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To: Cllrs N Aldis, P Blaine, T Cole, A M Hill, W Jackson, C Osborne,  

M Pettitt, M Scott (Chair), D Sharman and P Sharman  
c.c.  T Knagg, G Leach, J Sparrow, S Sutton 

 

You are hereby summoned to attend a meeting of the Policy, Finance and 
Resources Committee of Sandy Town Council which will be held in the 

Council Chamber at 10 Cambridge Road, Sandy, Bedfordshire on Monday 31 
July 2017 at 7.30pm for the purpose of transacting the items of business 

below. 
 

Chris Robson 
Town Clerk  

10 Cambridge Road 
Sandy SG19 1JE 

01767 681491 
25 July 2017 

 
MEMBERS OF THE PUBLIC AND PRESS ARE WELCOME TO ATTEND THIS MEETING 

 
A G E N D A  

Reports 
1 Apologies for absence  

2 Declarations of interest  
Under the Localism Act 2011 members of Council are not required to 

make oral declarations of interest at meetings but may not participate 
in discussion or voting on any items of business in which they have a 

Declarable Pecuniary Interest (DPI) and under Sandy Town Council’s 
Standing Orders must leave the room for the duration of all discussion 

on such items.  (All members’ register of interests are available on the 

Sandy Town Council website or on application to the Clerk.)   
This item is included on the agenda to enable members to declare new 

DPIs and also those who wish to do so may draw attention to their 
stated DPIs and also any non-declarable personal interests which they 

have declared under Sandy Town Council’s adopted Code of Conduct 
and which may be relevant to items on the agenda.   

i) Declarable pecuniary interests 
ii) Non pecuniary interests 

 

 

3 Public Participation Session 

Members of the public may ask questions or make representations to 
the committee about items of business which are on the agenda. 
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Minutes of previous meeting 

To receive the minutes of the Policy, Finance and Resources 

Committee held on 8 May 2017 and to approve them as a correct 
record of proceedings.  
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5 Financial Reports 

i) To consider a balance sheet and detailed financial report 
showing income and expenditure against the revenue budget for   

31 May 2017. 

 
ii) To consider a balance sheet and detailed financial report 

showing income and expenditure against the revenue budget for   
30 June 2017. 

 
iii) To receive a budget overview report.  

 
iv) To approve a schedule of payments made since previous 

meeting. 
 

v) The Chair to approve bank reconciliations and statements. 
  

 
 
 
Appendix I 
 
 
 
 
Appendix II 
 
 
 
 
 
Appendix III 
 
 
Appendix IV 
 
 
 
 

6 Action List 
To receive Action Report and any update. 

 
 
Appendix V 
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Grant Application 
To receive and consider a grant application from The Sandy Twinning 

Association.   

 
 
Appendix VI 
 
 

8 Sandy Fire Work Show 
To receive and consider a request for event support from the Sandy 

Scouts. 

 

 
 
Appendix VII 
 

9 Street Light Work 

To receive and consider costs for emergency streetlight repairs.  

 
Appendix 
VIII 
 
 

10 Tree Work 

To receive and consider a report from the Town Clerk on tree work 
required as identified by the recent tree survey.  

 

 
 
Appendix IX 
 

11 Insurance Policy Renewal 

To receive and review the Council insurance cover.  

 
 
Appendix X 
 

12 Sandy Town Council Standing Orders 

To receive and approve an amended copy of the Council’s Standing 
Orders.  

 

 
 
Appendix XI 

13 Travel Expenses Policy 

To receive and review the Council’s Travel Expenses Policy. 

 
Appendix XII 

14 Unreasonable Behaviour Policy  

To receive and review the Council’s Unreasonable Behaviour Policy. 

 
Appendix 
XIII 
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15 Chairman’s Items  
 

16 Date of Next Meeting: 11 September 2017  
 

 



































AGENDA ITEM 5 APPENDIX III

General Notes

Attached are the summary income & expenditure report for month 3 to 30th June 2017. 

