ANDOVER TOWN COUNCIL

Policy & Resources Committee Meeting Agenda
Tuesday 9 November 2021

To the Members of the Policy & Resources Committee:
Cllr L Gregori, Cllr R Hughes, Clir M Mumford, ClIr R Rowles, ClIr J Sangster and ClIr S Waue.
(copies to all other Members of the Council)

You are hereby summoned to attend a Policy & Resources Committee meeting to be held at The
Lights, Andover on Tuesday 9 November 2021 at 6.30 pm when it is proposed to transact the
following business: -

Wendy R Coulter
Town Clerk
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“Recording at Meetings” Policy, Members and the public are requested to note that this meeting will be
recorded by the Council, and may also be subject to the recording by members of the public.
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Item 1: Chairman of the meeting

To confirm the Chairman for the meeting of the Policy & Resources Committee meeting held on Tuesday
9 November 2021.

Item 2: Apologies for Absence

To receive and accept apologies for absence.

Item 3: Declarations of Interest

To receive and note any declarations of interests relevant to the agenda.

Item 4: Minutes of the last meeting

To agree the minutes of the Policy and Resources Committee meeting held on 5 October 2021 and the
Extraordinary Policy & Resources Meeting held on 14 October 2021 - attached at Appendix A.

Item 5: Virements from within Budget 2021/2022

To consider and vote on Virements from within the current Budget 2021/2022 to cover deficits and
manage unspent funds to recommend to full Council - report attached at Appendix B.

Summary of Recommendations

To recommend to full Council the Virement of Funds from:

Budget Head 4210/6 (Heating and Lighting) to 4000/3 (Legal and Professional Fees)

Budget Heads 4700/8 (Andover Cycling Festival) & 4700/11 (Festival of Motoring) to 4100/4 (Public Building
Hire)

To recommend to full Council the renaming Budget Head 4700/5 (Youth Clubs) to Youth Provision Grants.

Item 6: Financial Plan for 2022/2023

To consider and vote on Financial Recommendations for 2022/2023 - report attached at Appendix C.
Summary of Recommendations
It is recommended that the Staffing Budget be considered for inclusion in the final Budget.

Item 7: Service Improvements and Efficiency Gains 2022/2023

To note potential service improvements and efficiency gains for 2022/2023 - report attached at Appendix
D.

Summary of Investigations

Town Council Offices, Office 365, Scanning documents, purchase of photocopier, replace franking machine,
electronic noticeboard.
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Item 8: Policy & Resources Draft Budget 2022/2023

To note a Draft Budget for the Policy and Resources Committee for 2022/2023 - Draft Budget attached at
Appendix E.

Item 9: Terms of Reference

To consider and vote on amendments to the Terms of Reference to the Policy and Resources Committee
and the HR Panel for recommendation to full Council - Report attached at Appendix F.

Summary of Recommendations

To recommend to Full Council suggested amendments to the Terms of Reference for the Policy and Resources
Committee and the Human Resources Panel.

Item 10: Policy on Paper Usage

To consider a Motion, referred from Full Council in relation to the usage of paper - Motion attached at
Appendix G.

Item 11: Work Programme

To review and update the current Work Programme attached at Appendix H.

Item 12: Public Participation

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

Item 13: Date of the Next Meeting

Members are requested to note the date of the next meeting: Tuesday 7 December 2021 at 6.30pm.
Venue: The Lights, Andover.

The Chairman will close the meeting.
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Appendix A: Minutes of the last meeting

Time and date
6.00pm, Tuesday, 5 October 2021

Place
The Lights, Andover

Details of Attendance:

Members of the Committee:

Cllr R Rowles (Chairman) (P)

Cllr S Waue (Vice Chairman) (P)

Cllr L Gregori (A) Cllr R Hughes (P) Cllr M Mumford (P) ClIrJ Sangster (P)
Clir B Long (Town Mayor) (Ex Officio) (P)

Officers Present:
Wendy Coulter (Town Clerk)
Tor Warburton (Deputy Clerk) (taking the minutes)

Other Town Councillors:
Councillor N Long
Councillor D Coole
Councillor R Meyer

Borough/County Councillors: None
Members of the Public: None
Members of the Press: 1

PR 001/10/21 ELECTION OF CHAIRMAN
It was proposed by Cllr S Waue and seconded by ClIr R Hughes that ClIr R Rowles be
elected as Chairman for the ensuing Municipal Year 2021/2022.
Cllr ) Sangster nominated Cllr M Mumford as Chairman for the ensuing Municipal Year
2021/2022, however, there was no seconder.
RESOLVED: That Clir R Rowles be elected as Chairman for the ensuing Municipal
Year 2021/2022.

