virtutum

Minutes of Policy and Resources Committee
Time and date
Thursday 2 March 2017, 7.00pm

Place
Andover Town Council Office, 66C High Street, Andover.
Details of Attendance:
Cllr S Hardstaff (Chairman) (P)
Cllr L Gregori (Vice-Chairman) (P)(Arrived 7.03pm)
Cllr Revd. A Fitchet (P)
Cllr K Bird (P) (Arrived 7.07pm)
Cllr R Hughes (A)
Cllr M Mumford (P)

Cllr L Gates (P)
Cllr V Pond (A)

Cllr R Kidd (P)

County and Borough Councillors: None
Officers Present: Wendy Coulter (Town Clerk) (Taking the minutes)
Members of the Public: 1

PR89/16
PR90/16
PR91/16

PR92/16

APOLOGIES FOR ABSENCE
Apologies for absence were received and accepted from Cllrs R Hughes and V Pond.
DECLARATIONS OF INTEREST
There were no declarations of interests.
MINUTES
The Chairman signed as a correct record the minutes of the Policy and Resources Committee meeting
held on 12 January 2017.
Proposed by Cllr. R Kidd and seconded by Cllr. M Mumford. A vote was taken which was unanimous.
RESOLVED: That the Minutes of the Policy & Resources Meeting held on 12 January 2017 be signed by
the Chairman as a correct record.
PUBLIC PARTICIPATION
Mr N Long – Andover Resident
Raised concerns about the increase of hours of staff, the proposal to take on an additional member of
staff for a temporary period for 15 hours per week.
Raised concern that monies for grants had not been used, were the Town Council doing enough to
promote the grants?
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Asked why there were Earmarked Reserves for Grit Bins when it was Hampshire County Councils
responsibility.
Asked why the funds held for the Youth Council were showing as £2,469.86 when the Council had agreed
to allocate £2,000. The Youth Council meetings should be open to the public if public money is being
spent. Also note that the officer time spent on Youth Council is over the 2 hrs a week originally agreed.
Asked why the agenda was highlighting pots of money for things that the Town Council could not do or
has not done, such as the Bus Shelters and Newsletter.
The Chairman of the Committee responded:
A large amount of paperwork and administration has to be completed in the office and the staff do an
enormous amount of work behind the scenes. Additional assistance is required to free up staff time to
complete other projects.
Due diligence is being carried out with regard to the Bus Shelters, the Town Council is still actively
seeking to take them on. The monies have been set aside once the details have been finalised.
The Grants are publicised on our website and we publicise them in a wider context each year. Councillors
are also working to make outside bodies aware that there is funding available.
Cllr Fitchet responded to the questions about the Youth Council:
The Town Council is still receiving monies in from the A-Fest 2016, the monies should balance at the end
of the year. There are safeguarding issues with regard to holding the Youth Council meetings in public
and public scrutiny.
The Officer time allocated to the Youth Council is overseen by the Town Clerk and we are monitoring the
time spent. The Youth Council are doing their own minutes but staff time is used to hold data, data
protection, production of agendas and booking venues.
Cllr Bird answered the question about the Grit Bins:
The monies were originally allocated back in 2012 when it was uncertain whether the Town Council was
going to have to take over responsibility for the Grit Bins in Andover. Since then Grit Bins are under the
remit of Hampshire County Council. This is one pot of money that may be considered for reallocation.
Cllr L Gates confirmed that parish councils have the right to spend money on grit bins and install them.
PR93/16

POTENTIAL EARMARKED RESERVES
Members noted the short report on potential earmarked reserves and noted that there was further
work to be carried out.
A more detailed report would be presented at the next committee meeting.

PR94/16

INVESTMENT STRATEGY
It was noted that the Investment Strategy would be brought back to a future meeting of the Committee.

PR95/16

OFFICES AND OPERATIONS
Members received an update report on the progress of sourcing alternative office accommodation.
Members were asked to consider the needs of the everyday operations that were outlined in the report.
Members noted that extensive searches for alternative offices had been carried out and noted a
comprehensive list of all the properties that had been ruled out.
Members noted a cost analysis that had been carried out with regard to High Street properties
compared to slightly out of town properties.
Members also noted that it would be extremely difficult to find offices with sufficient space to hold
Committee meetings. It was suggested that all current committee meetings should be held either at the
Guildhall or Rendezvous to free up space in the current offices, it was suggested that this should be done
from May 2017.
It was proposed by Cllr Gates and seconded by Cllr M Mumford that all Committee Meetings should be
held either in the Guildhall or Rendezvous from May 2017. A vote was taken which was unanimous.
RESOLVED: That from May 2017 all Committee meetings would be held either in the Guildhall or
Rendezvous.
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Members agreed that the Office Accommodation Working Group would continue to search for
alternative accommodation, including outside the Town Centre.
RESOLVED: That the Office Accommodation Working Group would continue to search for alternative
office accommodation, including outside the Town Centre.
PR96/16

PROGRAMME OF POLICY REVIEW
Members noted a programme of Policy Review (attached to record minutes).
Members asked that Human Resources Policies be separated from Operational Policies.
It was agreed that the Town Clerk would follow the review timetable and report back to each Policy and
Resources Committee meeting accordingly.
Revd. Cllr A Fitchet left the meeting at 7.35pm.

PR97/16

STAFFING SUB-COMMITTEE RECOMMENDATIONS
Members considered recommendations from the Staffing Sub-Committee which included:
Noting the appointment of a Permanent Member of Staff, Mrs V Warburton as Committee Officer
Consider the approval of Staff Remuneration for 2017/2018
Consider the approval of Staff Training – Town Clerk and Committee Officer to register to complete the
Certificate in Local Government Administration
Consider the provision of services, staff structure and additional staff cover.
It was proposed by Cllr K Bird and seconded by Cllr R Kidd that the recommendations for Staff
Remuneration for 2017/2018 be accepted and approved. A vote was taken which was unanimous.
RESOLVED: That the Staff Remuneration for 2017/2018 be accepted and approved, to commence from 1
April 2017.
It was proposed by Cllr L Gates and seconded by Cllr M Mumford that the recommendation from the
Staffing Sub Committee that the Town Clerk and the Committee Officer be enrolled on the CiLCA training
and that the Town Council pay for the training and membership of the Society of Local Council Clerks, as
required for the training, be approved. A vote was taken which was unanimous.
RESOLVED: That the Town Clerk and the Committee Officer be enrolled on the CiLCA training and that
the Town Council pay for the training and membership of the Society of Local Council Clerks, as
required for the training, be approved.
It was proposed by Cllr K Bird and seconded by Cllr L Gates that the provision of services, staffing
structure and additional staff cover, up to a value of £4,000 be approved. A vote was taken which was
unanimous.
RESOLVED: That the provision of services, staffing structure and additional staff cover, up to a value of
£4,000 be approved.

PR98/16

PR99/16

PR100/16

PR101/16

VIREMENT OF BUDGETS 2016/2017
Members received a comparison report of the Budgets 2016/2017. Members noted the
recommendation that no Virements were required for 2016/2017.
TIMETABLE FOR INTERNAL AUDIT YE 31 MARCH 2017 & INTERIM AUDIT REPORT
Members noted the timetable for the Internal Audit for the Year Ending 31 March 2017 and an interim
Internal Audit report following the Internal Auditors visit in January 2017. Report attached to record
minutes.
ANNUAL REPORT
Members noted the proposed contents of the Annual Report for the Municipal Year 2016/2017. It was
noted that the extra new committee would be added and the contents file would be brought up to date.
REVIEW OF FINANCIAL REGULATIONS
Members noted that the Town Council is required to review the Financial Regulations on a regular basis.
It was noted that the new Financial Regulations were approved in September 2016 and there had been
no significant changes in the Town Councils operations or Financial Law since that time. It was therefore
agreed that a review of the Financial Regulations was not required at the current time.
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PR102/16

FINANCE
Approval of Payments
It was proposed by Cllr K Bird and seconded by Cllr R Kidd that the payments up to 28 February 2017 be
approved. A vote was taken which was unanimous.
RESOLVED: That the payments up to 28 February 2017 be approved:
Cheque No/
BACS Ref
617024302
319690206
667318068
933977668
103070814
717561138
951229523
6364114839
76567939
82676383
19123947
413829423
300353
310455276
315698385
DDMainFeb17
235180240
DDNESTMar17
761493199
541242790
655711490
DDSAGEFeb17
300354
300355
300356
788534477
149553163
333977401
136995847
390406847
568397267
433249459
379203778
967222908
311400674

Supplier

Service/Product Supplied

Convenient Hire
Town Clerk
Town Clerk
DMH Solutions Ltd
DMJ Butler
Grass & Grounds
Grass & Grounds
Grass & Grounds
HALC
HALC
HALC
HALC
HM Revenue&Customs
JRC Cleaning Services
Allotment Officer
Mainstream Digital
Moores Cleaning
NEST Pensions
Personnel Selection
Personnel Selection
Pitney Bowes
SAGE
Southern Water
Southern Water
Southern Water
Test Valley BC
Test Valley BC
Committee Officer
Karen Ross
Custom Studio
Custom Studio
Moores Cleaning
Personnel Selection
Planet PC
Test Valley BC

Toilets for 7 Allotment Sites
March 2017 Salary
Reimbursements February 2017
Corporate Risk Assessment Software
Removal of Christmas Tree Fencing
Supply of Groundtex for allotment covering
Grass cutting for 6 allotment sites
Grounds maintenance + provision of Groundtex
Transparency Training for Councillors
Transparency Training for Councillor
Transparency Training for Councillor
Minute Taking Course for Committee Officer
Tax contributions March 2017
Window Cleaning of Offices
March 2017 Salary
Telephone call charges & line rental 24.01.2017-23.04.2017
Office Cleaning Services February 2017
Pension contributions for March 2017
Temp to perm worker w/c 23.01.2017
Temp to perm worker w/c 30.01.2017
Rental of franking machine
Payroll software Feb 2017
Water supply for CW Allotments Sept16-Mar17
Water supply for AW Allotments Sept16-Mar17
Water supply for VR Allotments Sept16-Mar17
Hire of Guildhall – Youth Council meeting 06.02.2017
Hire of Rendezvous – Youth Council meeting 30.01.2017
March 2017 Salary
Locum Clerk Services 16.02.2017
Website hosting and email provision February 2017
Update Pecuniary Interests on website
Cleaning Services for Offices January 2017
Temp to Perm worker w/c 16.01.2017
Re-install network printer to 4 pc’s
Removal of Christmas Tree

Total (£)
587.65
2384.30
41.61
132.00
50.00
1620.00
540.00
2,202.00
54.00
18.00
18.00
48.00
1557.71
20.00
1448.73
53.07
135.19
102.08
360.30
208.37
19.68
6.00
160.66
109.87
398.03
60.00
60.00
737.51
70.00
35.94
67.50
135.19
451.46
60.00
276.00
14,520.16

TOTAL FOR PAYMENTS UP TO 28 FEBRUARY 2017

Bank Reconciliation
It was proposed by Cllr L Gates and seconded by Cllr R Kidd that the Bank Reconciliation up to 31 January
be approved. A vote was taken which was unanimous.
RESOLVED: That the Bank Reconciliation up to 31 January 2017 be approved.
PR103/16

COMMITTEE WORK PROGRAMME
Members noted the Committee Work Programme and it was agreed that Earmarked Reserves would be
included for the next Committee meeting.

The Chairman closed the meeting at 8.05pm.

Chairman:

Date:
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ANDOVER TOWN COUNCIL
FINANCIAL RESERVES POLICY – 2017 (May 2017)
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Financial Reserves Policy 2017

1. Purpose
1.1. Andover Town 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.
1.2. Section 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 then
calculating the budget requirement; however, there is no specified minimum level of reserves
that an authority should hold. It is the responsibility of the Responsible financial Officer and the
Members of the Council to determine the level of reserves and to ensure that there are
procedures for their establishment and use.

2. The Governance & Accountability for Local Councils
Practitioners Guide
2.1. “Councils have no legal powers to hold revenue reserves other than for reasonable working
capital needs or for specifically earmarked purposes, whenever a council’s year end general reserve is
significantly higher than the annual precept, an explanation should be provided to the auditor.
Earmarked reserves, which are set aside for specific purposes and for savings for future projects,
should be realistic and approved by the Council. However, the amount of general reserve should
annual be risk assessed and approved by the Council”.

3. Types of Reserves
3.1. Reserves can be categorised as ‘general’ (held to cushion the impact of uneven cash flows or
unexpected events) or ‘earmarked’ (held for a specific purpose).
3.2. Earmarked or ‘specific’ Reserves can be held for several reasons. As the name suggests these
represent amounts which are ‘earmarked’ for specific items of expenditure to meet known or
predicted liabilities or projects. Specific Reserves can be used to “smooth” the effects of certain
expenditure commitments over a period of time thereby reducing the impact of significant
expenditure in any one year. ‘Earmarked’ Reserves are typically held for four main reasons:
1. Renewals
Used to plan and finance an effective programme of equipment replacement, planned
property repair and maintenance or grounds maintenance. These reserves are a mechanism
to smooth expenditure so that a sensible replacement programme can be achieved without
the need to vary budgets.
2. Carry Forward of Under-spend
2|Page
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Financial Reserves Policy 2017
Some expenditure budgeted for projects in a given financial year cannot be spent in that
year. Reserves are used as a mechanism to carry forward these resources.
3. Insurance Reserve
To enable the Council to meet the excesses not covered by insurance.

4. Other Earmarked Reserves
4.1. May be set up from time to time to meet known or predicted liabilities.
4.2. General Reserves are often referred to as the ‘working balance’ and is money which is not
earmarked for specific purposes but rather a sum of money held in anticipation of uneven
cash flow or set aside to deal with unexpected events or emergencies. This is usually created
through surplices as a result of activities being postponed, cancelled or coming in under
budget. Reserves of this nature can be spent or earmarked at the discretion of Members,
subject to approval by Council. The ‘General’ or ‘Emergency’ Reserve needs to be regularly
reviewed using a risk based assessment.

5. Earmarked Reserves
5.1. Earmarked Reserves will be established on a ‘needs’ basis in line with anticipated
requirements.
5.2. Any decision to set up or extinguish redundant Reserves must be reviewed by the Policy and
Resources Committee and recommended to full Council for formal approval. The Council will
be required to identify the following when making recommendations for each reserve:
1. The reason/purpose of the Reserve
2. How and when the Reserve can be used
3. Any procedures for the Reserve’s management and control
4. A process and timescales for review of the Reserve to ensure continuing relevance and
adequacy
5.3. Expenditure from Reserves can only be authorised by full Council.
5.4. Reserves should not be held to fund ongoing expenditure.
5.5. All Earmarked Reserves are recorded on a central register held by the Responsible Financial
Officer. The register should list the purpose for which the earmarked reserve is held.
5.6. Reviewing the Council’s Financial Risk Assessment is part of the annual budgeting by Committee
and the year-end accounting procedures. Part of this process identifies planned and unplanned
expenditure items and thereby indicates an appropriate level of Reserves.