This report shows a current year surplus of income over expenditure of £143,698 which 

includes only the first half of the precept (£269,405) which was received on 1st April 2017

The balance sheet shows that total funds available to the council are £790,424

This is made up of the following - 

Current Year Surplus £143,698

General Reserve Brought Forward £185,664

Rolling Capital Fund £31,790

Capital Receipts Reserve £57,712

Fallowfield Reserve £332,532

Earmarked Community Funds £7,000

Earmarked Elections £9,000

Other Earmarked Reserves £23,028

Total £790,424

The percentage of budget if analysed evenly over the year to date is 25% but members are 

reminded that income & expenditure rarely follows this pattern over the year.

Analysis by Cost Centre

401 Staff

Expenditure is 22% of the annual budget.

Expenditure on 4010 is high due to one off annual service fee to Bedford Borough Payroll. 

No concerns

402 Administration

Expenditure is 27.2% of the annual budget.

4011 - General Rates are at 100% due to one of payment due at beginning of financial year.

4012 - Water Rates are in credit due to refund.

4016 - Expenditure high to bulk purchase of office and public toilet cleaning provisions 

4024 - Subscriptions are paid at the start of the financial year, so expenditure appears high

4026 - Photocopier costs appear high for month 1 due to cancellation charge of former 

contract. This is refunded by new service provider. 

4036 - Expenditure high due to annual bills for alarm cover, alarm phone line, security call 

out cover and boiler service. 

4040 - High expenditure due to purchase and installation of new defib. 

To be refunded by Mayors charity and SFC

4056 - Expenditure on legal advice for Beeston Village Green access rights

4057/4058 - Credit due to accrual for audit costs incurred. 

Sandy Town Council

Report to 30th June 2017



Analysis by Cost Centre [Continued]

403 Works

Expenditure is 39.3% of the annual budget.

4005 - PPE and kit renewed at beginning of year. All new kit required for new member of staff

4008 - High expenditure due to staff play ground inspection training 

4011 - General Rates are at 75.5% due to one of payment due at beginning of financial year.

4017 - Refuse costs high due to time of year. During spring/summer more waste is collected. 

Additional waste from Pinnacle clearing. Expected to even out in winter months. 

4036 - High expenditure due to alarm company annual service costs and call outs.

4039 - High due to time of year. Provision of planters and summer bedding. 

Expenditure £642.50 less on summer planting compared to the last financial year.

4043 - Fuel costs expected to be slightly during spring/summer due to trimmer and ride on 

mower usage. To be monitored carefully going forward and red diesel purchases to be minimized 

4044 - Expenditure high due to annual insurance cost and road tax for vehicles 

405 Footway Lighting

Expenditure is 4.7% of the annual budget. 

No concerns.

406 Cemetery & Churchyard

Expenditure is 29.4% of the annual budget.

4011 - General Rates are at 92.5% due to one of payment due at beginning of financial year.

4012 - Water rate credit due to refund.

No concerns.

408 Town Centre (Incl. Market)

Expenditure is 46.2% of the annual budget

4011 - General Rates are at 99.8% due to one of payment due at beginning of financial year.
4100 - Expenditure is one off annual mobile CCTV cost.

No concerns.

409 Public Toilets - Car Park

Expenditure is 53.3% of the annual budget.

4011 - General Rates are at 100.2% due to one of payment due at beginning of financial year.

No concerns.

Sandy Town Council

Report to 30th June 2017



500 Play Areas and Open Spaces

Expenditure is 22.8% of the annual budget.

4007 - Expenditure on annual ROSPA inspections

4012 - Water rate credit due to refund.

No concerns.

501 Sunderland Road Rec.

Expenditure is 24.4% of the annual budget.

4012 - Water rate credit due to refund.

4046  - High expenditure due to time of year and purchase of green care provisions

4046  - High expenditure due to time of year and purchase of pitch care provisions

No concerns.

502 Nature Reserves

Expenditure is 15.4% of the annual budget. 

4703 - One off annual payment to BRCC for Sandy Green Wheel development

No concerns.

505 Grass Cutting

No spend to date.

Invoice from CBC due in March 2018.

506 Litter Bins, Seats & Shelters

No spend to date.

509 Christmas Lights

No spend to date.

601 Precept and Interest

The first half of the precept has been received. Second half due in September 2017.