PR 002/10/21 ELECTION OF VICE CHAIRMAN
It was proposed by Cllr R Rowles and seconded by ClIr ] Sangster that Cllr S Waue be
elected as Vice-Chairman for the ensuing Municipal Year 2021/2022.
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PR 003/10/21

PR 004/10/21

PR 005/10/21

PR 006/10/21

PR 007/10/21
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There were no other nominations.
RESOLVED: That Cllr S Waue be elected as Vice-Chairman for the ensuing
Municipal Year 2021/2022.

APOLOGIES FOR ABSENCE
Apologies were received and accepted from CllIr L Gregori.

DECLARATIONS OF INTEREST
There were no Declarations of Interest in relation to any items on the agenda.

MINUTES

As no Members of the Policy and Resources Committee were present at the meeting
held on 22 April 2021, it was agreed that the Minutes of the Policy and Resources
Committee held on 22 April 2021, would be noted.

PUBLIC PARTICIPATION
The notes below are a precis of statements/questions. They are not recorded word
for word.

Member of Public 1:

Reference to Budget 2021/2022 (4700/15) | am unhappy with this being moved into
Building Hire. It's a small pot of money of £500 and it needs to be kept separate for
the gardening competitions. | would like reassurance that this pot of money will be
safeguarded.

Chairman’s Response:
We will take your comments into consideration when we discuss the Budget later
during the meeting.

Member of Public 2:

There is a letter in the papers which refers to the Youth. Can | ask has anyone from
the Andover Town Council actually liaised with Test Valley Borough Council or any
other organisations to do with that?

Chairman’s Response:

This is why we have set the Youth Services Working Group up.

Working groups and panels are set up to discuss items brought up in Council and
Committee meetings along with the necessary budgets’ requirements, in between
those meetings, prior to the next year’s budget being finalised in the January for the
following financial year.

TIME OF START OF COMMITTEE MEETINGS

Members considered a start time for the Policy & Resources Committee Meetings.

It was proposed by Councillor R Hughes and seconded by Councillor R Rowles that the
start time of 6.30pm be adopted.

A vote was taken, FOR - 2, AGAINST - 2, ABSTENTIONS - 1

The Chairman gave his casting vote as FOR.

RESOLVED: That the Policy and Resources Committee meetings start at 6.30pm.



PR 008/10/21

PR 009/10/21

PR 010/10/21

PR 011/10/21

PR 012/10/21

PR 013/10/21

PR 014/10/21

PR 015/10/21
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TERMS OF REFERENCE OF THE COMMITTEE
Members noted the Policy and Resources Committee Terms of Reference.

INTERNAL AUDIT ARRANGEMENTS

Members noted the Internal Audit arrangements for 2021/2022.

Councillor R Hughes commented that the arrangements would create more work for
the Officers. He asked for clarification that with the current staff shortages, whether
there would be enough time for the Officers to fulfil all the requirements.

The Proper Officer responded and advised that she had liaised with the Audit
company, informing them of the current situation and it had been agreed that if the
audit cannot be completed in one day, it would be extended to two days with no
additional costings.

BUDGET 2021/2022

Members noted the Budget 2021/2022 report.

It was agreed that the Chairman would submit the proposals for discussion at the next
committee meeting.

FINANCIAL PLAN FOR 2022/2023

Members noted the Financial Plan for 2022/2023 report.

It was agreed that consideration need to be given at the next meeting, whether
Committees that had a responsibility for a budget line, needed to provide an outlined
expenditure plan prior to the spending of the Earmarked Reserves to comply with the
Auditor’s requirements.

POLICY AND RESOURCES DRAFT BUDGET 2022/2023

Members considered a Draft Budget for the Policy and Resources Committee for
2022/2023.

Due to the short period of time remaining before all Budget proposals needed to be
submitted to Full Council, it was suggested that an informal meeting take place prior
to the next Policy and Resources meeting to fully consider all financial requirements of
the Committee and make any amendments and additions as necessary.

ANDOVER TOWN COUNCIL POLICIES

Members noted the Andover Town Council Policies report.

It was also noted that Officers will review the remaining policies as required and bring
these to future Policy and Resources Committee meetings for review and
recommendation to Full Council.

It was suggested that the Officers also review the policies on the website for possible
duplication.

WORK PROGRAMME
Members noted the Committee Work Programme.

DATE OF NEXT MEETING
Members noted the date of the next meeting: Tuesday 9 November 2021, at The
Lights, Andover, starting at 6.30pm.



PR 016/10/21

EXCLUSION OF THE PRESS AND PUBLIC

It was proposed by Councillor R Rowles and seconded by Councillor S Waue that the
Press and Public be excluded from the meeting at Agenda Items 17, 18 and 19, due to
consideration of Confidential Staffing matters (Employment Rights Act 1996 & LG&HA
1989 s.11).

A vote was taken which was unanimous.