3|Page
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6. General Reserves
6.1. An Emergency or General Reserve will be held by the Town Council to cushion the impact of
uneven cash flows, and the impact of unexpected, unforeseen, emergency and uninsured situations.
6.2. The level of General Reserves is a matter of professional judgement and so this policy does not
attempt to prescribe a level. The primary means of building a General Reserve will be through
reallocation of funds e.g. where a project comes under budget or through allocation from the annual
budget.
6.3. If in the most 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.
6.4. The Council must at all times keep a minimum balance sufficient to pay two month’s salaries to
staff and associated expenses e.g. National Insurance, tax contributions and pensions.

7. Principles to Assess the Adequacy of Balances and Reserves
7.1. A considerable degree of professional judgement is required in making any financial assessment
and the Responsible Financial Officer can only be expected to provide advice with the help and
possible guidance from the Members and other advisory sources.
7.2. Setting the budgets is the responsibility of the individual Committees in collaboration with the
Responsible Financial Officer, reviewed by the Policy and Resources Committee and a
recommendation then made to full Council for ratification and formal approval. This forms the
foundation of setting the precept.
7.3. In order to assess the adequacy of Reserves when setting he budget, both the Responsible
Financial Officer and the Committees should take account of the strategic, operational and financial
risks facing the Committee/Council. The financial risks should be assess in the context of the
Council’s overall approach to risk management. The Responsible Financial Officer should ensure that
the Council has put in place effective arrangements for internal audit of the control environment and
systems of internal control.
7.4. Setting the level of Reserves is just one of several related decisions in the formulation of the
long and medium term financial strategy as well as the budget for a particular year. Account should
be taken of the key financial assumptions underpinning the budget alongside a consideration of the
Town Council’s financial management arrangements. In addition to the cash flow requirements of
the Council the following factors should be considered:
Budget Assumptions
Inflation and interest rates
Estimates of the level and timing of capital receipts

Financial standing and management
The overall financial standing of the Town Council (such as the
level of borrowing, debt outstanding, collection rates etc.)
The authorities track record in budget and financial
management including the robustness of plans.

4|Page
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The treatment of demand led pressures
Planned efficiency savings / productivity gains
The financial risks inherent in any significant new funding
partnerships, major outsourcing arrangements or major
capital developments. The availability of other funds to deal
with major contingencies and the adequacy or provisions.
Keeping increases to a minimum or within any applied
capping.
Availability of other funding sources

The Town Council’s capacity to manage in-year budget
pressures
The strength of the financial information and reporting
arrangements.
The Town Council’s virement and end of year procedures in
relation to budget under / overspends. The adequacy of the
insurance arrangements to cover major unforeseen risks.
Taking a balanced approach between likely expenditure and the
ability of the community as a whole to absorb the financial
impact of an increased precept.
Bearing in mind the possibility of other funding streams e.g.
Section 106 or CILS monies or grants for projects.

7.5. Balancing the annual budget by drawing on ‘General’ or ‘Emergency’ Reserves must be viewed
as a legitimate short term option only. Such reserves must not be deployed to finance recurrent
expenditure or to financial anticipated or foreseeable projects.

8. Governance Concerning the Balances and Reserves
8.1. The policy on Balances and Reserves will be reviewed annually as part of the review of Financial
Regulations by the Policy and Resources Committee and reported to the Town Council as part of the
budget setting process.
8.2. This will include a report from the Responsible Financial Officer, prepared in collaboration with
the Policy and Resources Committee, on the adequacy of the Reserves (Specific and Emergency)
taking into account the forthcoming financial year and the Council’s medium and long-term financial
plans or projects.
8.3. The Responsible Financial Officer in collaboration with all Council Committees should review the
levels of earmarked Reserves held and make recommendations to the Policy and Resources
Committee on creation of additional Reserves as well as the extinction of redundant Earmarked
Reserves as part of the Annual budgeting process. Any recommendations once reviewed by the
Policy and Resources Committee will then be taken to full Council for formal approval.
8.4. General Reserves must be viewed as a short-term resolution of unexpected costs, they must not
be used to finance recurrent expenditure or to finance foreseeable or anticipated projects.
8.5. Foreseeable or anticipated project costs should be properly budgeted for and included in
Earmarked Reserves.

9. Reserves Currently Maintained
9.1. The level of General Reserves is to be not less than sufficient to pay two month’s salaries to staff
and associated expenses and no more than 6 months operating costs, i.e. half the annual precept
and in any year.
5|Page
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9.2. The level of Earmarked Reserves are listed in the register.

10.
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ANDOVER TOWN COUNCIL

C
Offices & Operations Report
Offices & Operations
Produced for:
Date of Report:
Policy and Resources Committee
Friday 12 May 2017
Summary of Key Issues
To consider recommending to full Council alternative Office Premises for a short term period.
Current Situation

At the Policy and Resources Committee meeting held in March 2017 it was agreed that the search for
alternative office accommodation would continue as a matter of priority and the search would be extended
to just outside the town center.
Since the meeting, the Working Group has continued investigating properties and has found a property that may suit
the Council’s needs on a shorter term basis.
The Offices
The offices are located 2 doors away from the current offices in Black Swan Yard. The property consists of 6 office
spaces, a very large meeting room, kitchenette and toilets. It is located on a first floor, however, the staircase would
be wide enough for a stair lift to be installed, to assist with accessibility.
As per the report submitted to the committee in March, these offices would fulfil all the needs required. There would
also be scope to sub-let offices that were not required in the short term. The agent has indicated that the landlord
would have no objections to this arrangement.
A floor plan for the offices has been drawn up and will be available at the meeting for inspection.

Potential for Sub-Letting
As mentioned above, the offices will not all be required in the first instance by the town council and there is
the possibility of sub-letting the space. The arrangement of the offices would allow this to be completely
separate from the Town Council operations.
Officers have been approached by at least three organisations who would be interested in sub-letting for a
short term period.
Size and Space
The proposed offices are at least three times as large as the current offices. Exact dimensions are not
available from the agents. There is potential for sub-letting and in addition all Town Council meetings would
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be able to be held in the offices, negating the need to hold committee and council meetings in the Guildhall.
Thus saving around £2,300 per annum on fees for external hall hire.
Potentially this meeting space could also be hired out for community use when not being used for Town
Council purposes as it is separate from the office space.
Works to be completed
If the Council were to decide to rent the building for office use for up to 3 years, some work would need to
be completed. Some redecorating would need to be done as the building has been empty for some time. As
mentioned above, a stair lift would need to be installed. However officers have investigated this and it
would be possible for the Town Council to hire a stair lift for the short term of occupancy which would
include maintenance thereby not incurring the full cost and allowing flexibility.
It is noted that there is a step to the front door, negotiation would need to be made with the landlord to
change it to a ramped entrance and planning permission may need to be sought. However the building is
not listed.
Likewise, it is suggested some partitioning be installed to create small interview rooms (as indicated in the
March report). Again these could be hired rather than buying outright.
A reception area would need to be created, as well as updating the kitchen area. A fully operational
telephone and internet system has already be installed into the building and could be utilised.
Equipment Required
As included in the report submitted in March, there are various additional pieces of equipment and
furniture that are required for the operation of the offices. New filing cabinets, cupboards and desks would
be needed (in addition to those already being used).
As members will note in the Policy Item on the agenda, there are requirements of the offices and officers to
observe data protection and document retention. Additional filing cabinets and lockable cupboards will
assist with these policies.
Time Scales
It is anticipated that it would take at least three months to prepare and make ready the new offices. If they
were to be agreed at full Council in June it would potentially mean the staff could move into the new
premises around September/October.
If Members were in agreement, it is suggested that the current offices continue to be occupied until all
works have been competed on the new offices to minimise disruption and provide continuous service.
Further Observations and notes
The Town Council has identified the urgent need to source alternative accommodation as soon as possible.
So far, the search has taken 18 months and 27 different properties have been viewed and discarded. It has
been agreed that for the rest of the year, the Town Council will hold all its public meetings in the Guildhall
as there is so little space in the current offices. This is at a cost of approximately £1,300.
This is the first property that has become avaible, near to the Town Centre that would fulfil the Town
Council’s needs and allow any expansion over the next few years and is of a reasonable rent. This property
would have no additional impact on the current Precept.
Financial Implications
The rental per month is £996, or £11,952 per annum. The Town Council currently has a budget of £14,000
for office rental. The Landlord has indicated they would consider a short term lease of 3 years.
The business rates for this office would be in the region of £3,500 per annum.
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The Town Councils Solicitors would need to be instructed to complete the necessary agreements. This
would cost in the region of £800.
There would in addition to this be agency fees, subject to negotiation and confirmation.
Officers have investigated the costs of the works what would need to be completed and additional
equipment that would be required (in order to comply with data protection and document retention).
It is estimated that the costs would be in the region of £10,000.
Officers are working on potential Earmarked Reserves which would provide for these costs with no impact
onto the current or future Precept. The Town Clerk has spoken with the Internal Auditor about using
Earmarked for alternative Office Accommodation and he has confirmed that it would be an acceptable use
of funds.
Legal and Policy Implications
The Town Council must comply with its own Data Protection and Document Retention polices.
It must be responsible for the Health and Safety of its staff and visitors.
The Town Council must continue to provide as best value for money as possible.
The Town Council would need to instruct its solicitors to draw up agreements with a landlord.
Recommendations
For the Policy and Resources Committee to recommend to full Council that the Officers be instructed to
pursue the rental of alternative offices located in Black Swan Yard.
To receive a detailed report on costs and equipment if rental is approved.
To receive a detailed report on the approval of the use of Earmarked Reserves to fund the office project.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C,
High Street, Andover, Hampshire. SP10 1NG.
Tel: 01264 335592
Email: townclerk@andover-tc.gov.uk
Website: www.andover-tc.gov.uk
Distribution: To all Councillors
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ANDOVER TOWN COUNCIL
DATA PROTECTION POLICY – 2017 (May 2017)

A guide to the Town Council’s implementation of the Principles set out in the Data
Protection Act 1998
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1. Introduction
In order to carry out its duties, Andover Town Council has to collect and use information about the
people with whom it works; members of the public; current, past and prospective employees;
customers; suppliers and others. In addition, the Council can sometimes have to collect and use
information in order to comply with the requirements of central government.
Andover Town Council will ensure that it treats lawfully and correctly all personal information
entrusted to it.

2. Statement of Policy
The Council fully endorses and adheres to the Principles set out in the Data Protection Act 1998.
(‘the Act’). The Council will therefore ensure that all employees, elected members, contractors,
agents, consultants, partners or anyone else who has had access to any personal data held by or for
the Council are fully aware of and abide by their duties and responsibilities under the Act.
This Policy and the procedures set down in it are reviewed as necessary to ensure that the Council
continues to comply with all relevant statutory requirements.
The Council will ensure that all personal data is handled properly and confidentially at all times,
irrespective of whether it is held on paper or by electronic means.
This includes:





The obtaining of personal data
The storage and security of personal data
The use of personal data
The disposal of or destruction of personal data.

The Council will ensure that data subjects have appropriate access, upon written request, to
personal information relating to them and the right to correct, rectify, block or erase any incorrect
data.

3. The Principles of Data Protection
Whenever collecting or handling information about people the Council will:
1. Ensure that personal data is collected and used fairly and lawfully

Issue Date 22.06.2017
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2. Ensure that the purposes for which personal data is obtained and processed are specified
and that data is not used for any other purpose
3. Collect, process and retain personal data only when necessary
4. Ensure that any data used or kept is accurate and up to date
5. Ensure that data is disposed of properly as soon as it is no longer needed for the purpose
specified when collected
6. Ensure that all personal data is processed in accordance with the rights of the individual
concerned
7. Ensure that appropriate security measures are taken to protect all personal data against
damage, loss or abuse
8. Ensure that the movement of personal data is done in a lawful way, both inside and outside
the Council, and that suitable safeguards exist at all times.

4. Definition of Personal and Sensitive Information
The Act makes a distinction between ‘personal data’ and ‘sensitive personal data’:
Personal data is defined as data relating to a living individual who can be identified from that data,
or from that data and other information which is in the possession of, or is likely to come into the
possession of, the data controller. This will include any expression of opinion about the individual
and any indication of the intentions of the data controller or any other person in respect of the
individual.
Sensitive personal data is defined as personal data consisting of information as to:








Racial or ethnic origin
Political opinion
Religious or other beliefs
Trade union membership
Physical or mental health or condition
Sexual life
Criminal proceedings or convictions.

5. Roles and Responsibilities
Andover Town Council will ensure that:
 A member of staff is appointed who has specific responsibility for data protection within the
Council
 And disclosure of personal data is in compliance with the law and with approved procedures
 Anyone managing and handling personal information understands that they are legally
bound to follow good data protection practice
 Anyone managing and handling personal information is appropriately trained and supervised
Issue Date 22.06.2017
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 Appropriate advice and guidance is available to anyone wanting to make enquiries about
personal information held by the Council
 Enquiries and requests regarding personal information are handled courteously and within
the time limits set by the Act
 All Councillors are to be made fully aware of this policy and of their duties and
responsibilities under the Act
 Where is it necessary to share data that this is cone under a written agreement setting out
what is to be shared and how it is to be kept secure
The Town Clerk and Officers will ensure that:
 Paper files and other records or documents containing personal and or sensitive data are
kept securely
 Personal data held electronically is protected by the use of secure passwords which are
changed regularly
 All users must choose passwords which meet the security criteria specified by the Council
 Staff working remotely from home or elsewhere must keep any Council owned equipment
they use secure and prevent systems and data for which the Council is responsible being
used or seen by members of their family or any other unauthorised person
All contractors, consultants, partners or other servants or agents of the Council must:
 Confirm in writing that they will abide by the requirements of the Act with regard to
information obtained from the Council
 When requested, allow the Council to audit the protection of data held on its behalf
 Ensure that they and all persons appointed by them who have access to personal data held
or processed for or on behalf of the Council are aware of this Policy and are fully trained in
their duties and responsibilities under the Act
 Indemnify the Council without limitation against any prosecutions, claims, proceedings,
actions or payments of compensation or damages arising from the loss or misuse of data.
Any breach of any provision of the Act will be deemed as being in breach of any contract
between the Council and that individual, company, partner or firm.
The Town Clerk (the Data Protection Officer), is responsible for:
 Ensuring the provision of cascade data protection training, for staff within the Council
 The development of best practice guidelines
 Ensuring compliance checks are undertaken to ensure adherence, throughout the authority,
with the Data Protection Act
 For conducting a review of this Data Protection Policy, as necessary and the practices and
procedure pertaining to it to ensure continuing compliance with all relevant statutory
provisions.
The Town Council’s Chief Executive Officer (Town Clerk) is the Accountable Officer ultimately
responsible for ensuring that all information is appropriately protected.