602 Democratic & Civic Costs

Expenditure is 33.4% of the annual budget.

4007 - Purchase of defibrillator pads - move to misc. establishment costs. 

4042 - Cost of relocating Defib from COOP to Jenkins (Electrician) 

4701 - 56.7% of the Councils grant budget has already been award due to high number of 

applications in April.

No further concerns.
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AGENDA NUMBER 6 
 
Policy Finance and Resources Committee - Action list 
 

Subject Action to be taken Response/ 
Status Minute Action 

    

Meeting 18/4/16    

Cemetery 
Extension  

(86-15/16) Company C is the preferred 
Archaeological Contract tender 
and that the tender bid be 
accepted 

New temporary 
storage to begin on 
1/8/17. Outdoor 
team clearing site 
in preparation for 
demolition.  
 
Cemetery working 
group reviewing 
and amending 
plans for depot 
building.  
 

Meeting 22/8/16    

Jenkins Contract (42-16/17) Working group to review initial 
contract and suggest 
changes/areas in need of 
attention. 

Contract agreed by 
Full Council. 
Awaiting CBC/SLL 
feedback and 
signing date. 
Meeting with CBC 
Contracts manager 
on 1/8/17. 
 

Meeting 13.2.17    

Memorial Policy (105-

16/17) 

Clerk to amend proposed 
policy and bring back to 
committee for further review 

New draft to go to 
Cemetery working 
group for advice 
prior to coming to 
next meeting of 
PFR 
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APPLICATION FOR GRANT AID FROM 

 

SANDY TOWN COUNCIL 
 

 

Name of the Organisation/Group 
 

SANDY TWINNING ASSOCIATION 

 

Are you affiliated to a national 

organisation?  If so, which one? 

No. International Government Bureau 

axed by the Coalition. The ever-

decreasing numbers of Twinning 

Associations all run independently. 

 

 

Local venue/meeting place 

 

Conservative club 

 

 

Are you a registered charity?  If so, 

give your charity number? 

 

No 

What are the aims and activities of the 

organisation? 

 

 

 

 

 

 

To promote and foster friendship and 

understanding between the people of 

Sandy and district and those of 

MALAUNAY in France and 

SKARSZEWY IN Poland. 

 

To encourage visits by individuals and 

groups to and from linked towns , 

particularly by children and young 

people, and the development of personal 

contacts, and by so doing to broaden the 

mutual understanding of the cultural, 

recreational, educational and commercial 

activities of the linked towns. 

 

To organise fund-raising activities to 

foster the aims of the Association. 

How many members do you have? Volunteers/Leaders 

 

A management committee of 8 

Members: Junior  30* 

* Stratton US students are members when 

taking part in summer schools and many 

other young people have taken part in 

activities over the years 
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 Senior  70  

 
Plus many others who come and go. 

There are more than 400 on the database. 

 

What is your annual subscription?  Nil. We aim to raise funds for specific 

purposes as and when required. There 

is a social programme of events.  

Members fund their own visits abroad 

as well as the hospitality for visiting 

guests and dignitaries. 

  
 

Project Information 
What would the grant be used for? 

 

 

 

 

 

 

 

 

 

 

The grant will again have a single focus 

this year.** The grant will be used, as in 

the past eight years, for expenses incurred 

in respect of the official visit to Sandy by 

a small, civic delegation from Skarszewy 

over the long weekend November 10-

13th. An invitation from the Mayor of 

Sandy to his Polish counterpart was 

accepted back in 2008 to take part, with 

French representatives from Malaunay, in 

the Remembrance Day activities. A 

delegation of 3-6 persons is expected and 

we organise a Polish wreath to be laid at 

the war memorial. We are led to believe 

that the mayor of Skarszewy, Mr Jecek 

Pauli, intends to accompany the 

delegation again as he did last year.  

 Other expenses are expected in 

connection with the church service 

(reprographics etc.), a second wreath-

laying ceremony at the international 

Polish war graves in St Neots cemetery, 

and with the programme of events 

anticipated for that weekend. 

In what manner will the residents of 

Sandy benefit? 