RESOLVED: That the Press and Public be excluded from the meeting at Agenda
Items 17, 18 and 19, due to consideration of Confidential Staffing matters
(Employment Rights Act 1996 & LG&HA 1989 s.11).

The Chairman reminded Councillors D Coole and R Meyer that they needed to leave the
meeting prior to the confidential session, as they were not members of the Policy and
Resources Committee. Councillors D Coole and R Meyer refused to leave.

It was proposed by Councillor R Rowles and seconded by Councillor R Hughes that
Councillors D Coole and R Meyer be formally asked to leave the room of the meeting
due to not being members of the Policy and Resources Committee.

A vote was taken, FOR - 4, AGAINST - 0, ABSTENTIONS -1

RESOLVED: That Councillors D Coole and R Meyer be formally asked to leave the
room of the meeting due to not being members of the Policy and Resources
Committee.

A procedural motion was proposed by Councillor B Long that Councillors D Coole and
R Meyer are not part of the Confidential Session on the advice received from Hampshire
Association of Local Councils (HALC) stating that Councillors who are not Members of
the Committee are not entitled to stay in confidential sessions. HALC's advice is the
same as National Association of Local Council's (NALC) advice.

It was suggested that the meeting be moved to an alternative room due to Councillors
D Coole and R Meyer's refusal to leave the meeting.

A second procedural motion was proposed by Councillor B Long and seconded by
Councillor R Hughes that the Policy and Resources Committee meeting be stopped due
to the refusal of Clirs D Coole and R Meyer to leave the Confidential part of the
Committee Meeting.

A vote was taken which was unanimous.

RESOLVED: That the Policy and Resources Committee meeting was stopped
following the refusal of Clir D Coole and R Meyer to leave the confidential part of
the Committee Meeting.

The Chairman closed the meeting at 6.37pm.

Chairman
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Extraordinary Policy & Resources Committee
Minutes

Time and date
6.30pm, Thursday, 14 October 2021

Place
The Lights, Andover

Details of Attendance:

Members of the Committee:

Cllr R Rowles (Chairman) (P)

Cllr S Waue (Vice Chairman) (P)

Cllr L Gregori (P) Cllr R Hughes (P) Cllr M Mumford (P) ClIrJ Sangster (A)
Clir B Long (Town Mayor) (Ex Officio) (P)

Officers Present:
Wendy Coulter (Town Clerk)
Tor Warburton (Deputy Clerk) (taking the minutes)

Other Town Councillors:
Cllr N Long

Clir D Coole

Cllr C Ecclestone

Cllr R Meyer

Borough/County Councillors: None

Members of the Public: 2
Members of the Press: None

PR 016/10/21 APOLOGIES FOR ABSENCE
There were no apologies for absence received.

PR 017/10/21 DECLARATIONS OF INTEREST
There were no Declarations of Interest in relation to any items on the agenda.

PR 018/10/21 EXCLUSION OF THE PRESS AND PUBLIC
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The Chairman read the following advice received from the National Association of Local
Councils (NALC) and Hampshire Association of Local Councils (HALC), to the Members of the
Committee, Officers and Members of the Public present at the meeting:

“Item 80 of Legal Topic Note 4. A Member of the Council who is not appointed to the
Committee, may attend the committee meetings as a member of the public. He would have
no right to participate in the meeting unless a member of the public also has the same
rights, as explained in the Legal Topic Note 1, “Councillors powers to discharge their
functions.”

The Chairman further commented that in that note it clearly stated that confidential
sessions should not be attended by members of the public and requested that those
Councillors in the audience needed to leave.

It was proposed by Councillor R Hughes and seconded by Councillor R Rowles that the Press
and Public be excluded from the meeting at Agenda Items 4, 5, 6 and 7, due to

consideration of Confidential Staffing matters (Employment Rights Act 1996 & LG&HA 1989
s.11).

A vote was taken which was unanimous.

RESOLVED: That the Press and Public be excluded from the meeting at Agenda Items 4,
5, 6 and 7, due to consideration of Confidential Staffing matters (Employment Rights
Act 1996 & LG&HA 1989 s.11).

The meeting could not proceed to the Confidential Session due to Councillors
Christopher Ecclestone and Rebecca Meyer's refusal to leave the meeting.

Councillor R Hughes proposed the meeting be abandoned.

Councillor B Long reiterated that the Town Council Solicitor has said that Members of the
Committee are entitled to be in confidential meetings. Councillors who are not Members of
that Committee are not entitled to be at that confidential item and certainly not for staffing
matters. Councillor B Long advised Councillors D Coole, C Ecclestone and R Meyer that the
Confidential item on the agenda was a staffing matter and as they were not Members of this
Committee, they were not allowed to be in the Confidential session. Councillor B Long further
advised that they were stopping the Council from doing their due diligence to be able to get
this moving and to be able to come to Council with staffing matters.