Issue Date 22.06.2017
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6. Councillors
This policy applies to all Town Councillors, and all councillors are made aware of the advice produced
by the Information Commissioners Office, which can be read by clicking on the link below:
https://ico.org.uk/media/for-organisations/documents/1432067/advice-for-elected-andprospective-councillors.pdf

7. The Information Commissioner
Andover Town Council is registered with The Information Commissioner as a data controller.
The Act requires ever data controller who is processing personal data to notify and renew their
notification on an annual basis. Failure to do this is a criminal offence. Any changes to the type of
data held or for the purposes for which it is held must be notified to the Information Commissioner
within 28 days.
The Town Clerk will review the Data Protection Register with designated Officers annually prior to
notification to the Information Commissioner.

Disclaimer:
A printed version may not be the current version.
A current version may be obtained in the required format from the Town Clerk’s Office at Andover Town
Council.

Source: Information Commissioner, Data Protection Act 1998, Colchester Borough Council.

Issue Date 22.06.2017
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1. Introduction
This policy sets out the Town Council’s commitment to the health, safety and wellbeing of those
working for it and anyone else who interacts with the services that the Town Council provides.
As an employer, the Town Council is aware of its general duties under the Health and Safety at Work
etc. Act 1974 and its specific duties under the Management of Health and Safety at Work
Regulations 1999. Where additional legislation relates to its employees and others who may be
affected can work safely without risk to their safety or health.
The Town Council will monitor and review this policy and associated documentation as necessary, at
least every three years, unless any significant changes occur in the meantime.
“Andover Town Council is committed to the health, safety and wellbeing of its employees, customers
and anyone who interacts with our services. We strive to create an environment in which our
employees feel that their health, safety and wellbeing is integral to the organisation. We encourage
everyone to be part of this positive culture so that we can continue to improve our standards”.

2. Statement
Andover Town Council is fully committed to complying with its statutory duties under the Health and
Safety at Work etc. Act 1974 and associated legislation. The Council values the health, safety and
wellbeing of its employees and will take all reasonably practicable measures to ensure a safe and
healthy working environment for all employees, contractors, the public and others that may be
affected by its activities.
The Council recognises that good health, safety and wellbeing is integral to its organisational and
business performance and its service delivery decisions will always consider the impact on health,
safety and wellbeing. This will help deliver the Council’s philosophy of a positive safety culture.
The Council will maintain an appropriate health and safety management system and organisation
structure to support its statutory duties. It will:
 Assess risks and put adequate control measures in place
 Consult with employees on matters affecting their health and safety
 Provide and maintain a safe place of work with safe plant, equipment and personal
protective equipment
 Ensure safe use, handling and storage of substances
 Provide information, instruction, training and supervision for employees to ensure that they
are competent to carry out their tasks
 Prevent incidents, injuries and cases of work-related ill-health
 Maintain safe and healthy working conditions
2
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All employees are required to follow this health and safety policy at all times and adhere to their
own statutory requirements. The Council encourages any comments over health and safety in the
workplace and will actively seek to rectify any areas of concern.
All contractors and others employed by Andover Town Council to perform work or provide service
are required to maintain health and safety standards in accordance with this policy.
The effectiveness of this policy will be monitored and reviewed as necessary, at least every three
years or when circumstances otherwise dictate.

Councillor ……………………..
Chairman of Andover Town Council

Wendy Coulter
Town Clerk

3. Organisation

Full Council

Policy & Resources
Committee

Assets & Amenities
Committee

Community
Engagement
Committee

Planning
Committee

Allotments
Committee

Town Clerk

Committee Officer

Allotments Officer
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3.2 Organisation Health and Safety Responsibilities

Full Council

Town Clerk

Committee Officer

Allotments Officer

4. Responsibilities
Full Council has the responsibility for the management and monitoring of health and safety provision
across the whole of the Council’s undertakings. The Town Clerk is the primary duty holder for health
and safety across the Council’s undertakings.
1. Ensure that adequate financial and other resources are provided, so that the health and
safety policy can achieve its aims
2. Give due regard to requests from the Town Clerk for financial and other resources to meet
statutory duties and other obligations regarding health and safety management
3. Ensure that the Town Clerk has in place an effective health and safety policy and
management system, which will ensure that all health and safety hazards and risks within
the Council are adequately controlled
4. Require the Town Clerk to be able to confirm, during the reporting period; health and safety
performance, any major incidents or failure in the health and safety management system,
accident history and key improvements to health and safety that have been implemented.

4
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4.1 Town Clerk
1. Overall responsibility for health and safety throughout the Council.
2. Support the Committee Officer and Allotments Officer to fulfil their health and safety
responsibilities
3. Preparation of an effective health and safety policy statement, organisation for carrying out
that policy, measures for ensuring that it is implemented and communicated to all
employees
4. Ensure that health and safety policy is reviewed, at least every three years or when
circumstances otherwise dictate
5. Ensure that health and safety is given an appropriately high priority and is not compromised,
so putting employees and or other persons at risk to their health and safety
6. Ensure that adequate financial and other resources are available to meet statutory duties
and requirements of this health and safety policy
7. Ensure that the Council has adequately trained a member of staff to act as a competent
Health and Safety Officer for the purpose of advising on meeting its statutory duties and for
advising and monitoring health and safety
8. Set a personal example at all times with respect to health and safety.

4.2 Committee Officer and Allotments Officer
1. Ensure that they are aware of the health and safety policy and understand their
responsibilities for effective health and safety
2. Ensure compliance with the Town Council’s health and safety management system
3. Support and promote health and safety continuous improvement
4. Monitor and review health and safety processes and performance in their areas of remit and
ensure regular health and safety audits and inspections are carried out and outcomes of
these are completed within the agreed timescales
5. Ensure suitable and sufficient risk assessments are in place to eliminate or control and
reduce risks to acceptable levels including those required under relevant statutory
provisions and ensure these are supported by method statements where required
6. Ensure that all accidents, incidents and near misses that are work-related or happen on
Council premises are reported using the incident report form as soon as possible and no
more than 5 days after the accident or incident and an appropriate investigation takes place
promptly with remedial actions implemented to prevent a similar occurrence.
7. Ensure that competent contractors with the correct skills, knowledge, attitude, training and
experience are employed.
8. Set a personal example at all times with respect to health and safety
The following may also apply:
9. Ensure that for any premises under their direct control or management (i.e. for a meeting),
adequate arrangements are in place for fire safety management and supported by a suitable
and sufficient fire risk assessment completed by a competent person.
5
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10. Ensure that workplace welfare, housekeeping and general safety requirements are
effectively managed.
11. Ensure that all materials, plant, vehicles, equipment and personal protective equipment
procured for use, comply with legislation, commercial and any other specific standards
which ensure that it is safe and without risk to health when used correctly
12. Ensure that all plant, vehicles and equipment is adequately maintained and subjected to
statutory examinations where appropriate and relevant records are kept.
13. Ensure that all employees are provided with the correct level of personal protective
equipment as identified by risk assessments and that it is maintained or replaced when
necessary
14. Ensure arrangements are in place which require that health and safety aspects are
specifically included and considered in contracts and that all contractors employed are
competent. Monitor and review contractors’ health and safety processes and performance.

5. Document Information
Title:
Status:
Version:
Consultation:
Approved by:
Approval Date:
Review Frequency:
Next Review:

Health and Safety Policy
1st draft
5 April 2017
Policy & Resources Committee

Every three years or if change occurs
May 2020

5.1 Document Control
Date
April 2017

Version
1

Description
1st Draft

Sections Affected
All

Approved by
Policy & Resources Committee
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1. Introduction
Andover Town Council is committed to ensuring that all pregnant employees take the leave and pay
that they are entitled to. This policy sets out the Town Councils commitment and duties as well as
the rights of the employee.
If you are having a baby, you are entitled to up to 52 weeks’ maternity leave. The maternity pay you
will receive depends on how long you have been working for the Town Council.

2. Policy Statement
Andover Town Council is committed to supporting best practice in relation to maternity, recognising
the value of achieving a gender diverse workforce and retaining and promoting female talent.
In support of this, the Town Council provides maternity benefits including maternity pay that are
above the statutory minimum.
This Policy and Procedure sets out the entitlements and benefits for pregnant employees and new
mothers.
Reference is made to the mother as female/she. In the case of adoption, where an adoptive parent
may be entitled to maternity leave it is recognised that the parent could be male or female.

3. Scope
This Policy and Procedure applies to all pregnant employees who have a contract of employment
with Andover Town Council.

4. Aims
The policy aims to promote a consistent and supportive approach to maternity and to increase
awareness about the provisions available for pregnant employees and to ensure the protection of
the health and wellbeing of the mother and her child/unborn child, and compliance with legislative
requirements.
It sets out the contractual and statutory maternity rights to which all pregnant employees are
entitled, both before and after the birth of a child.
Queries regarding the application of this policy should be directed to the Town Clerk.

2
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5. Principles
Andover Town Council has an Occupational Maternity scheme which is more beneficial than – and
incorporates – all relevant legislation and statutory entitlements to maternity leave and pay.

Maternity Leave
All pregnant employees, regardless of length of service or hours worked:
 Are entitled to up to 52 weeks’ maternity leave. This comprises of 26 weeks’ ordinary
maternity leave (OML) immediately followed by up to a further 26 weeks’ additional
maternity leave (AML)
 Must take a minimum of two weeks maternity leave immediately after the birth of their
child

Maternity Pay
The type of maternity pay that a pregnant employee will get depends on how long she has been
working for the Town Council, this is detailed in the PROCEDURE.

6. Contractual and other benefits
Apart from pay, the employee will continue to receive any contractual benefits which she would
receive if she were at work, throughout her maternity leave period.
1. Antenatal Care
An employee will be given paid time off to attend antenatal appointments. Antenatal
appointments should, where possible, be arranged outside core hours. Evidence of
appointments such as an appointment card or medical certificate may be requested.
In addition, the father or partner of the pregnant woman may take time off work to attend 2
antenatal appointments with the expectant mother; this is unpaid.
2. Parental Leave
This applies to employees who have completed one year’s service with the Town Council
and allows parents to take unpaid Parental Leave to care for their child when it is born or
placed for adoption. If Parental Leave is taken immediately following the employee’s
maternity leave, it may be taken in a block of up to 18 weeks, by agreement with the Town
Clerk, subject to the required notice being given by the employee. For further details see the
Parental Leave Policy.
3. Sharing Maternity Leave with a partner
Where an employee decides to return to work prior to completing her full entitlement to 52
weeks maternity leave, she may share the untaken balance of leave and pay as Shared
Parental Leave and Pay. For further details see the Shared Parental Leave Policy.
4. Continuity of Service
3
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Where an employee returns to work following maternity leave (paid or unpaid) the period of
absence due to maternity will not affect her recognised continuous service for employment
rights and service related benefits. Where relevant, the employee will be entitled to receive
an increment on her salary in accordance with her normal incremental date.
5. Pension
If an employee is part of the NEST scheme with the Town Council, the Town Council will
continue to make its usual contribution for the whole time of the time she is receiving
Occupational or Statutory Maternity Pay. During any unpaid maternity leave her active
pension scheme membership will be “suspended”. This means that the period will note
count as pensionable service, but that benefits will be paid in the event of her death or illhealth retirement during maternity leave, on the basis of the service and salary which
counted at the end of her paid maternity leave.
Further information about Pension arrangements whilst on maternity leave are avaible from
NEST and the Town Clerk.
6. Annual Leave
a. An employee will continue to accrue annual leave during her maternity leave. Staff on
maternity leave who, as a result, are unable to take all their annual leave entitlement in
a particular year are allowed to carry forward any untaken annual leave to the following
leave year. Prior to starting her maternity leave it is recommended that the employee
discuss arrangements for using annual leave with the Town Clerk.
b. Staff who are on maternity leave on a Public/Statutory or Customary holiday are allowed
to take the day(s) of holiday at a mutually convenient time (i.e. agreed with the Town
Clerk).
c. Annual leave cannot be taken during a period of Maternity Leave. It must be taken
either prior to, or following maternity leave. Any annual leave taken following the birth
of the baby will be deemed to be a ‘return to work’ for the purposes of maternity
regulations. The employee will therefore be expected to resume her normal duties
following the period of leave. If the Town Clerk has not already been informed of leave
arrangements via the ML3 (Maternity return to work) (link to stat form), then the
employee must do so in writing. Notification should be in writing and confirm the date
maternity leave ended and the annual leave dates.
7. Leave in Special Circumstances
An employee may also find it useful to familiarise herself with the Town Council’s policy for
requests for leave in Special Circumstances.
8. Equality and Diversity – including breastfeeding facilities
An employee may also like to consult the Equality and Diversity maternity pages regarding
relevant issues including breastfeeding facilities.
9. Rewards Extra
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a. SMP is based on an employee’s earnings in the 8 week period up to and including the
15th week before her baby is due (the ‘qualifying period). It is calculated using the postsacrifice salary which means that SMP will be reduced for individuals receiving benefits
as part of a salary exchange scheme at that point.
b. An employee should review whether she wishes to continue to receive benefits as part
of a salary exchange scheme. Where an employee decided to leave the scheme she will
need to complete a lifestyle change form (ref to stat form).
In the case of the Childcare Voucher Scheme, she should contact the Town Clerk in the first
16 weeks of her pregnancy if she is thinking of leaving. Changes must be confirmed at least 6
weeks before the change is to take effect.
For more information, visit the Childcare Voucher providers’ website at:
http://www.childcarevouchers.co.uk/Pages/Default.aspx and the Department of Work and
Pensions’ page on SMP eligibility at http://www.hmrc.gov.uk/employers/sml-salarysacrifice.pdf
10. Health and Safety
a. Andover Town Council is committed to ensuring the health, safety and welfare of all
employees which includes pregnant and breastfeeding employees as covered by the
Management of Health and Safety at Work Regulations 1999.
b. As part of the Town Council’s duty of care to pregnant and breastfeeding employees, a
risk assessment will be carried out when an employee advises the Town Clerk of her
pregnancy. A second Risk Assessment will be carried out after maternity leave, when the
employee returns to work.
c. The Town Clerk is responsible for assessing any risks and taking appropriate action to
resolve any problems. Where potential risk has been identified, temporary adjustments
should be made to the work/working conditions and/or working hours. The Town Clerk
may want to consult an HR Advisor in these instances.
d. Where risk cannot be reduced to an acceptable level the employee will be offered
suitable redeployment on her existing terms and conditions of employment. If there is
no suitable redeployment, she will be suspended on full pay for as long as the risk
remains. The decision to suspend on these grounds will be taken by the Staffing SubCommittee, acting on Health and Safety advice and an HR Advisor.
e. Suspension on maternity grounds will not affect the employees’ statutory or contractual
employment or her maternity rights. The employee is entitled to her normal salary and
contractual benefits during any period of suspension, unless she refuses a reasonable
offer of suitable alternative employment.
f. Redeployment or suspension will follow in the same way if there is a statutory
requirement placed on the Town Council by an employment medical advisor or doctor
appointed under regulations on ionising radiations, Control of Substances Hazardous to
Health (COSHH) etc.
g. If an employee produces a medical certificate stating that, on Health and Safety grounds,
she should not continue to work her previous standard hours, for example nights, the
Town Council will either transfer her to suitable alternative day work or suspend her on
maternity grounds, on full pay.
5
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h. If either the employee or the Town Clerk have concerns arising from the risk assessment
or any other health and safety related matter, they may contact the Staffing SubCommittee or an Occupational Health Advisor for advice and guidance.
11. Sickness absence
a. All sickness absence prior to starting leave will be administered under the normal
sickness absence procedure. The employee will receive contractual or Statutory Sick Pay
(SSP), as appropriate.
b. In cases where pregnancy related sickness absence occurs, after the beginning of the
fourth week before the EWC, maternity leave will start automatically from the first day
of absence.
c. The paid maternity leave cannot coincide with other types of absence. Sickness during
this period is treated as part of the maternity leave. An employee who is sick during
unpaid maternity leave may be entitled to SSP or State Incapacity Benefit and should,
therefore, contact their HR advisor for advice.
d. An employee who is unable to return to work at the end of their maternity leave, due to
sickness, will be treated as being on sick leave in accordance with the Town Council’s
Sickness Absence Policy. Likewise sickness, whether pregnancy related or not, occurring
after a return to work is treated in the same way.
Additional Provisions
All pregnant employees regardless of length of service or hours worked:
 Are expected to return to the same job they did prior to maternity leave, but if that is not
possible, a similar job on terms and conditions of employment which are no less favourable
 Should be protected from risk in the workplace
 Have protection against detriment, disadvantage, unfair dismissal arising from the
pregnancy or maternity leave
 May be offered up to ten ‘Keeping in Touch’ (KiT) days during maternity leave without losing
entitlement to maternity pay
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Maternity Policy and Procedure – information for employees and
Town Clerk
1. Maternity Leave
1. Regardless of length of service or hours of work, expectant mothers are entitled to up to 52
weeks maternity leave. This comprises 26 weeks Ordinary Maternity Leave (OML) and 26
weeks Additional Maternity Leave (AML).
2. All pregnant employees, regardless of length of service or hours worked, must take a
minimum of 2 weeks maternity leave immediately after the birth of their child.