 

 

 

 

 

 

 

 

Remembrance day is an important event 

in the Sandy calendar and the presence of 

Polish representatives in the formal 

proceedings is a poignant reminder of the 

vital role played by Polish allies in the 

last war, particularly in this area of the 

country. Polish residents are visible 

supportive of the events in both sandy 

and St Neots.  
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Approximately how many Sandy 

residents will benefit from this grant? 

 

 

 

Difficult to calculate. None directly but 

the visit always generates a considerable 

amount of goodwill and interest. For the 

past three years the Sandy service has 

been followed by a second Remembrance 

Day event at the town cemetery in St 

Neots This is organised by the mayor of 

St. Neots and takes place at the Polish 

National War graves area. This is an 

official war graves site and contains 

around 50 tombstones. Reports and 

pictures of the Remembrance day 

ceremonies in both Sandy and St Neots 

have featured on the front page of the 

national Polish newspaper for Polish 

residents living in England. It has an 

amazingly large circulation. 

We expect over 50 residents will take 

part in the visit in some way or another, 

either as hosts/guides etc. 

Estimated total cost of project 

 

 

 

 

 

Difficult to estimate as we tend not to 

know who is coming until the last minute. 

The members of the Twinning 

Association have tended to provide 

provide accommodation for guests and 

organise travelling arrangements. 

Based on the experience of the last few 

years the cost to the Association is in the 

region of £600, not counting the goodwill 

aspect and not including any hotel 

accommodation . ** 
 

 

 

Please state clearly how much you are 

applying for from Sandy Town 

Council. 

 

 

 

 

£250 See explanation and discussion 

paper below. ** 

What amount is being met from your 

own funds? 

 

 

 

 

Costs of travel/ cultural visits and 

accommodation for guests.  
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What is the amount sought from other funding bodies?  Please give details of 

other sources you have applied to or intend to apply to. 

None.  The nature of the activity restricts sources of grant application, 

particularly since the demise of the International Bureau and the fact that 

District Councils/ Unitary Authorities are no longer receptive to such 

applications. Brexit is likely to reduce opportunities still further. 

 

** The Sandy- Skarszewy link has gone through a number of phases during the 

past 22 years largely reflecting the changes of political regime. We have 

worked with 5 different mayors all with very different agendas. 

The current mayor is clearly supportive of international links but does see them 

as a means to an end. He is much more entrepreneurial than his predecessors 

and is prepared to spend largesse in promoting his town as a commercial and 

tourist centre. He would also like more links at council level and this is 

something this Council needs to discuss. It would appear that the civic 

invitation to attend their annual Sobotki is now an annual one. Sandy Council 

members who have attended over the past three years have been 

accommodated in relative luxury and hosted regally over a three-day visit. Our 

invitation in November has not been on quite the same scale but do we want to 

try and reciprocate and/or extend the invitations currently on offer? The only 

other annual feature of the Sandy-Skarszewy link is the hugely successful 

English summer school, now into its 21st year. Other activities such as the 

Kings Arms AC exchange happen periodically. If the Sandy Council does wish 

to increase its level of involvement with the town council in Skarszewy, this 

will need to be handled very sensitively and could involve significant financial 

commitments if we try to provide accommodation at a similar level here to 

what happens in Poland. No formal request has been received from Skarszewy, 

but in the light of developments over the past couple of years it would be 

helpful to have a consensus from the Council on the following: 

• Would Council members favour closer ties with their counterparts in 

Skarszewy? 

• Should we try to provide hotel accommodation here for formal visits 

such as over Remembrance weekend? This could easily be as much as 

£800 for B and B and a delegation of 4. 

• How might we increase the scope of the link from a Council perspective 

given that commerce and tourism are their main priorities.  

In considering our options we need to remember that local government in 

Poland is organised very differently from what it is here and reflects what is the 

normal set-up on the continent. The Skarszewy council has infinitely greater 

responsibilities than we do and has a huge budget as compared to what we are 

managing. They manage primary education, local business and planning and 

have their own police and fire services. The Skarszewy Town Council employs 

around 140 people as opposed to our 9!! The concept of volunteering for public 

office  is unknown in Poland! 
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Financial Details 
Please specify how any income, 

particularly surplus, is spent. 