The Chairman adjourned the meeting due to the disruption that had been caused by Clirs C
Ecclestone and R Meyer’s refusal to leave the confidential session of the meeting.

The Chairman closed the meeting at 6.13pm.

Chairman Date
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Appendix B: Virements and Underspends

Underspends/Overspends and Virements - November 2021

Produced For: Date:
Policy & Resources Committee Tuesday 2 November 2021

Summary of Key Issues:

The Town Council has a number of Budget Heads which have not and will not be spent during
2021/2022.

The Town Council also has a number of Budget Heads which have been overspent and will continue to
overspend during 2021/2022.

To consider recommending to full Council the Virement of Funds from:

Budget Head 4210/6 (Heating and Lighting) to 4000/3 (Legal and Professional Fees)

Budget Heads 4700/8 (Andover Cycling Festival) & 4700/11 (Festival of Motoring) to 4100/4 (Public
Building Hire)

To consider renaming Budget Head 4700/5 (Youth Clubs) to Youth Provision Grants.

Current Situation

The Events Panel has requested that the Policy and Resources Committee consider recommending to
full Council Virements of monies within the Events Budget to accommodate small events projects that
will take place in the new year. Details are included in the attached spreadsheet at Annex 1.

It is also suggested that the Budget Head 4700/5 (Youth Clubs) be renamed Youth Provision Grants
following several enquiries from Members regarding funding for Youth Projects within Andover.
However, there are some Budgets that have overspent due to the extended restrictions imposed by
Coronavirus.

For instance, the offices cannot be used for meetings so alternative venues have been sought. This was
not budgeted for and so there is already an overspend. However, as the meetings have been booked to
the end of the financial year, the overspend is known.

There is also an overspend in the Budget for Legal & Professional Fees. The Town Council pays a retainer
for Legal Assistance, therefore the overspend to the end of the financial year is known.

Attached at Annex 1 is a spreadsheet showing Budgets that are predicted to have underspends and
overspends.

Predicted Expenditure by 31 March 2022
Town Council is 8 months into its Budget for 2021/2022. Trying to predict spending by the end of the

year is difficult and the projected figures are the RFO's ‘best guess'. Therefore the underspends and
overspends are not certain.
However, some, as mentioned above are known and can be accommodated within the current Budget.
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As mentioned above, the Room Hire and Legal & Professional fees overspends are known and require
monies reallocated to cover unexpected costs.

Financial Implications
The financial implications are included in the report and attached spreadsheet.
Legal & Policy Implications

As per the Policy and Resources Terms of Reference and the Town Council’s Financial Regulations, the
Town Council must ensure that its Budgets balance and there are sufficient monies to fund services.

Recommendations

To recommend to full Council the Virement of Funds from:

Budget Head 4210/6 (Heating and Lighting) to 4000/3 (Legal and Professional Fees)
Budget Heads 4700/8 (Andover Cycling Festival) & 4700/11 (Festival of Motoring) to 4100/4
(Public Building Hire)

To recommend to full Council the renaming Budget Head 4700/5 (Youth Clubs) to Youth
Provision Grants.
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Appendix C: Financial Plan for 2022/2023 c

Produced for: Date of Report:
Policy & Resources Committee Friday 29 October 2021

Summary of Key Issues
To consider a financial plan for 2022/2023 to ensure that services provided by the Town Council are considered
within the Budget Process for 2022/2023 for final recommendation to full Council.

Purpose

To provide information to the Policy & Resources Committee to assist Members in considering a financial plan
for the 2022/2023 financial year. The full Council will be required to set a legal budget and precept at its
meeting on Wednesday 26 January 2022.

The financial plan should ensure that all services provided and legal requirements the Town Council must
follow are covered within the Budget for 2022/2023.

What is the Town Council Budget & Precept?

The Town Council Budget

The annual Revenue and Capital Budget sets out the Town Council's spending plans for the financial year and
shows how these are to be funded including the contribution required from the Council Tax Payers of the
Parish, via the Council Precept.

The Budget is an estimate of the resources that the Council will require to meet the running costs of all the
services that it provides, to deliver on its strategic aims and target and to meet the needs and priorities of the
local community.

The Town Council needs to set a Revenue Budget and a Capital Budget each year.

The Town Council Precept

The Town Council Precept is the amount that the Town Council has estimated that it will require to be raised
from Council Tax to fund the services that it provides to the local community and is the amount on which the
Town Council portion of the Council Tax bill is calculated.

The Town Council must set a Budget every year and the Budget is set in advance of the following year. The
Town Council's financial year runs from 1% April to 31° March.