2. Maternity Pay
1. Subject to satisfying the qualifying criteria, a pregnant employee will usually be entitled to
Occupational Maternity Pay (OMP), Statutory Maternity Pay (SMP) or Maternity Allowance
(MA) for all, or part, of her maternity leave dependent upon how much leave she decides to
take. She must follow the associated maternity procedure.
2. The table below shows the criteria required for each category.
Qualifying criteria
52+ weeks continuous service at the start of the week in
which the baby is due/EWC*
Undertakes to return to work for a minimum of 3 months
after maternity leave (for contracts expiring within this
period)
26+ weeks continuous service up to and including the 15th
week before your EWC*
AWE** not less than the lower earnings limit for NI
contributions
Must submit medical evidence of EWC
Must have stopped working
Less than 26 weeks service up to and including 15th week
before EWC*

Entitlement to Pay
Occupational Maternity Pay – (OMP includes an
entitlement to SMP)

Statutory Maternity Pay – (SMP only)

Maternity Allowance (MA) may be payable

*EWC Expected week of childbirth
**AWE Average Weekly Earnings

3. The table below shows the pay an employee may expect during maternity leave
Occupational Maternity pay (OMP)
18 weeks full pay
21 weeks SMP or 90% of AWE, whichever is less
Statutory Maternity pay (SMP)
6 weeks 90% of AWE 33 weeks SMP or 90% of AWE, whichever is less

13 weeks unpaid
13 weeks unpaid
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Maternity Allowance (MA)
39 weeks SMP or 90% AWE, whichever is less

13 weeks unpaid

1. Where OMP is paid, it includes the entitlement to SMP.
2. SMP is based on an employees earnings in the eight week period up to and including the 15th
week before her baby is due (‘the qualifying period’).
3. SMP, and consequently maternity leave, cannot start prior to the 11th week before the
employees’ EWC.
4. SMP can start from any day of the week in accordance with the date the employee starts her
maternity leave.
5. SMP is payable irrespective of whether or not the employee intends to work after maternity
leave.
6. An employee on a career break will not be eligible for OMP. As SMP is based on the
employee’s AWE in the 8 weeks preceding maternity leave, entitlement to SMP may also be
affected.
7. An employee who is not entitled to SMP may be entitled to Maternity Allowance which is
paid by Jobcentre Plus. To qualify she must have been employed or self-employed for 26
weeks out of the 66 weeks before the EWC. Details on how to apply are on form SMP1
which is attached to this document.

3. Notification of pregnancy – requirements for starting maternity
leave
1. The employee is advised to notify the Town Clerk of her pregnancy as soon as possible so
that a health and safety risk assessment may be carried out. It is recommended that the
employee and the Town Clerk meet to plan arrangements and to discuss any potential issues
anticipated, or arising, due to the pregnancy.
2. Maternity Leave will start on whichever date is earliest:
 The employees chosen start date ie any time after the beginning of the 11th week
before the employees EWC or
 The day after the employee gives birth, in the case of a Premature Birth; or
 The day after any day on which the employee is absent for a pregnancy related
illness in the four weeks before the EWC.
3. Applying for Maternity Leave
1. It is the employees responsibility to complete the relevant forms ML. 1 Application for
Maternity Leave and ML. 2. Risk Assessment for Pregnant and Breastfeeding Employees
The ML.1. must be completed by at least the 15th week before the expected week of
childbirth (EWC) or as soon as is practicable thereafter confirming:
 That she is pregnant
 Her EWC
 The date she intends to commence maternity leave
The ML.2. should be completed as soon as possible so that any risks can be identified
and addressed.
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2. The employee should pass the completed forms to the Town Clerk who is reposible for
checking them and where appropriate, adding comments to the ML.2.
3. If either the employee or the Town Clerk have concerns arising from the Risk
Assessment and the demands of the job, they may contact the Staffing Sub-Committee
for advice and guidance.

4. Providing medical confirmation of maternity dates MAT B1
When the employee is approximately 20 weeks pregnant, she will receive a MAT B1
form from her midwife/GP, formally confirming her EWC which she must send to the
Town Clerk when it is issued.
5. Confirming the details of maternity leave
On receipt of the ML.1. and ML. 2 forms, the Town Clerk will write to the employee
confirming details, including the date when her maternity leave will end. This will be
sent within 28 days of receiving the forms. The Town Clerk will confirm the date the
employee is expected to return to work if she takes her full 52 week entitlement to
maternity leave.
6. Changing the start date of maternity leave
1. An employee may bring forward or postpone, her maternity leave start date
providing she does so in writing, giving at least 28 days’ notice of the new date or as
soon as reasonably practical. Notification should be sent to the Town Clerk.
2. If the baby is born before the intended start of maternity leave, the Town Clerk
should be advised of the baby’s date of birth. This should be done, as soon as
reasonably practicable, by the employee or someone acting on her behalf.
Arrangements will then be made for maternity leave and pay to start from the day
after the birth.
7. Arranging Maternity Cover
The Town Clerk should consider options for covering work during maternity lea and can
contact the Staffing Sub-Committee for assistance if required.
8. Confirming return to work (Form ML.3.: Return to Work after Maternity Leave)
For an employee taking maternity leave in accordance with the Statutory Maternity
entitlement only, and where she is intending to return at the end of her total maternity
leave i.e. after 52 weeks, there is no formal requirement to complete an ML.3.
All other employees must confirm a return to work date by completing an ML.3 and send it
to the Town Clerk. This should be done at the earliest opportunity and normally at least 8
weeks before the planned date of return.

4. Keeping in Touch during maternity – including KIT days
1. The employee and the Town Clerk are encouraged to maintain reasonable contact during
maternity leave to make the return to work easier. It is recommended that the frequency
and method of contact during maternity leave be discussed in advance of maternity leave
9
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2.

3.

4.

5.

6.

starting. The Town Clerk must ensure that employees are kept informed about change at
work, particularly if any of the changes will directly affect the individuals’ job or career
development.
By mutual agreement, an employee may work for up to ten Keeping in Touch (KIT) days
during her maternity leave without affecting her right to statutory maternity leave or pay –
KIT days can be taken at any time during maternity leave apart from the two week period
immediately following childbirth.
If KIT days are used, the Town Clerk will adjust payroll, confirming the date of the KIT day
and the number of hours worked so that, where necessary, a payment can be made. A ‘day’,
in KIT terms, is defined as anything from attending a 1 hour meeting to a full 7.5 hour day.
The employee is paid for her Keeping in Touch days, they must not be used to accrue time
off in lieu.
Payment for a KIT day will be inclusive of SMP payment for the week. Where payment for
the day’s work is in excess of the weekly SMP payment, the difference will be paid. Where
payment for the day’s work is less than the weekly SMP payment then the employee will
receive the SMP payment only.
The type of work undertaken during KIT days must be agreed between the employee and
the Town Clerk and might typically include attending training, or a meeting. It is not
intended that an employee use these days to continue her work during maternity leave or to
work from home.
The Town Council is not obliged to offer KIT days; similarly the employee is not obliged to
work any that are offered.

5. Preparing to Return to Work
Notification Requirements for ending maternity leave
1. An employee can return to work any time from 2 weeks after the birth and before AML has
finished
2. An employee who qualifies for OMP should normally notify the Town Clerk of her return to
work date by completing form ML.3. This should be done at least 8 weeks before the
intended return to work date.
3. Where an employee takes maternity leave in accordance with the Statutory Maternity
entitlement, it is assumed she will be returning to work at the end of the total maternity
leave period i.e. after 52 weeks. This will be conformed to the employee by the Town Clerk.
No further action is required unless the employee changes her mind and decides to return to
work early, in which case an ML.3. form should be submitted to the Town Clerk giving at
least 8 weeks’ notice of the new return to work date.
4. Where an employee wishes to return to work earlier than planned but fails to give the
correct notice period, the Town Council may postpone her return to work date until 8
weeks’ notice has been given or until her 52 weeks maternity leave expires.
5. Usually the employee will return to the same job in which she was employed prior to
maternity leave, on the same terms and conditions of employment as if she had not been
absent. If this is not possible, she should be offered a similar job on terms and conditions of
employment which are no less favourable.

10

36

APPENDIX F

MATERNITY LEAVE AND PAY POLICY 2017
6. Shortly before returning to work, or as soon after returning as possible, the employee should
complete a second risk assessment (ML.2.) and discuss it with the Town Clerk. This is
particularly important as there is a legal requirement on the Town Council to protect the
breastfeeding mother and her child. If the employee or the Town Clerk would like specialist
or confidential advice on possible risks involved in her work whilst she is breastfeeding they
should contact an Occupational Health Advisor.

6. Reducing hours and flexible working
1. An employee who is a parent of a child under 17 has the statutory right to request flexible
working arrangements. Further information can be found in the Town Council’s Flexible
Working Policy.
2. The Town Council gives sympathetic consideration to a request from a full time employee
who wishes to return to work on a part time basis after maternity leave. The employee is
encouraged to discuss her situation with the Town Council as soon as possible to complete a
flexible working request in line with the Flexible Working Policy at least 12 weeks prior to
returning to work and to agree any new working arrangements prior to her return. She also
needs to submit an ML.3. form with details of the new working arrangements at least 8
weeks before the planned return date.

7. Altering the return to work date
1. Changes to the original return to work date can be made by submitting a revised ML.3. form
at least 8 weeks before the intended return date.

8. Resigning after maternity leave
1. An employee who decides not to return to work after maternity leave must give written
notice to the Town Clerk of her resignation. It is helpful to receive as much notice as
possible, but this should not be less than the notice period in the employee’s contract of
employment. Where appropriate, a payment will be made in lieu of annual leave not taken
before the start of maternity leave and calculated up to the last working day.
2. Failure to return to work at the end of maternity leave will be treated as unauthorised
absence unless the employee is sick and produces a medical certificate to cover the absence
from the end of the maternity period. Where an employee fails to return to work by the
agreed date, without explanation, this may be treated as unauthorised absence.
3. Where an employee who qualifies for OMP fails to return to work for a minimum of 3
months after maternity leave, the Town Council will normally reclaim some of the maternity
pay paid to her. The amount to be reclaimed would be the non-statutory element of the
maternity pay. The Town Council’s decision to reclaim any excess paid will take account of
the circumstances of the individual case.
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9. Preparing for an employee’s return from maternity leave – Town
Clerk’s responsibilities
1. Prior to the employee returning to work, the Town Clerk should ensure arrangements are in
place for the mother’s return. For example, ensuring she is updated of any changes since
going on maternity leave, arranging any training required etc.
2. Completing a risk assessment post maternity leave
When the employee returns to work, she must complete a second ML.2. risk assessment.
The Town Clerk will add detail, where appropriate.
Once again, if there are any issues arising from the Risk Assessment, the employee or the
Town Clerk may contact an Occupational Health Advisor for advice and guidance.