 

 

 

 

 

 

 

The grant would be only a small 

contribution towards the overall costs 

and reflect primarily civic 

involvement in the visit. 

 

Please attach accounts 

(audited/independently examined) for 

the last two years and your budget 

forecast for the forthcoming/current 

year. 

 

Treasurer Stephen Higgins to provide. 

 

 

 

 

 
 

 

 

Application form submitted by: 

 

 

Max Hill 

21 The Green 

Beeston 

Sandy 

Beds 

SG191PE 

01767 681469 

 

amaxhill@btinternet.com
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Payment Details 
Account Title SANDY TWINNING 

ASSOCIATION 

 

 

 

Account Number  **  

 

 

 

Bank/Building Society Name and 

Address  ** 

 

 

 

 

 

 

 

 

 

 

Contact Details 
Please give details of the person with 

whom this application can be 

discussed and to whom any cheque 

should be sent: 

Mr Stephen Higgins 

 

 

 

 

 

 

 

 

Position in organisation Treasurer 

 

 

 

Address 14 Filland Court  

Sandy 

SG19 1HW 

 

 

 

 

 

Telephone Number 01767 223104 

 

 

E-mail address stephenhiggins@ntlworld.com 
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Declaration 
 

 

Please sign this form to confirm that: 

 

 

The information supplied is full and correct to the best of your knowledge; you 

have read, understood and complied with the conditions of funding; understand 

that Sandy Community Liaison Forum reserve the right to reclaim the grant in 

the event of it being used for purposes other than specified, or the organisation 

ceasing to operate. 
 

 

 

Signed: 

 

Name:    Mr A MAX HILL 

 

Position: i/c Polish section of Sandy Twinning Association 

 

Date: February 19th 2012 

 

 

 

Please enclose with your application copies of: 

 

 

• Accounts for the last two years 

• Budget forecast for forthcoming/current year 

• Other relevant literature including photograph if available 
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AGENDA ITEM 8 

SANDY TOWN COUNCIL 

COMMITTEE:  Policy, Finance and Resources 

DATE:   31 July 2017 

AUTHOR:   Town Clerk 

SUBJECT:   Firework Event 2017 

 
1. Summary  

 
1.1 The Scouts have approached the Council with a request for assistance in 

funding the 2017 Fireworks event. The Scouts are asking that the Council 

consider repeating the same arrangement as in 2016. 

 

1.2 In July 2016, the Council agreed to a recommendation by the Policy, Finance 

and Resources Committee that the Town Council would support the Scouts by 

funding the firework event up to the cost of £4,000 and that this money is 

reimbursed from ticket sales, with all event profit above and beyond going to 

the Scouts.  

 

1.3 The financial risk the event poses to the Scouts in the event it had to be 

cancelled makes it unpractical for them to run the event if they are unable to 

get financial support.  

 

1.4 Council appointed Cllr T Cole as a representative to sit on the fireworks 

organising body last year.  

 

2. Information  

 

2.1 The request to the Council has come later than in previous years as the 

Scouts were unsure whether they were going to be able to run the event and 

over concerns about the state of the site following an unauthorised 

encampment.  

 

2.2 The event is organised by a few dedicated volunteers who have run the event 

since its incorporation, rather than an established organising body.  

 

2.3 In 2016 the actual amount paid out by the Council was £3,224 to cover the 

purchase of the fireworks. This was refunded to the Council in full.  
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2.4 The Scouts made a profit from the 2016 event which was used to pay for re-

wiring works to the Scout Hut. The Scouts carry out a range of fundraising 

throughout the year to support the costs of new equipment, trips and 

maintaining/improving the Scout Hut.  

 

2.5 The fireworks event requires a high output in costs and volunteers for a 

comparatively low return compared to other fundraising events. However, it is 

an important event in the Sandy calendar and does allow the Scouts to raise 

money to keep the group running. The Scouts of course help support a variety 

of other events throughout the year, including the Christmas Light Switch On 

and beacon lightings.  

 

2.6 If granted the request would remove the financial risk for the Scouts, who 

otherwise do not believe they will be able to run the event.  