Revenue Budget and Capital Budget

Revenue Budget
The Revenue Budget funds the day to day running costs of the Council’s services such as salaries and payroll,

allotment provision, electricity, stationery, general supplies and services. The net cost after deducting any
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income receivable to each service from fees and charges and grants is met from the Town Council portion of
the Council Tax payable by all households on the Parish.

Capital Budget

The Capital Budget funds one-off investment in Council and community assets such any buildings or vehicles
and is usually funded from the Council's Balances and Reserves and any external funding that may be
available.

Financial Plan for 2022/2023
Each Committee, with a delegated Budget responsibility is required to consider its Budget for the following
year to be submitted to the Policy & Resources Committee for consideration and inclusion in the Town
Council’s overall Budget.
The current Council has requested that the Budget Process must include the following, this is in effect a
Financial Plan:
- Timetable for the Budget Process
- The inflationary predictions to be used
Salary Review results, to include:
Suggested Pay Rises
Inflationary rise for the past year
Additional responsibilities pay increase
Pay structure [National Joint Council Grading]

Maintenance of new and existing Earmarked Reserves [Statutory Earmarked Reserves highlighted]
Expected expenditure for current activities i.e. Christmas lights, allotments, grants

Committee budgets for next year.

New items for consideration.

Budget recommendation from Budgets and Staffing Committee.

Timetable for the Budget Process

9 November 2021 - Policy & Resources Committee - 1°* Consideration of the Draft Council Budget

7 December 2021 - Policy & Resources Committee - 2"* Consideration of the Draft Council Budget & proposal
for Precept 2020/2021

15 December 2021 - Council - 1% Consideration of Draft Council Budget

26 January 2022 - Council - Final approval of Town Council Budget & setting Precept for 2022/2023.

Inflationary Predictions to be used

When this report was first written the rate of inflation in the UK in 2021 was 3%. However, in recent days it
has been announced that the inflation rate will be 4%. The inflation rate is calculated by the change in the
consumer price index (CPI). (Information from the UK Office of National Statistics).

As the draft budget for the Town Council is calculated in 2021, the UK 2021 rate of inflation of 4% will be used.
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Salary Review Results

All staff with the exception of the Town Clerk have had their appraisals completed for 2021. It is recommended
that they receive an increment rise following successful appraisals and competition of set targets (SMART
objectives set in 2020/2021) and setting new targets for 2021/2022.

The Town Clerk’s appraisal will need to be organised as a matter of urgency as one was not carried out in 2020
and no incremental pay rises have therefore been awarded since 2019.

Members should note that the Town Council is in breach of contract.

The Payroll Budget for 2021/2022 was set at £218,000 which included budgeting for pensions, tax, staff
training and staff travel.

During 2021 there have been staff changes, maternity leave and long term sickness, therefore it is predicted
that not all the Budget for 2021/2022 will be utilised.

The Town Council agreed some years ago to base the staff salary scale on the National Joint Council (NJC)
Salary Scale. This is a nationally recognised salary scale for local government workers and is based on the type
of job and skills to carry out the job. NJC payscales are used widely in the voluntary and community sector,
although they are local government scales negotiated by the employer and trade union sides of the National
Joint Council for Local Government Services.

The Town Councils employee contracts state that, unless there is good reason not to, provided all
requirements set have been achieved by the employee, they will receive a salary increment each year until
they reach the top of their scale.

It should be noted that negotiations continue with regard to increases to the NJC Pay Structure. At the time of
writing a 1.75% pay increase on all Payscales has been offered but has been rejected. If an update is available
at the next meeting, this will be included in any Payroll Budget calculations.

Recently the Town Council agreed that it would ‘return to basics’ with regard to its services and output.
Therefore, it is assumed that there will be no recruitment of staff for 2022/2023. Therefore the current level
of staff will be maintained.

This has been taken into account with regard to the proposed Staffing Budget for 2022/2023.

Payroll Budget for 2021/2022 - £218,000
Proposed Budget for 2022/2023 - £218,000

It should be noted that it was expected that additional staff would have been recruited in 2021/2022, this did
not happen and therefore the Budget Figure for 2022/2023 can remain the same and accommodate Salary
Increments and any National Increases when agreed.

Earmarked Reserves
Andover Town Council's ‘Financial Reserves’ Policy explains what General Reserves are and what Earmarked
Reserves are:

“3.1. Reserves can be categorised as ‘general’ (held to cushion the impact of uneven cash flows or unexpected
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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
Some expenditure budgeted for projects in a given financial year cannot be spentin 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.

Other Earmarked Reserves
3.1. May be set up from time to time to meet known or predicted liabilities.

3.2. 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 surpluses
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”.

Statutory Earmarked Reserves

Statutorily the Town Council must have sufficient Earmarked Reserves set aside to cover the cost of Elections
and By-elections.

Elections were held in May 2019 and so far the Town Council has been billed for these costs (shown on the
Earmarked Reserves).