10. Managing Redundancy – termination of a contract during
maternity leave
1. Where an employee’s contract is due to end during maternity leave, the Town Council’s
Redundancy Policy will be used.
2. With the employee’s agreement, redundancy consultations may start early, i.e. before the
maternity leave begins. This will not affect her statutory or contractual rights and she will
receive access to redeployment opportunities, if relevant, at the appropriate time.
3. An employee who receives OMP is expected to return to work for at least 3 months, or to
the end of her contract, whichever date is sooner. Where this is not possible due, for
example, to the contract expiring, she will not be required to return to work for the full 3
months and maternity pay under the Town Councils Occupational Maternity Scheme, if
applicable, will be paid until the expiry of the contract.
4. If an employee’s contract ends before her entitlement to SMP ceases, she will remain on the
Town Council’s payroll for the remainder of the period for which she is eligible for SMP. All
of her SMP entitlement will be paid via the Town Council. Her leaving date will be the date
on which funding ceased, so contractual benefits such as leave entitlement and redundancy
calculations would be based on this date.

11. Unforeseen circumstances
1. Premature Birth
1. If the employee’s baby is born prematurely but after maternity leave has already
started, the rules governing Occupational Maternity Pay (OMP), Statutory Maternity Pay
(SMP) and Maternity Allowance (MA) do not change.
2. If the employee gives birth prematurely before or during the 15th week before the EWC,
known as the Qualifying Week (QW) she is still entitled to receive Occupational
Maternity Pay, Statutory Maternity Pay or Maternity Allowance as originally envisaged
provided:
 In the case of SMP or OMP she would have qualified for it through length of
service by the end of the original QW. (N.B. the week in which the birth was
expected is still used for assessing continuous service).
 In the case of SMP, her average weekly earnings are not less than the lower
earnings limit for payment of National Insurance Contributions normally
12
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calculated for a period of 8 weeks ending with the QW. The employee is still
entitled to take up to 52 weeks maternity leave, the leave being calculated from
the actual date her maternity leave starts.
2. Miscarriage and Stillbirth
1. If a miscarriage occurs earlier than the 24th week of pregnancy, the employee will not
qualify for Maternity Leave or OMP, SMP or MA. Any period of sickness absence will be
dealt with under the normal sick pay arrangements.
2. In the event of a stillbirth from the 24th week of pregnancy onwards, the employee will
be eligible for Maternity Leave or OMP, SMP or MA in the normal way.
3. Helpful information on miscarriage may be found on the Miscarriage Association website
at www.miscarriageassociation.org.uk/

12. Monitoring
Implementation of the Policy and Procedure will be monitored through reports and consultation
with the Town Clerk

13. ‘Review by’ date
The policy and procedure will be reviewed 5 years following implementation to accommodate
changes in legislation.
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PROCEDURE FOR MATERNITY LEAVE
1. Leave and Pay
You must take at least two weeks of maternity leave immediately after the birth of your child.
Length of service at due date
More than 52 weeks

Leave
52 weeks

40 – 52 weeks

52 weeks

Pay
18 weeks full pay, then 21 weeks of Statutory Maternity Pay (SMP) or
90% pay (whichever is less), then up to 13 weeks unpaid.
6 weeks at 90% pay, then 33 weeks of SMP, then up to 13 weeks unpaid

If you do not qualify for Statutory Pay, you are still entitled to 52 weeks leave. You may be able to
claim Maternity allowance.
If you do not take all the maternity leave/pay that you are entitled to, your partner may be able to
take what is left over.

2. Starting Maternity
 You can start your maternity leave at any time from the 30th week of your pregnancy
 If your baby is born before your maternity leave was due to start, maternity leave must start
on the day after the birth
 If you are off sick with a pregnancy related illness in the last four weeks of pregnancy, your
maternity leave will start at that point
Inform the Town Clerk of your pregnanacy as soon as you feel comfortable, so that a risk assessment
can be carried out. You will need to complete a risk assessment form.
When you have your MATB1 certificate from your miswife and hae decided when to start your leave,
complete a maternity application form (insert link to stat mat form). This must be
completed/returned by the 24th week of your pregnancy.
During your leave you will be offered (or can request) up to 10 Keeping in Touch (KiT) days.

3. Benefits and Leave
 You can go on antenatal appointments during work hours, but try to arrange these so they
have the least impact on your work
 You will continue to accrue annual leave throughout your maternity leave and you can take
it before and/or after your maternity leave
 Your pension contributions will still be paid while you are on maternity leave. While on
unpaid maternity leave, your pension contributions will be suspended.
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4. Finishing Maternity Leave
 You will need to tell the Town Council when you intend to finish your maternity leave, with
at least eight weeks’ notice
 A further Risk Assessment will be carried out on your return to work if you are breastfeeding
 You will be able to request flexible working
 Pregnant employees have the right to 52 weeks maternity leave
 39 weeks can be paid which may be Statutory Maternity Pay, Maternity Allowance or
contractual maternity pay
 Pregnant employees are protected against unfair treatment and discrimination
 During maternity leave and employees and employer can agree to have up to 10 keeping in
touch days
 Employees are entitled to paid reasonable time off for antenatal care
 Women returning to work following Maternity Leave have the right to return to the original
job or suitable alternative

15

41

APPENDIX G

DOCUMENT RETENTION POLICY 2017

ANDOVER TOWN COUNCIL
DOCUMENT RETENTION POLICY – 2017 (May 2017)

Contents
1
2
3
4
5
6
7

Subject
Introduction
Aims and Objectives
Scope
Policy Statement
Retention and Disposal Policy
Roles & Responsibilities
Disposal
Appendix 1 – Disposal & Retention Considerations
Appendix 2 – Document Retention Schedules
Asset Management
Community Safety
Cultural Services
Environmental Health
Finance
Human Resources
Legal Services
Modernisation & ICT
Planning
Policy & Communications

Page No
2
2
3
3
3
4
4
5
6
7
9
9
9
10
11
13
15
15
16

1

42

APPENDIX G

DOCUMENT RETENTION POLICY 2017

1. Introduction
Information is one of the Town Council’s corporate assets; in the course of carrying out its various
functions, the Town Council accumulates information from both individuals and external
organisations. The Town Council also generates a wide range of data, which is recorded in
documents and records.
These documents are in several different formats, examples of which include (but are not limited to)
communications such as letters, emails and attendance notes, financial information including
invoices, statements and reports, legal documents such as contracts and deeds, and information
relating to various types of applications, including forms, plans, drawings and photographs.
For the purposes of this Policy, the terms ‘document’ and ‘record’ include information in both hard
copy and electronic form.
In certain circumstances, it will be necessary to retain specific documents in order to fulfil statutory
or regulatory requirements and also to meet operational needs. Document retention may also be
useful to evidence events or agreements in the case of disputes and also to preserve information
which has historic value.
Premature destruction of documents could result in inability to defend litigious claims, operational
difficulties and failure to comply with the Freedom of Information Act 2000 and the Data Protection
Act 1998.
Equally the retention of all documents and records is impractical and appropriate disposal is
encouraged. Disposal will assist the Town Council to maintain sufficient electronic and office storage
space and will de-clutter office accommodation, resulting in a more desirable working environment.
Lengthy or indefinite retention of personal information could result in the Town Council breaching
the Data Protection Act 1998.
It is important for the above reasons that the Town Council has in place systems for the timely and
secure disposal of documents and records that are no longer required for business purposes.

2. Aims and Objectives
The key objective of this policy is to provide the Council with a simple framework which will govern
decisions on whether a particular document should be retained or disposed of, in the case of
documents which are to be retained by the Council, the Policy includes guidance on the format in
which they should be retained and appropriate retention periods.
Implementation of the Policy should save the Town Council Officers time when retrieving
information, in particular by reducing the amount of information that may be held unnecessarily.
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The Policy clarifies the different roles of the Council Officers in relation to document retention and
disposal in order that they understand their responsibilities and who to refer to if they are unsure
about any document and require clarification.
It is envisaged that this Policy will assist the Council in securing compliance with legal and regularity
requirements, including the Freedom of Information Act 2000 and the Data Protection Act 1998 and
the Code of Practice on the Management of Records under Section 46 of the Freedom of
Information Act 2000. In addition to assisting officers in their day to day business, this should also
ensure that searches for information requested under the Freedom of Information legislation are as
quick as possible.
Additionally the Policy should help to ensure that the Council archives records and documents that
are of historical value appropriately for the benefit of future generations.

3. Scope
This Document Retention Policy applies to all information held by the Town Council and its external
service providers where they are processing information on the Town Council’s behalf.

4. Policy Statement
Andover Town Council will ensure that information is not kept longer than is necessary and will
retain the minimum amount of information that it requires to carry out its statutory functions and
the provision of services.

5. Retention and Disposal Policy
Decisions relating to the retention and disposal of documentation should be taken in accordance
with this Policy, in particular:
 Appendix 1 – Disposal and Retention Considerations – a checklist to be followed where the
disposal of any document is being considered.
 Appendix 2 – Document Retention Schedules – Comprehensive guidance on the
recommended and statutory minimum retention periods for specific types of documents
and records.
In circumstances where a retention period of a specific document has expired, a review should
always be carried out prior to a decision being made to dispose of it. This review should not be
particularly time consuming and should be straightforward. If the decision to dispose of a document
is taken, then consideration should be given to the method of disposal to be used.
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6. Roles and Responsibilities
The Town Clerk and Officers will be responsible for determining (in accordance with this policy)
whether to retain or dispose of specific documents within the remit of their service area.
Lead Officers may delegate the operational aspect of this function to one or more officers within
their service area.
All Officers should seek advice if they are uncertain as to whether minimum retention periods are
prescribed by law, or whether the retention of a document is necessary to protect the Council’s
position where a potential claim has been identified.
Officers should ensure that the Schedule in Appendix 2 which is relevant to their services if kept up
to date.

7. Disposal
Confidential waste documents should be made avaible for collection by use of the confidential waste
bin in order that they can be destroyed. It is essential that any documents which are to be thrown
away and contain confidential or personal data must be disposed of in this way, in order to avoid
breaches of confidence or of the Data Protection Act 1998.
Disposal of documents other than those containing confidential or personal data may be disposed of
by binning, recycling, deletion (in the case of electronic documents) and the transfer of documents
to external bodies. Transfer to external bodies will be unusual but could be relevant where
documents are of historic interest and may therefore be sent to the county archivist or a museum.
Records of disposal should be maintained by each service area and should detail the document
disposed of, the date and the officer who authorised the documents disposal.
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APPENDIX 1
Disposal and Retention Considerations
Each of the following questions and guidance underneath them should be considered prior to the
disposal of any document:
1. Has the document been appraised?
 Check that the nature and contents of the document is suitable for disposal.
2. Is retention required to fulfil statutory obligations or other regulatory obligations?
 Specific legislation setting out mandatory retention periods for documentation held by
local government is very limited but includes the following:


Tax legislation – minimum retention periods for certain financial information
are stipulated by the VAT Act 1994 and Taxes Management Act 1970.
 Statutory registers – Various local government statutes requires registers to be
kept for a variety of functions.
 The Audit Commission Act 1998 – Provides auditors with a right of access to
every document relating to the Council that appears necessary for the purposes
of carrying out the auditors function under the Act.
 The Local Government Act 1972, Part VA – Governs public access to certain
documents relating to Council and Committee meetings.
3. Is retention required for evidence?
 Keep any documents which may be required for legal proceedings until the threat of
proceedings has passed.
 The limitation period for commencing litigation should also be a key consideration. This
is governed by the Limitation Act 1980 and the main time limits that apply directly to
local government are:
 Contract or tort (such as negligence or nuisance) claims (other than personal
injury) cannot be brought after six years from the date on which the cause of
action occurred.
 Personal injury claims cannot be brought after three years from the date on
which the cause of action occurred.
 Claims based on provisions contained in documents that are ‘under seal’ cannot
be brought after twelve years from the date on which the cause of action
occurred.
4. Is retention required to meet the operational needs of the service?
 Consider whether the document in question may be useful for future reference, as a
precedent or for performance management purposes.
5. Is retention required because the document or record is of historic interest or intrinsic value?
 In most cases consideration will not be relevant
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 If a particular document has historic or financial value, consideration should be given to
whether it should be retained by the Town Council, or alternatively by an external body such
as the County Archivist.
 The transfer, long term retention or disposal of such documents must be authorised by the
Town Clerk.

Appendix 2
Document Retention Schedules
1. Introduction
The following schedules provide guidance on the retention periods applicable to a wide
range of the Council’s documents.
2. Explanation of Retention Schedule Headings
There is a document retention Schedule for each of the areas that the Town Council covers
or provides for. The headings in each Schedule are as follows:
Reference Number – This section provides ease of reference
Function Description – The Schedule provides notes that define each function in terms of
related activities.
Retention Action – This entry provides the guidance as the whether the document should be
retained and if so how long for. It also provides guidance regarding the method by which
documents should eventually be disposed of.
Examples of records – This section provides common examples of the type of records
included within the particular function. This list is not exhaustive.
Notes – This indicates if the retention action is common practice or statutory.
3. Glossary of Terms
Archiving – The method of archiving selected for a particular document will vary between
services and will depend on the type and format of documents. Staff should refer to the
Town Clerk for guidance on where documents should be archived if they are unsure.
Archiving may include but will not be limited to electronic storage on records management
systems, storage in secure filing cabinets, strong rooms or other designated areas in the
Council Offices and in some limited cases sending documents to external bodies such as the
Local Archives or museums.
Administrative Use – When business use has been ended or the file has been closed.
Closure – ‘Destroy ‘X’ years from closure’. A record/file is closed when it ceases to be active.
After closure, no new papers/information should be added to the record. Triggers for
closure of a file include: reaching an unmanageable size, covering a period of ‘x’ years or
more, no records added for ‘x’ period of time, no action taken after ‘x’ period of time.
Closure Period – Specified period of time during which the record is subject to restrictions
on provision of access to staff and/or the public may be dictated by statutory requirements
or by the Town Council’s policy. Any closure period should comply with current legislation on
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access to local government information – including the Data Protection Act 1998 and the
Freedom of Information Act 2000.
Common Practice – Standard practice followed by those local authority records managers
are members of the Records Management Society.
Last Action – ‘Destroy ‘X’ years after last action’. Date of the most recent
amendment/addition/deletion of information.
Permanent – Records which must be kept indefinitely for legal and/or administrative
purposes, and/or are ensuring value for historical research purposes and so suitable for
transfer to the Council’s archive or place of deposit.

Asset Management
Ref No
AM 1

Function Description
Property Management
The process of managing the
council’s property portfolio

AM 2

Property Acquisition and
Disposal
The process of managing the
acquisition process (by lease or
purchase)
The process of managing the
disposal process

AM 3

AM 4

AM 5

AM 6

Leases
The process of managing leased
property

Property Maintenance
The process of managing and
undertaking maintenance of the
Council’s property
Contracts and Tendering PreContract Advice
The process for calling for
expressions of interest
Specification and Contract
Development
The process involved in the
development and specification of
a contract

Retention Action
Permanent
Transfer to a safe place of deposit
after administrative use is
concluded

Retain for life of property or
building plus 12 years
Destroy 15 years after all
obligations/entitlements are
concluded

Examples of Records
Asset Register
Property Files

Plans
Legal documents relating
to the acquisition
Legal documents relating
to the sale
Particulars of sale
Tender documents

Notes
Common Practice

Common Practice

Common Practice

Destroy 15 years after the expiry of
the lease

Lease agreements
Rent details
Applications for leases
licence and rental revision

Common Practice

Retain for life of property or
building

Work Orders
Tender documents
Plans
Certificates of approval

Common Practice

Destroy 2 years after contract let or
not proceeded with

Expressions of interest

Common Practice

Ordinary Contracts
Destroy 6 years after the terms of
the contract have expired

Tender Specification
Note: For project files
containing drafts leading
to a final version these
records can be destroyed

Statutory

Contracts under Seal
Destroy 12 years after the terms of
the contract have expired
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AM 7

AM 8

AM 9

AM 10

AM 11

AM 12

AM 13

AM 14

Tender Issuing and Return
The process involved in the
issuing and return of a tender
Evaluation of Tender

Destroy 1 year after start of
contract

Opening notice
Tender envelope

Common practice

Ordinary Contracts
Destroy 6 years after the terms of
contract have expired
Contracts under Seal
Destroy 12 months after the terms
of the contract have expired

Evaluation Criteria

Statutory

Ordinary Contracts
Destroy 6 years after the terms of
contract have expired
Contracts under Seal
Destroy 12 months after the terms
of the contract have expired

Tender Documents
Quotations

Statutory

Destroy 1 year after start of
contract

Tender documents
Quotations

Common Practice

Destroy 1 year after the terms of
the contract have expired

Clarification of contract
Post Tender negotiation
minutes

Common Practice

Ordinary Contracts
Destroy 6 years after the terms of
contract have expired
Contracts under Seal
Destroy 12 months after the terms
have expired

Singed contract

Statutory

Destroy 2 years after the terms of
the contract have expired

Service Level agreements
Compliance reports
Performance reports

Common Practice

Ordinary Contracts
Destroy 6 years after the terms of
contract have expired
Contracts under Seal
Destroy 12 months after the terms
have expired

Minutes and papers of
meetings
Changes to requirements
Variation Forms
Extension of Contract
Complaint
Disputes on payments

Statutory

Successful Tender Document

Unsuccessful Tender Documents

Post Tender Negotiation
The process in negotiation of a
contract after a preferred tender
is selected
Awarding of Contract
The process of awarding contract

Contract Management
Contract operation and
monitoring
Management and Amendment
of Contract
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Community Safety
Ref No
COM 1

COM 2

Function Description
Youth Council
Minutes of YC Meetings
Grants
Records of membership
Record of projects
Health & Wellbeing
Minutes of HWB meetings
Record of projects

Retention Action

Examples of Records

Review at 12 months
Six years
Whilst membership is live
6 years

Photographs
Electronic
Hard copy

Review at 12 months
6 years

Photographs
Electronic
Hard copy

Notes

Cultural Services
Ref No
CS 1

Function Description
Business Continuity Plan

Retention Action
Until superseded

Examples of Records
Plan to ensure business
continuity and protect
vital operations, facilities
and assets in the event of
a disaster

Notes

Retention Action
Retain for 7 years after case closed

Examples of Records
Inspection details and
action taken in respect of
Health & Safety in
business premises

Notes

Retain for 7 years after last action
Retain for 6 years after contract
has expired

SLA arrangement with
other bodies
Tender/contract
documents

Environmental Health
Ref No
EH 1

Function Description
Health & Safety Filing

EH 2

Service Level Agreements
Successful tender documents
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Unsuccessful tender documents

Retention for 1 year after start of
contract

Tender documents,
quotations etc.

Finance
Ref No Function Description
INTERNAL AUDIT
IA 1
Annual Review of operational
and management systems

Retention Action

Examples of Records

Notes

Retain current plus previous year.
Dispose of as confidential waste

IA 2

General Files

All files to be held
in secure storage
until disposal
For reference
only

IA 3

Audit Plan and Annual Corporate
Risk Assessment

To be reviewed annually and
outdated items disposed of as
general waste
Audit plans to be kept for 5 years.
Corporate Risk Assessment for
current year only.
Dispose of as confidential waste

Project file to include all
documentation, evidence
and audit report
Guidance from other
bodies
Final only.
Draft documents to be
disposed of when final
agreed

Statutory

Required by HMRC for up to 6
years

Original Invoices

Invoices can be
scanned. If
scanned destroy
original paper
invoices after 1
year

Required by HMRC for up to 6
years

Mileage claims
Electronic reports
Annual File
Pension starter form
Pension leaver form
Pension change form
P35
Hourly claims
Monthly absence returns
Invoice requisitions
Credit note requisitions

ACCOUNTANCY
F1
Creditor Payments

F2

Payroll

Required for Pensions queries
indefinitely

Current year plus audit year
F3

Sundry Debtors

Kept for the current year, year of
audit plus 1

F4

Insurance arrangements

All files retained indefinitely

F5
F6

Banking
Budget preparation, Setting and
Monitoring

Retained for 6 years
Kept for current year, year of audit
plus 1

F7

Financial Management System

Edge Contract retain for 2 years
after contract as expired

Insurance policy
documents
Insurance claim history
Bank statements
Budget working papers
Precept setting working
papers
Detailed budget variations
Contract

Copies of invoices
retained by
services
Statutory

Statutory

10
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All associated
documentation

Human Resources
Ref No
HR 1

HR 2

Function Description
Personnel Administration
Monitoring and management of
employees
Administration of employees to
ensure entitlements &
obligations are in accordance
with employment requirements

Retention Action

Examples of Records

Notes

Permanent
Transfer to place of deposit after
administrative use is concluded
Destroy 7 years from date of
leaving

Employment Register
Registers of personnel files
Salary Master Record
Medical clearance
Letter of appointment
Letter of acceptance
Probation reports
Medical examinations
Personal particulars
Educational qualifications
Employment Contracts

Common Practice

Records containing
superannuation information
HR 3
HR 4
HR 5

HR 6
HR 7

Records relating to staff working
with children
All other records
Employee & Industrial Relations
Identification & development of
significant directions concerning
industrial matters

Termination + 25 years

Liaison processes of minor and
routine industrial matters
Processing of disciplinary and
grievance investigations where
proved

Destroy after 2 years after
administrative use is concluded
Oral Warning – 6 months
Written Warning – 1 year
Final Warning – 18 months
The above warnings to be removed
& destroyed after the relevant time
has elapsed.
Warnings involving children –
placed on personnel file
permanently
The disciplinary policy states that
records will remain on files but will
be disregarded.

Common Practice

Common Practice

7 years from data of leaving
Permanent.
Transfer to place of deposit after
administrative use is concluded

Generic agreements and
awards
Negotiations
Disputes
Claims Lodged
Daily industrial relations
management
Disciplinary

Common Practice

Common Practice
For practical
purposes this
function would
not be subject to
records
management,
except for
Warnings
involving
Children, which
remain on the
personnel file
permanently for
reference
purposes.

11
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HR 8

HR 9

HR 10

HR 11

HR 12

Processing of disciplinary and
grievance investigations where
unfounded
Equal Employment
Opportunities
The process of investigation and
reporting on specific cases to
ensure that entitlements &
obligations are in accordance
with agreed Equal Employment
Opportunities guidelines policies
Occupational Health
The process of checking and
ensuring health of staff

Recruitment
The selection of an individual for
an established position

Staff Monitoring
Performance

HR 13

Process of monitoring staff leave
and attendance

HR 14

Staff Retention
Financial reward

HR 15

HR 16

HR 17

HR 18

Other strategy
Formation of staffing positions &
review of staff organisation
Termination
The process of termination of
staff through voluntary
redundancy, dismissal and
retirement
Training and Development
Routine staff training processes,
not occupational health and
safety or children related
Training (concerning children)

Destroy immediately after the
grievance has been found to have
been unfounded; or after appeal

Disciplinary

Destroy 5 years after action
completed

Common Practice

Common Practice

Destroy 75 years after DOB

Health questionnaire
Medical Clearance
Adjustment to workplace
Restrictions
Recommendations

Common Practice

Remain on personal file. All leaver
files are retained for 7 years

Common Practice

Destroy 1 year after recruitment
has been finalised

Advertisements
Applications
Referee reports
Interview reports
Unsuccessful applicants

Destroy 5 years after action
completed
Records include spreadsheets and
HR/Payroll system
Manual records – destroy 2 years
after action completed

Probation reports
Performance Plans
Sick leave
Jury Service
Study Leave
Special and personal leave

Common Practice
Common Practice

Destroy 7 years after action
completed

Common Practice
All records
relating to actual
payments are
dealt with under
finance

Destroy 3 years after action
completed

Common Practice

Destroy 7 years after termination
If a pension is paid then records
should be destroyed 6 years after
last payment of pension

Resignation
Redundancy
Dismissal
Retirement

Destroy 2 years after action
completed
Ongoing records are kept on
HR/Payroll system
Destroy 35 years after training
completed, or last entry

Course individual staff
assessment

Common Practice

Common Practice

Course individual staff
assessment

Common Practice

12
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Training register
HR 19

Training (occupational health
and safety training)

HR 20

Training (materials)

HR 21

Training (proof of completion)

HR 22

Appointments of Statutory
Officers
Management systems that allow
the monitoring & management of
statutory officers in summary
form
The process of administering
employees to sure that
entitlements and obligations are
in accordance with agreed
employment requirements
The appointment of an individual
for a statutory position

HR 23

HR 24

HR 25

The process of selection of an
individual for a statutory position

Destroy 50 years after training
completed
Individual course assessment
records should be destroyed once
the training has been renewed
every 3 years
Destroy 1 year after course is
superseded
Destroy 7 years after action
completed
All certificates, awards etc. are kept
on personnel files. All leaver files
are retained for 7 years

Common Practice

Common Practice
Certificates
Awards
Exam results

Common Practice

Permanent
Transfer to place of deposit after
administrative use if concluded

Common Practice

Destroy 6 years after departure
from employment

Common Practice

Permanent
Transfer to place of deposit after
administrative use is concluded
Destroy 2 years after date of
appointment

Common Practice

Vacancies and application
records
Interview notes
Prospective staff records
Registers of applicants
Unsuccessful application
records

Common Practice

Retention Action

Examples of Records

Notes

Destroy 7 years after the last
action.
Major Litigation – review as case
may be ongoing

Criminal case file
Civil case file
Correspondence

Common Practice

Legal Services
Ref No
LS 1

LS 2

Function Description
Litigation
The process of managing,
undertaking or defending for or
against litigation on behalf of the
Council
Advice
The process of providing legal
advice on a point of law

Destroy 3 years after last action –
unless major precedent then
review

Common Practice

13
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LS 3

LS 4

Agreements
Process of agreeing terms
between organisations
Note: This does not include
contractual agreements

Destroy 6 years after agreement
expires or is terminated

Concordat

Common Practice
Depends on value
of agreement
Mainly in relation
to agreements
between public
bodies, not
contracts

Destroy 12 years after closure

Conveyancing files

Statutory

Destroy 2 years after contract let or
not proceeded with

Expressions of interest

Common Practice

Ordinary Contracts
Destroy 6 years after the terms of
the contract have expired
Contracts under Seal
Destroy 12 years after the terms of
the contract have expired

Tender specification
Noted: For project files
containing drafts leading
to a final version, these
records can be destroyed

Statutory

Destroy 1 year after start of
contract
Ordinary Contracts
Destroy 6 years after the terms of
the contract have expired
Contracts under Seal
Destroy 12 months after the terms
of the contract have expired
Ordinary Contracts
Destroy 6 years after the terms of
the contract have expired
Contracts under Seal
Destroy 12 months after the terms
of the contract have expired
Destroy 1 year after start of
contract
Destroy 1 year after the terms of
the contract have expired

Opening notice
Tender envelope
Evaluation Criteria

Common Practice

Ordinary Contracts
Destroy 6 years after the terms of
the contract have expired
Contracts under Seal

Conveyance
(See also Property Acquisition and
Disposal)

LS 5

LS 6

LS 7

The process of changing
ownership of land or property
Contracts & Tendering PreContract Advice
The process of calling for
expressions of interest
Specification and Contract
Development
The process involved in the
development and specification of
a contract

LS 8

Tender Issuing and Return
The process involved in the
issuing and return of a tender
Evaluation of Tender

LS 9

Successful Tender Document

LS 10

Unsuccessful Tender Documents

LS 11

Post Tender Negotiation
The process in negotiation of a
contract after a preferred tender
is selected
Awarding of Contract
The process of awarding a
contract

LS 12

Statutory

Tender documents
Quotations

Statutory

Tender documents
Quotations
Clarification of contract
Post tender negotiation
minutes

Common Practice
Common Practice

Singed contract

Statutory

14
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Destroy 12 months after the terms
of the contract have expired
LS 13

LS 14

Contract Management
Contract operation and
monitoring
Management and Amendment
of Contract

Destroy 2 years after the terms of
the contract have expired
Ordinary Contracts
Destroy 6 years after the terms of
the contract have expired
Contracts under Seal
Destroy 12 months after the terms
of the contract have expired

Service Level Agreements
Compliance reports
Performance reports
Minutes and papers of
meetings
Changes to requirements
Variation forms
Extension of contract

Common Practice

Examples of Records
Electronic classification
schemes
Electronic Registers
Electronic Indexes
Electronic authorised lists
of file headings
Accession registers
Depositor files

Notes
Common Practice

Electronic disposal
certificates

Common Practice

Examples of Records
Planning applications sent
as information to Council

Notes

Modernisation and ICT
Ref No
MICT1

MICT2

MICT3

Function Description
Information Management
The activity whereby standards,
authorities, restraints and
verifications are introduced and
maintained to manage
information effectively
The management of collections
of records transferred to the
archives
The process that records the
disposal of records

Retention Action
Permanent
Transfer to place of safe deposit
after administrative use is
concluded

Permanent
Transfer to place of safe deposit
after administrative use is
concluded
Destroy 12 years after last action

Common Practice

Planning
Ref No
P1

Function Description
Planning Application Papers

Retention Action
All information kept for
consideration at relevant planning
committee meeting.
Those of contentious nature
retained for six months or until
result of any appeal, whichever is
the latter.
All documents in public arena
disposed of in recycling bins.
Electronic copies are retained on
TVBC website in perpetuity as
‘planning history’

15
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P2

General correspondence and
complaints

P3

Neighbourhood Plan

All planning general
correspondence and complaints
are scanned onto general file. All
correspondence and complaints, if
necessary forwarded to Planning
Authority.
Correspondence considered as
provide and will be disposed of in
confidential waste.
Electronic copies to be retained in
perpetuity.
Files and documents must be
retained for length of the plan

Retained for Tort

Files and
documents used
as background
evidence must be
retained.