In 2021 there were by-elections and the costs for these were - £15,972.47.

The Budget for Elections in 2021/2022 was £10,000, therefore £5,972.47 will be deducted from Earmarked
Reserves at the end of the financial year 31 March 2022.

The Town Council must ensure that it has sufficient funds to cover the next Election in 2023 plus any further
By-elections. The figure to be included in the Budget for 2022/2023 will be suggested now the final Election
costs for this year are known.

Operating Costs
The Town Councils Financial Reserves Policy states that it must ensure it has 6 months operating costs in its
General Reserves. However, in 2019 it was agreed to reduce this time period to 3 months. Currently in
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2021/2022 the Town Council's Operational Budget is £364,430. Therefore 3 months operating costs is
£91,107.50.

Members may wish to consider recommending to full Council that the Town Council's Operational Costs be
returned to the 6 months.

Expected Expenditure 2021/2022

The spreadsheet at Annex 1 is the Town Council's current Budget and expected expenditure by 31.03.2022.

Draft Budgets by Committee for 2022/2023

The Town Council's committees are going through the process of considering their Budgets for 2022/2023.
The Allotment Committee will be considering its budget on Thursday 4 November 2021 which is too late for
inclusion in this report and will be submitted to the Policy & Resources Committee in December 2021.

The Events Panel has made recommendations for Events which will be included within the proposed Budget
which will be included in the report to Policy and Resources in December 2021.

New Items for Consideration

As the Committees are still considering their Budgets for 2022/2023 it is not yet know whether there are any
new items for consideration.

There is an additional Item included on the agenda which sets out potential savings and costs to assist the
Council streamline its working and save money. This should be considered prior to final decisions being made
on the Budget for 2022/2023.

Recommendations
It is recommended that the Staffing Budget be considered for inclusion in the final Budget.

Once information has been received from other committees a further report will be drawn up with additional
information.

Any additions/recommendations to be given, in writing, to the Town Clerk (RFO) to include in the Draft
Budgets.

Each of the Committee Budgets will be considered and then brought back to the Policy & Resources
Committee to consider as a whole.

The Draft Budget to be submitted to full Council on 15 December 2021 for further consideration prior to final

approval at the full Council meeting to be held on 26 January 2022.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B,
High Street, Andover, Hampshire. SP10 1NG.

Tel: 01264 335592

Email: townclerk@andovertc.co.uk Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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Appendix D: Service Improvements &
Efficiency Gains

Produced for: Date of Report:
Policy & Resources Committee Wednesday 3 November 2021

Summary of Key Issues
To consider potential service improvements and efficiency gains for inclusion in the Budget 2022/2023.

Purpose
To consider ideas for service improvements and efficiency gains which could be included in the Budget for

2022/2023.

Current situation

The Town Council requested officers to investigate possible cost savings with regard to the use of the Town
Council Offices.

Officer are investigating alternative office premises.

Officers are investigating the use of long-term hybrid working - officers working from home and the office.
Officers are investigating cost savings using the newly installed Office 365 systems.

Town Council Offices

Use new offices in the Town Centre to support local high street, meeting room in-house directly for the
purposes of making savings especially on utilities. All inclusive rent which includes costs of utilities. Further
work is required for this as new options have become available at the time of writing the report and on-site
investigations need to be carried out.

However, it is anticipated that reducing the office size, hybrid working and in-house Committee meetings
would save the Town Council in the region of £20,000 per anum.

Utilisation of Office 365

Officers have started to use Office 365. It is recommended that a process of training should begin and
development of the system so that the Town Council can realise process efficiencies for Allotments
administration, agenda creation and management and accounting processes.

The utilisation of Office 365 has been factored into the recommendation of the Payroll Budget remaining the
same for 2022/2023.

The approximate cost of training all Officers to use Office 365 is £700 per day. Courses are up to 4 days.
Therefore total cost for ALL officers on 4 day course: £2,800.
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Other considerations
Scanning and digitising files and papers

To reduce office size, all paper files should be scanned and digitised. Thereby saving space and being more
accessible if required.

Potential cost for this would be £

Purchase of a photocopier/printer

The Town Council could purchase its own photocopier/printer. Although the initial cost would be in the region

of £15,000 as the Town Council is spending £3,000 per annum renting a machine, plus printing costs of £2,000
per annum, a new photocopier would pay for itself in 3 years.

The current photocopier is nearly 5 years old.

Replacement of Franking Machine

Officers have been investigating the replacement of the Franking Machine with an online service. There are
services online where you can send a file, chose the number of copies and get it posted all in one service.
Currently it costs for 4 copies of an agenda in the region of £20.00, plus officer time.

An online service would cost in the region of £9.36 and no officer time, other than to send the file.

This service could be utilised for all administration.

Electronic Noticeboard

Currently the Town Council pays rent of £90 per year for a static noticeboard. It has to be manually updated
with agendas and meeting dates.

Officers have calculated that it takes up to an hour, from printing an agenda to putting it up on the notice
board. With the current situation of limited officer availability, it is becoming increasingly difficult to keep the
noticeboard updated.

Officers have investigated the possibility of purchasing an electronic/digital noticeboard. The Noticeboard
needs to be displayed in a public place. Enquiries could be made with TVBC to enquire whether it could be
displayed in the vicinity of the Chantry Centre.

The cost of an electronic/digital notice board would be in the region of £2082.00, which would include iCloud
software linked to Office 365 and would allow officers to update the board instantly.

Recommendations
To instruct officers whether or not to include the items in the Budget for 2022/2023.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B,
High Street, Andover, Hampshire. SP10 1NG.

Tel: 01264 335592

Email: townclerk@andovertc.co.uk

Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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Appendix F: Terms of Reference

Produced for: Date of Report:
Policy & Resources Committee Monday 1 November 2021

Summary of Key Issues
To consider, recommending to full Council, amendments to the Terms of Reference for the Policy and
Resources Committee and the Human Resources Panel.

Current Situation

In June 2021 the Town Council agreed a new Committee Structure. Terms of Reference were drawn up for
Committees and Panels. The changes were in an effort to assist the Town Council to move forward and to
streamline Committee and Panel work.
However, the changes that were agreed require some additional amendments to ensure that the Democratic
System can continue to work efficiently.

Current Terms of Reference for the Policy and Resources Committee and the Human Resources Panel
Terms of Reference for the Policy & Resources Committee

This committee will comprise of up to 7 Members of the Council.

It is expected that Councillors attend appropriate Training.

The Mayor & Deputy Mayor will attend meetings in a ex officio capacity (unless they are appointed as
members of the committee)

The committee shall appoint a member of the Committee as Chairman (1)
The committee shall appoint a member of the Committee as Vice Chairman

Remit

To give consideration to matters of policy, including consideration of those recommendations of other
committees, which are to be submitted to the Council where matters of policy are concerned.

To ensure sufficient financial resources to fulfil the aims and functions of the Council.

To ensure that in every activity the council obtains proper value for money expended.

To ensure that all statutory provisions relating to the control of local government finance are fully complied
with by all members and employees of the Council, and that any foreseeable method or opportunity of
fraud, corruption or financial abuse is prevented and that the Council is just and fair in all its financial
dealings.

To be responsible for the overall control of the Council’s financial affairs, and to ensure sound accounting
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principles are maintained.

To receive during October from the Council's standing committees, their estimates of income and
expenditure during the following year.

To recommend to Council each year in November, the fees and charges for the services administered by
the Authority.

To recommend to Council in November each year the budget for the forthcoming year and the Precept to
be served on the Borough Council (2)

To ensure that the Council, its Members, officers, volunteers, workers and property are fully insured against
liability, negligence, fraud, loss or damage.

To make recommendations to Council regarding the acquisition, maintenance and disposal or
determinations of all land, buildings, assets and facilities owned or used by the Council to ensure their most
effective use in the interests of the Council as a whole.

The Terms of Reference for the Human Resources Panel
The membership shall consist of the Mayor, Deputy Mayor, and the Chairmen of Planning, Policy & Resources
and Allotments Committees'.

The quorum is 3 members

Its remit is to meet as and when required and report to the Policy & Resources Committee (1) or where
appropriate, Full Council, on the following:

o Staffing Levels, Pay, Recruitment and Retention

e Training and Development needs of Staff

e Performance Appraisal of Town Clerk by 3 members of the Panel (2)
e Employee Relations

e Compliance with Employment Legislation

Amendments required
Highlighted above are the areas which require amendment.

For the Policy & Resources Terms of Reference:

(1) Full Council appoints the Chairmen of the Committees (as agreed at full Council in June 2021).
(2) Andover Town Council usually approves its Budgets in December of each year
(3) There is no reference to Staffing Matters (See HR Panel Terms of Reference)

For the HR Panel Terms of Reference:
(1) The Policy and Resources does not have a remit to consider Staffing matters
(2) The Town Clerk’s contract contradicts the HR Terms of Reference. The Contract states that the
Appraisal is carried out by the Chairman and Vice Chairman of the Policy and Resources Committee.
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Suggested Amendments:

Policy & Resources Committee Terms of Reference

(1) Remove the line which states that the Committee can appoint its Chairman
(2) Change November to December
(3) Include additional Terms of Reference:
e To receive recommendations/reports from the HR Panel with relation to staffing matters
e To approve the Grading of Staff and level of remuneration using as a guide the National Joint
Committee Regulations (NJC Green Book) and the Terms and Conditions in line with the
Society of Local Council Clerks (SLCC) to ensure the Budget Process is followed
e To ensure the Chairman and Vice Chairman undertake the Annual Appraisal of the Town Clerk
in September each year
e To oversee recruitment procedures, equal opportunity statements and guidelines on
employment practice following recommendation from the HR Panel
e Ifrequired, to determine the final stage of appeals with regard to grievance and disciplinary
procedures for all employees

HR Panel Terms of Reference

(1) If the Policy and Resource Terms of Reference are amended, this will be workable
(2) If the Policy and Resources Terms of Reference are amended, this can be removed.