Policy and Communications
Ref No
PC 1

PC 2

PC 3

Function Description
Elections
All papers relating to elections
co-options
Elections – Results
Declaration of results
Council & Committee Meetings
The process of preparing business
for Council consideration and
making the record of discussion,
debate and resolutions

PC 4

Minute Taking

PC 5

Partnership, Agency & External
Meetings
The process of preparing business
for partnership and agencies
consideration and making a
record of discussion, debate and
resolutions, where local authority
legally owns the record

Retention Action

Examples of Records

Notes

Destroy after 6 months from close
of poll or co-option

Ballot papers

Statutory
Statutory

Destroy 6 months from date of
election
Permanent
Transfer to place of deposit after
administrative use is concluded

Destroy after date of confirmation
of the minutes

Permanent
Transfer to place of deposit after
administrative use is concluded.

Council Minutes
Council agenda and
business papers
Council notice papers and
proceedings
Indexes
Committee minutes
Registers of delegations to
Special Committees, SubCommittees and Working
Groups
Draft/rough minutes
Audio tapes

Common Practice

Documents establishing
the committee
Agendas
Minutes
Council reports
Recommendations

Common Practice

Common Practice

16
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PC 6

The process of preparing business
for external committees
consideration and making the
record of discussion, debate and
resolutions, where the local
authority legally owns the record

CORPORATE PLANNING & REPORTING
PC 7
The corporate planning and
reporting activities of the Council

PC 8

PC 9

PC 10

PC 11

PC 12

PC 13

PC 14

Destroy 3 years after last action

Supporting documents
such as Council briefing
and discussion papers
Documents establishing
the committee
Reports
Recommendations
Supporting documents
such as briefing and
discussion papers

Common Practice

Permanent
Transfer to place of deposit after
administrative use is concluded

Corporate plans
Strategy Plans
Business Plans
Annual Reports

Common Practice

The process of preparing business
or strategic consideration and
making the record of discussion,
debate and resolutions
Policy, Procedures, Strategy &
Structure
Activities that develop policies,
procedures, strategies and
structures for the Council

Permanent
Transfer to place of deposit after
administrative use is concluded

Strategic Management
minutes

Common Practice

Permanent
Transfer to place of deposit after
administrative use is concluded

Policy, procedure,
precedent, instructions
Organisation charts
Records relating to policy
implementation and
development
Asset Management

Common Practice

The process of monitoring and
reviewing strategic plans, policies
or procedure to assess their
compliance with guidelines
Public Consultation
The process of consulting the
public and staff in the
development of significant
policies of the council
The process on consulting the
public and staff in the
development of minor policies of
the council
Information Management
The activity whereby standards,
authorities, restraints and
verifications are introduced and
maintained to manage
information effectively
The management of collections
of records transferred to the
archives

Destroy 5 years from closure

Common Practice

Destroy 5 years from closure

Common Practice

Destroy 1 year from closure

Common Practice

Permanent
Transfer to place of deposit after
administrative use is concluded

Permanent
Transfer to place of deposit after
administrative use is concluded

Classification schemes
Registers
Indexes
Authorised lists of file
headings
Accession registers
Depositor files

Common Practice

Common Practice
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PC 15

The process that records the
disposal of records

Enquiries and Complaints
The management in summary
form of enquiries and complaints
directed to the Council
PC 17
The management of enquiries,
submissions and complaints
which result in significant
changes to policy or procedures
PC 18
The management of detailed
responses on council action,
policy or procedure
PC 19
The management of routing
response on council actions,
policy or procedures
PC 20
Quality and Performance
Management
The process of monitoring or
reviewing the quality, efficiency,
or performance of the council
and its services
PC 21
The process of assessing the
quality, efficiency or performance
of the council and its services
PUBLIC RELATIONS
PC 22
Publications
The process of designing and
setting information for
publication
PC 23
The published work of the
Council

Destroy 12 years after last action

Disposal certificates

Common Practice
based on
Limitation Act

Permanent
Transfer to place of deposit after
administrative use is concluded
Permanent
Transfer to place of deposit after
administrative use is concluded

Indexes
Registers

Common Practice

Common Practice

Destroy after 6 years

Reports
Returns
Correspondence
Reports

Destroy after 2 years after
administrative use is concluded

Printed material
Form letters

Common Practice

PC 16

MEDIA RELATIONS
PC 24
Process of interaction with the
media
PC 25
Media publications concerning
the council
PC 26

Civic and Royal Events
The recording of ceremonial
events and civic occasions

The process of organising a
ceremonial event or civic
occasion

Destroy 5 years from closure

Destroy 2 years from closure

Common Practice

Common Practice

Assessment forms

Common practice

Destroy 3 years from last action

Common Practice

Destroy after administrative use is
concluded
Note: one copy of the original print
run should go to archive

Common Practice

Destroy 3 years from closure

Press cuttings
Media reports

Permanent
Transfer to place of deposit after
administrative use is concluded
Permanent
Transfer to place of deposit after
administrative use is concluded
Destroy 7 years after
administrative use is concluded

Common Practice
Common Practice

Visitors book
Audio tapes
Video tapes
Photographs

Common Practice

Common Practice
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May
Data Protection and Information Handling
Health & Safety Policy
Maternity Leave & Pay Policy
Retention of Documents Policy

P&R Consideration
Council Approval
18-May-17
11-May-17
18-May-17
11-May-17
18-May-17
11-May-17
18-May-17
22-Jun-17

June
Requirement of Spoken English
Shared Parental Leave Policy

08-Jun-17
08-Jun-17

22-Jun-17
22-Jun-17

July
Dignity at Work Policy
Fit for Work Policy
Recruitment of Offenders & Handling Disclosure Information Policy

27-Jul-17
27-Jul-17
27-Jul-17

07-Sep-17
07-Sep-17
07-Sep-17

August
Licensing Policy
Apprentice Policy
Translation & Interpretation policy

16-Nov-17
16-Nov-17
16-Nov-17

30-Nov-17
30-Nov-17
30-Nov-17

September
Transparency Policy
Complaints Policy
Disciplinary Policy

16-Nov-17
16-Nov-17
16-Nov-17

30-Nov-17
30-Nov-17
30-Nov-17

October
Employee/Councillor Protocol Policy
Equalities Policy
Flexible Working policy

16-Nov-17
16-Nov-17
16-Nov-17

30-Nov-17
30-Nov-17
30-Nov-17

November
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FOI Policy
Grievance Policy
Pay Policy

21-Dec-17 Jan 2018
21-Dec-17 Jan 2018
21-Dec-17 Jan 2018

December
Pension Policy
Planning Policy
Safeguarding Policy

21-Dec-17 Jan 2018
21-Dec-17 Jan 2018
21-Dec-17 Jan 2018

January 2018
Sickness and Absence Management Policy
Whistleblowing Policy
Anti Fraud and Corruption Policy

Mar 2018
Mar 2018
Mar 2018

Mar-18
Mar-18
Mar-18

February 2018
Capability Policy
Financial Regulations
Media Policy

Mar-18
Mar-18
Mar-18

Mar-18
Mar-18
Mar-18

March 2018
Out of Hours Policy
Protocol between TVBC & ATC
Standing Orders

Mar-18
Mar-18
Mar-18

Mar-18
Mar-18
Mar-18
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J
Review of Committee Structure Report
Review of Committee Structure
Produced for:
Date of Report:
Policy and Resources Committee
Friday 12 May 2017
Summary of Key Issues
To consider whether the Committee Structure is working in order to facilitate the Town Council Strategy and Business
Plan
To consider whether the Committee structure is value for money and resources
To consider whether the Committee Structure requires any changes
Current Situation

It is now over a year since Andover Town Council resolved (March 2016) to set up two new committees
(Community Engagement and Assets & Amenities) and it is appropriate to evaluate the success and cost
effectiveness of these committees.
Points for consideration







Costs of committee meetings in office use, officer time, printing
Councillor time spent at committees and working groups
Public perception of the committees
Effectiveness of the committees in dealing with their allocated responsibilities
Future workload of the committees

Community Engagement Committee
The Community Engagement committee terms of reference are included in Annex 1.
These include many feasible aspirations and objectives but progress has been limited and such activities are
open to criticism.
It is suggested that some of the work could be more effectively handled by working groups, other
committees/chairs or staff. Events for example could equally be classified as community amenities and
handled by an amenities committee.
The Committee has been working towards the introduction of certain events throughout the year.
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It is suggested that the schedule of meetings be reviewed for 2018 to better reflect the need for reporting
for the implementation of the events.
Assets & Amenities
The Assets & Amenities Committee terms of reference are included in Annex 2.
The primary activity is to investigate, initiate and manage the assets of the Andover Town Council. Currently
the only assets are allotments, the Town Council office (rented) and Christmas Lights. While there is a need
for a committee to oversee these, the work involved at the moment is minimal.
It is suggested that the meetings for this committee could be reduced to say 4 per year, to increase if more
meetings were required.
Financial Implications
For 2016/2017 Officer Time spent on the 2 additional committees was in total – 120 hours
The Town Clerk has covered the time for most of these meetings in the past year due to problems in
engaging a Committee Officer, therefore the cost to the Town Council in the Town Clerk’s time has been
£2,274.
More stationery has been used to print out agendas and reports and costs for photocopying –
approximately this has cost the Town Council - £200
For the remainder of 2017 and into 2018 the Council has agreed that all its committee meetings will be held
in Guildhall as there is no longer space in the current town council offices. The cost of this for the 2
committees up to the end of 2017 will be £413.
Legal and Policy Implications
All Town Council Committees must comply with the Town Council’s Standing Orders.
Recommendations
To consider setting up a small, task/time related Working Group to review the effectiveness of the 2
committees.
Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C,
High Street, Andover, Hampshire. SP10 1NG.
Tel: 01264 335592
Email: townclerk@andover-tc.gov.uk
Website: www.andover-tc.gov.uk
Distribution: To all Councillors
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ANNEX 1

ANDOVER TOWN COUNCIL
COMMUNITY ENGAGEMENT COMMITTEE
TERMS OF REFERENCE
This committee will comprise of up to 12 Members of the Council.
The quorum of the committee will be 1/3 its Membership + 1.
The committee shall appoint an Elected Member as its Chairman
The committee shall appoint an Elected Member as its Vice Chairman
Terms of Reference
To address and where appropriate, formulate policy regarding public relations and public engagement by the
Council and develop schemes and projects for ongoing publicity of council activities;
Communications
1. To develop strategy on media relations, and to formulate policy on public participation2.
2. To act as a channel for communication with external partners
3. To assist the Town Clerk with the preparation of the Annual Report for the Annual Electors Meeting
4. To oversee the maintenance and development of the Council’s Website
5. To formulate an Emergency Plan for the Council as and when required.
Business Plan
6. To organise and oversee the Business Plan process throughout the year.
7. To encourage the citizens of Andover to play a major role in shaping the future Business Plan
8. To review progress of current elements of the Business Plan and suggest modifications to Full Council
Events
11. To Co-ordinate any events the Council conducts or takes part in and to ensure that such activity is
publicised
Grants
12. To oversee and publicise the Grant Funding the Council releases each year.
Finance
13. To be responsible for the following Budget Heads and approve expenditure accordingly:
4800 – Projects
4190 – Grants
4000/6 – Website & Community Development
4900 – New Building Fund
Urgent Matters
To provide any two elected members, normally the Chairman and the Vice Chairman of the Community
Engagement Committee to be consulted by the Town Clerk to deal with urgent matters in relation to the
Terms of Reference of the Community Engagement Committee which may have a legal or financial
implication for the Council and time restraints prevent the normal arrangement of a Council or Committee
meeting.
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APPENDIX 2

ANDOVER TOWN COUNCIL
ASSETS & AMENITIES COMMITTEE
TERMS OF REFERENCE
This committee will comprise of up to 12 Members of the Council.
The quorum of the committee will be 1/3 its Membership + 1.
The committee shall appoint an Elected Member as its Chairman
The committee shall appoint an Elected Member as its Vice Chairman
Terms of Reference
To address and where appropriate, formulate policy regarding Amenities provided by the Council and
develop schemes and projects for Town Development.
To develop, monitor and or review the following and make recommendations to Full Council if projects fall
outside delegated Budget as per Standing Orders:
1. To investigate the possible management/ownership of assets in Andover
2. To investigate and exercise the Town Council’s Community Right to Bid
3. To support Andover and promote local facilities, including conferences and local shopping
4. To ensure the proper management of the property and amenities owned, controlled or provided by the
Town Council
5. To maintain an overview of the Council’s assets and potential assets (including services) and report to
Council on their impact and effectiveness
6. To negotiate the transfer or management of assets to Andover Town Council from Principal Authorities and
other local councils under the guidance of the Responsible Officer.
7. To ensure that the Town Council is fully covered by Insurance to carry out all its functions as a Local
Authority
8. To develop and manage the Christmas Lights
Finance
9. To be responsible for the following Budget Heads and approve expenditure accordingly:
4300 – Bus Shelters
4700 – Town Centre Development
4900 – New Building Fund
Urgent Matters
To provide any two elected members, normally the Chairman and the Vice Chairman of the Assets and
Amenities Committee to be consulted by the Town Clerk to deal with urgent matters in relation to the Terms
of Reference of the Assets and Amenities Committee which may have a legal or financial implication for the
Council and time restraints prevent the normal arrangement of a Council or Committee meeting.
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APPENDIX K

Memorandum of Understanding between Test Valley Community Services (TVCS) and
Andover Town Council (ATC)
Aims:
To work in partnership where appropriate to support the communities within Andover.