Recommendations

To recommend to Full Council suggested amendments to the Terms of Reference for the Policy and Resources
Committee and the Human Resources Panel.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B,
High Street, Andover, Hampshire. SP10 1NG.

Tel: 01264 335592

Email: townclerk@andovertc.co.uk

Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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Appendix G: Reducing Paper and Printing

Andover Town Council: Reducing Paper & Printing
Preamble:

In 2019-2020 Andover Town Council spent over £4k on printing highlighting that there are savings to be
made.

In an effort to reduce our paper consumption, carbon footprint, costs & the officers' workload, we
propose that we SIGNIFICANTLY REDUCE our consumption for our meetings going forward.

We are responsible for efficient spending of taxpayer monies, & with the pandemic tightening most
people's purse strings coupled with increased focus on the climate emergency, going paperless will
represent a significant step towards living up to the responsibilities delegated to us by the residents
that put us in our positions.

If any member wishes to have hard copies of any documents, agendas or minutes, they still have the
option to print them out independently, but it is unfair to expect Andover's taxpayers to foot the bill for
what is merely our choice.

Members all have IT equipment that is capable of viewing this electronic full copy of the agenda, and
appendices, at office 365 is useable via an app, on a Android, Windows, Apple, and Linux, also through
web browsers by visiting office.com. This makes the full agenda viewable on phones, laptops, pads, and
any other relevant device.

The Motion: (Recorded vote asked for by Clir Rowles)

Proposed by: Cllr Waue
Seconded by: Cllr Rowles

That these items be voted on a one vote and that from this day Andover Town Council's policy for
officers to follow is...

Only the summons and the index will be printed(1) and posted by signed for delivery to their notified
home address, unless otherwise specified.

At this meeting members are asked to opt out or reaffirm their opt-out of paper copies for
completeness, and to opt-in to electronic copies.
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ClIrs that opt-out of printed copies, and opt-in to electronic copies also confirm that they do not expect
physical copies to pe printed for them for meetings.

In all cases the full agenda will be sent to members town council email address so that delivery can be
confirmed, it is council policy to provide an email address in our IT system, if a member chooses not to
access it, they do so at their own recognisance and risk.

If Cllrs ask emails to be sent to email addresses outside our office365 system, they do so at their own
risk as delivery cannot be guaranteed. This will be in addition to the email sent to the town council email
address and not forwarded from that town council email address.

Legal Notes:

Local Government Act 1972, Sch. 12 para 10 (2)(b)

(b)[F36a summons to attend the meeting, specifying the business proposed to be transacted at the
meeting and signed by the proper officer of the council, shall be left at or sent by post to the usual place
of residence of every member of the council.]

[F36a summons to attend the meeting, (1)specifying the business proposed to be transacted at the
meeting and certified by the proper officer of the council, shall be sent to every member of the council
by an appropriate method.]

[F37(2A)In sub-paragraph (2)—

(a)"authenticated” means signed or otherwise authenticated in such manner as the proper officer thinks
fit; and

(b)the reference to sending the summons to a member by an appropriate method is to—
(i)leaving it at, or sending it by post to, the member’s usual place of residence, or
(ilwhere the member has given consent for the summons to be transmitted in electronic form to a

particular electronic address (and consent has not been withdrawn), sending it in electronic form to that
address.]
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Appendix H: Work Programme

Date of Requested
Meeting ITEM by Purpose of Item Expected
Outcome
9 November Budget 2022/2023 P&R To consider the Town Council
2021 Budget for 2022/2023
9 November Earmarked Reserves P&R To consider any amendments to Recommend
2021 the Town Council Earmarked to Full Council
Reserves
9 November Corporate Risk Assessment STAT To begin consideration of the
2021 Corporate Risk Assessment
2021/2022
7 December Budget 2022/2023 P&R To consider the Town Council
2021 Budget for 2022/2023
11 January Budget & Precept 2022/2023 P&R To consider the final Budget for Recommend
2022 proposal and Precept Level for to Full Council
2022/2023
15 February Corporate Risk Assessment STAT To recommend the finalised Recommend
2022 Corporate Risk Assessment to full | to Full Council
Council for approval
15 February Annual Report STAT To review the Annual Report and

2022

contents for Town Electors meeting
on 16 March 2022
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