Through this Memorandum of Understanding, TVCS undertakes to:










Engage with Andover Town Council to the betterment of their residents
Signpost to ATC where appropriate
Promote any activities and events through their Enews, monthly circulation
Raise awareness of ATC activities through the website and social media
Promote training opportunities to council officers and members when relevant
Develop project opportunities and work in partnership when appropriate
Deliver commissioned services when appropriate such as research, financial services etc.
Provide local information when appropriate
Meet on a regular basis to discuss opportunities

Through this Memorandum of Understanding, ATC undertakes to:








Engage with TVCS workers for the betterment of the communities within Andover
Share information on activities, projects and services as appropriate
Act as a bridge to the wider community linking to TVCS as appropriate
Promote TVCS activities and events as appropriate
Meet on a regular basis to discuss opportunities
Engage TVCS in strategic discussions when new opportunities arise
Consider TVCS as a supplier for relevant future services

Memorandum of Understanding agreement period
Delivery Start Date 1st April 2017
Delivery End Date 31st March 2020

1
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For and on behalf of Test Valley Community Services (TVCS)
Lead Name 1: Terry Bishop
Signature:

Position in Charity: Chief Executive

Date:

For and on behalf of Andover Town Council (ATC)
Lead Name 2:

Signature:

Position:

Date:

2
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ANDOVER TOWN COUNCIL

L
CIL Monies Report
(Community Infrastructure Levy) CIL Monies
Produced for:
Date of Report:
Policy and Resources Committee
Friday 12 May 2017
Summary of Key Issues
To note that CiL Monies have been transferred to the Town Council from Test Valley Borough Council
To note how the funds can be spent
To note how the Town Council must report on the receipt and expenditure of the funds
To approve a policy for the receipt and management of CIL funds.
To consider which Committee should manage and spend the funds.
Current Situation

Test Valley Borough Council is in the process of releasing CIL funds received between 1st August 2016 and 31
March 2017 to town/parish councils.
Andover Town Council has received £430.50.
Regulations 59C and 62A outline how the finds can be spent and how the Town Council must report on the
receipt and expenditure of these funds.
Regulation 59C
A local council must use CIL receipts passed to it in accordance with regulation 59A or 59B to support the
development of the local council’s area, or any part of that area, by funding –
(a) The provision, improvement, replacement, operation or maintenance of infrastructure; or
(b) Anything else that is concerned with addressing the demands that development places on an area.

Regulation 62A
(1) A local council must prepare a report for any financial year (“the reported year”) in which it receives CIL
receipts.
(2) The report must include –
(a) The total CIL receipts for the reported year
(b) The total CIL expenditure for the reported year
(c) Summary of CIL expenditure during the reported year including –
(i)
The items to which CIL has been applied; and
(ii)
The amount of CIL expenditure on each item; and
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(d) Details of any notices received in accordance with regulation 59E, including –
(i)
The total value of CIL receipts subject to notices served in accordance with regulation 59E
during the reported year;
(ii)
The total value of CIL receipts subject to a notice served in accordance with regulation 59E in
any year that has not been paid to the relevant charging authority by the end of the
reported year.
(3) The total amount of –
(i)
CIL receipts for the reported year retained at the end of the reported year; and
(ii)
CIL receipts from previous years retained at the end of the reported year.
(4) The local council must –
(a) Publish the report –
(i)
On its website;
(ii)
On the website of the charging authority for the area if the local council does not have a
website; or
(iii)
Within its area as it considers appropriate if neither the local council or the charging
authority have a website, or the charging authority refuses to put the report on its website
in accordance with paragraph (ii);
And
(b) Send a copy to the charging authority from which it received CIL receipts, no later than the 31st
December following the reported year, unless the report is, or is to be, published on the charging
authorities website.
Financial Implications
Currently the Town Council has not provided for a Budget Head for CIL monies received or spent. This will
require setting up.
The CIL monies will not be treated as guaranteed income and therefore will not form part of the Budgeting
process.
Legal and Policy Implications
The Legal and Policy implications are included in the report.
Recommendations
To note the report and to recommend to full Council that the above procedures and policy are adopted for
the management of CIL monies.
Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C,
High Street, Andover, Hampshire. SP10 1NG.
Tel: 01264 335592
Email: townclerk@andover-tc.gov.uk
Website: www.andover-tc.gov.uk
Distribution: To all Councillors
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ANNEX 1

ANDOVER TOWN COUNCIL
COMMUNITY ENGAGEMENT COMMITTEE
TERMS OF REFERENCE
This committee will comprise of up to 12 Members of the Council.
The quorum of the committee will be 1/3 its Membership + 1.
The committee shall appoint an Elected Member as its Chairman
The committee shall appoint an Elected Member as its Vice Chairman
Terms of Reference
To address and where appropriate, formulate policy regarding public relations and public engagement by the
Council and develop schemes and projects for ongoing publicity of council activities;
Communications
1. To develop strategy on media relations, and to formulate policy on public participation2.
2. To act as a channel for communication with external partners
3. To assist the Town Clerk with the preparation of the Annual Report for the Annual Electors Meeting
4. To oversee the maintenance and development of the Council’s Website
5. To formulate an Emergency Plan for the Council as and when required.
Business Plan
6. To organise and oversee the Business Plan process throughout the year.
7. To encourage the citizens of Andover to play a major role in shaping the future Business Plan
8. To review progress of current elements of the Business Plan and suggest modifications to Full Council
Events
11. To Co-ordinate any events the Council conducts or takes part in and to ensure that such activity is
publicised
Grants
12. To oversee and publicise the Grant Funding the Council releases each year.
Finance
13. To be responsible for the following Budget Heads and approve expenditure accordingly:
4800 – Projects
4190 – Grants
4000/6 – Website & Community Development
4900 – New Building Fund
Urgent Matters
To provide any two elected members, normally the Chairman and the Vice Chairman of the Community
Engagement Committee to be consulted by the Town Clerk to deal with urgent matters in relation to the
Terms of Reference of the Community Engagement Committee which may have a legal or financial
implication for the Council and time restraints prevent the normal arrangement of a Council or Committee
meeting.
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APPENDIX 2

ANDOVER TOWN COUNCIL
ASSETS & AMENITIES COMMITTEE
TERMS OF REFERENCE
This committee will comprise of up to 12 Members of the Council.
The quorum of the committee will be 1/3 its Membership + 1.
The committee shall appoint an Elected Member as its Chairman
The committee shall appoint an Elected Member as its Vice Chairman
Terms of Reference
To address and where appropriate, formulate policy regarding Amenities provided by the Council and
develop schemes and projects for Town Development.
To develop, monitor and or review the following and make recommendations to Full Council if projects fall
outside delegated Budget as per Standing Orders:
1. To investigate the possible management/ownership of assets in Andover
2. To investigate and exercise the Town Council’s Community Right to Bid
3. To support Andover and promote local facilities, including conferences and local shopping
4. To ensure the proper management of the property and amenities owned, controlled or provided by the
Town Council
5. To maintain an overview of the Council’s assets and potential assets (including services) and report to
Council on their impact and effectiveness
6. To negotiate the transfer or management of assets to Andover Town Council from Principal Authorities and
other local councils under the guidance of the Responsible Officer.
7. To ensure that the Town Council is fully covered by Insurance to carry out all its functions as a Local
Authority
8. To develop and manage the Christmas Lights
Finance
9. To be responsible for the following Budget Heads and approve expenditure accordingly:
4300 – Bus Shelters
4700 – Town Centre Development
4900 – New Building Fund
Urgent Matters
To provide any two elected members, normally the Chairman and the Vice Chairman of the Assets and
Amenities Committee to be consulted by the Town Clerk to deal with urgent matters in relation to the Terms
of Reference of the Assets and Amenities Committee which may have a legal or financial implication for the
Council and time restraints prevent the normal arrangement of a Council or Committee meeting.
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APPENDIX N
ANDOVER TOWN COUNCIL - MONTHLY PAYMENTS APRIL/MAY 2017
TN Cheque/BACS No Invoice No
Budget Head
328512318 0031
A-Fest
839194118 462/NEI
A-Fest
52269137 BADBY
A-Fest
527225678 022
527225678 023
527225678 024
DDBESApr17
416191080
66178192
306762109
63764017
643866859
81688596
81688596
81688596
81688596
81688596
81688596
347711995
DDPEACApr17
326270043
DDSageApr17
674168808
603912758
920423198
872422213
641158763

Allotments
Allotments (Mylen)
Allotments (Mylen)

3026569
34528
TCSalMay17
TCReimbApr17
1555
1418

Office heating & lighting
Christmas Lights
Admin Recharge Staffing
Stationery/Sundries
Website - provision
Subscription Fees

2011
2012
2013
2014
2015
2016

Allotments (Admirals)
Allotments (Barlows)
Allotments (Churchill)
Allotments (Mylen)
Allotments (Old Winton)
Allotments (Vigo)

AOSalMay17
4403395772
BE520805
2687216
29
27604
10030210
COSalMay17
26222473

Admin Recharge Staffing Allotments
Photocopying
Postage
Accounts Support
Insurance
Subscription Fees
Town Centre
Admin Recharge Staffing
Proms in the Park
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APPENDIX N
Supplier
Choices Hire
FenceHIre
Minerva Strategic

Description
Chairs
Crowd Barriers
First Aid provision

James Ayres
James Ayres
James Ayres

Servicing all Locks on sites
Repair & replace broken locks
Remove faulty lock, replace

BES Commercial Electricity
Blachere Illumination
Town Clerk
Town Clerk
Custom Studio
HALC

Electricity provision 15.03.17-15.04.17
£95.32
Four Year Hire (Year 3 2017)
£2,741.76
May Salary 2017
£2,538.17
Stationery,milk,coffee, loo rolls, subsistance
£68.70
website hosting, 25 email accts
£35.94
HALC & NALC affiliation fees
£2,750.00

Kevin Justice
Kevin Justice
Kevin Justice
Kevin Justice
Kevin Justice
Kevin Justice

Turn on water & replace tap
Turn on water & replace tap
Turn on water & replace tap
Turn on water
turn on water
Turn on Water

Allotments Officer
Pan European Asset Company
Pitney Bowes
Sage
Anthony & Elizabeth Scrace
South East Employers
Test Valley Borough Council
Committee Officer
WPS Insurance Brokers

May Salary 2017
Photocopier rental 01.05.17-31.07.17
Postage & franking machine rental
Payroll software rental
Insurance charge for 66C High St
Associate Membership 1.04.17-31.04.18
Expenses contribution for TC Manager
May Salary 2017
Event Insurance - Cancellation Insurance
TOTAL

Amount (£)
£267.00
£403.20
£120.00
£70.00
£190.00
£60.00

£60.00
£60.00
£60.00
£40.00
£40.00
£40.00
£1,380.10
£639.32
£335.15
£6.00
£164.98
£238.80
£475.20
£1,277.92
£365.00
£14,522.56
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Sub-Totals

£790.20 Sub Total - A-Fest

£320.00 Sub Total - J Ayres

£300.00 Sub Total - K Justice
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APPENDIX O
ANDOVER TOWN COUNCIL - MONTHLY PAYMENTS UP TO 09.05.2017
TN Cheque/BACS No Invoice No
Budget Head
9325033552
68160948
735233855
473838379
925128466
456234350
456234350
456234350
456234350
456234350

2716230/2
2775423/2
119444 - 119450
1586
00684
2153

569311410 Hants Pen Fund
837562793
8456
164978998
18000
411357684 BE599256
DDSAGEMAY2017
2828771
821584358
10030335
300365 Licec

Allotments (Churchill Way)
Allotments (Admirals Way)
Allotments (All sites)
Website Hosting
A-Fest 2017
Allotments (Barlows)
Allotments (Churchill)
Allotments (Mylen)
Allotments (Old Winton)
Allotments (Vigo)
Salaries Corporate
Office Maintenance
Office Maintenance
Postage
Accounts Support
Public hall hire
Proms in the Park 2017
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APPENDIX O
Supplier

Description

Amount (£)

Business Stream
Business Stream
Convenient Hire
Custom Studio
Expression Events
Grass & Grounds
Grass & Grounds
Grass & Grounds
Grass & Grounds
Grass & Grounds

Water supply April 2017
Water supply April 2017
Provision of toilet
Provision of website and emails
Stage & Amps
Grass Cutting
Grass Cutting
Grass Cutting
Grass Cutting
Grass Cutting

£15.60
£2.49
£534.24
£35.94
£3,109.98
£80.00
£80.00
£130.00
£80.00
£80.00

Hamsphire Pension Fund
JRC Cleaning Services
Moores Cleaning
Pitney Bowes
Sage
Test Valley Borough Council
Test Valley Borough Council

Exit & Recharge Actuary Fees May 2017
Cleaning Windows May 2017
Cleaning Services Offices
Franking Machine rental May 2017
Payroll softwarre provision May 201
Hire of Guildhall for 11.05.2017
Lottery Licence application
TOTAL

£383.50
£20.00
£141.28
£26.54
£6.00
£54.90
£40.00
£4,910.47
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Sub-Totals

£540.00 Sub Total (inc VAT) G&G
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79

APPENDIX P

80

APPENDIX P
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APPENDIX P
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APPENDIX P
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APPENDIX P
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APPENDIX P
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APPENDIX Q
POLICY & RESOURCES WORK PROGRAMME: 18.05.2017

Date of Meeting

ITEM

Requested
by

Purpose of Item

Expected Outcome

8 June 2017

Corporate Risk Assessment

STAT

To review the Town Council’s Corporate Risk
Assessment

Recommend to Full Council

8 June 2017

Accounts for the Year Ended 31 March 2017

STAT

To approve the Accounts for the Year Ended 31
March 2017

8 June 2017

Annual Return Preparation

P&R

To review the Internal Audit Report and
consider Accounts for the Annual Return

Recommend to full Council

8 June 2017

Evaluation of Asset Transfer (if required)

27 July 2017

To receive the Internal Auditors Report

STAT

To approve the Action Plan arising from the
Internal Auditors Report

Recommend to full Council

27 July 2017

Review Council’s resources

P&R

To review the Council’s resources to ensure
services are maintained

27 July 2017

Review financial plan for 2018/2019

16 November
2017

Review any Leases or Loans (if required)

16 November
2017

Review of Members Services Provision

To consider whether provision has been
provided within the budget for Members’
Services

16 November
2017

Timetable of Meetings for 2018

To consider a timetable of meetings for 20178

To consider the Financial Plan for 2018/2019 to
ensure Budgets cover services required – in
preparation for Annual Budget 2018/2019

Page 1 of 2
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Date of Meeting

ITEM

Requested
by

STAT

Purpose of Item

16 November
2017

Annual Budget 2018/2019

21 December
2017

Review of Business Plan

Jan/Feb 2018

Internal Audit Arrangements

STAT

To note Internal Audit arrangements for YE 31
March 2018

Jan/Feb 2018

Annual Report

STAT

To approve the contents of the Annual Report
for 2016/2018

Expected Outcome

To prepare and recommend to Council the
Annual Budget for 2018/2019
To ensure the Town Council is up to date with
the Business Plan

Page 2 of 2
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