 

2.7 It is anticipated that the cost of the Council’s funding would be recuperated 

from pre-event ticket sales. No refunds are offered should the event be 

cancelled due to weather.  

 

2.8 The approximate cost of running the event is summarised below: 

 

Fireworks £3,177 

Marketing/Advertising £161 

St Johns £161 

Light Towers £140 

Sundries £110 
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AGENDA ITEM 9 

SANDY TOWN COUNCIL 

COMMITTEE:  Policy, Finance and Resources 

DATE:   31 July 2017 

AUTHOR:   Town Clerk 

SUBJECT:   Street Light Repairs 

 
1. Summary  
 
1.1 Following recent street light inspections by the Council’s contracted engineer 

two street lights have been reported damaged and are in need of 
replacement. The damage appears to have been caused by a collision, 
however there is no evidence of when this occurred and nothing has been 
reported to the Council. 
 

1.2 The Council increased its streetlight maintenance budget for the current 
financial year to cover the potential replacement of damaged columns. At a 
meeting of the Policy, Finance and Resources committee held on 8 May 2017 
Members agreed to street light works costing £1,850.  

 
2. Information 
 
2.1  The quotation for the repair of each of the street lights is attached to this 

report. Images of the damaged columns are included with the quotes for 
Members reference.  

 
2.2 The 2017/18 Street Light maintenance budget is £4,000.  

2.2 £1,600 of the budget is committed to the annual cost of routine maintenance. 
£1,850 of the budget has been committed to works previously agreed for 
which the council is awaiting invoice. £550 remains available in the 2017/18 
budget.  

2.4 The total cost of repairing both street lights damaged is £3,400 
 
3. Recommendation 
 
3.1 It is recommended that the Committee approve the required repair works to 

both street lights and that the funds be taken from the streetlight maintenance 
budget with the remaining balance of £2,850 to come from the Rolling Capital 
Fund.  

 
3.2 It is recommended that the Council consider increasing the annual 

maintenance budget during 2018/19 budget deliberations.  
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AGENDA ITEM 10 

SANDY TOWN COUNCIL 

COMMITTEE:  Policy, Finance and Resources 

DATE:   31 July 2017 

AUTHOR:   Town Clerk 

SUBJECT:   Tree Works 

 
1. Summary  

 
1.1 In January 2017 the Council’s appointed tree contractor carried out a survey 

of Town Council owned trees in Bedford Road recreation ground, The Church 

Yard, the Cemetery and Beeston Green. At a meeting of Full Council on 13th 

February 2017 it was agreed to immediately carry out tree works with a 

priority level 1,2 or 3. This work has been completed.  

 

1.2 At a meeting of the Community Services and Environment Committee held on 

24 April 2017 it was agreed that lower priority work to the trees in Bedford 

Road recreation ground, which was identified by the tree survey, be 

scheduled to commence in Autumn 2017. It was agreed that costs for this 

work be established.   

 
1.3  The following report provides a quoted cost by the Council’s tree contractor 

for required work to each tree in Bedford Road Recreation Ground for 
Members’ consideration. 
 

1.4 The report provides quoted costs for work to each tree on Beeston Green for 
Members’ consideration.  

 
2. Information 
 
2.1 High priority tree work was carried out in the 2016/17 financial year at a cost 

of £2,055. 
 
2.2 The Council increased its horticulture budget (403 – 4039) by £1,500 for the 

current financial year to cover the expected cost of some tree works. At this 
point the Council had not received the report and quote for required tree work.  

 
2.3 The horticultural budget for the current financial year is £6,500. £5,000 of this 

budget is for the provision of flowers and hanging baskets. This includes 
purchases of topsoil, seed, bedding and flowers.   

 
2.4 Work to one high priority tree in St Swithuns Church yard was carried out in 

the current financial year at a cost of £130.  
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2.5  £1,370 is available within the horticultural budget for tree work. The total cost 
of work required in Bedford Road recreation ground is £2,600.  

 
2.6 The Council has received complaints about the cherry trees in St Swithuns 

Church yard which reach over the pavement. There is concern about the 
number of cherries which fall on to the pavement and cause a hazard to 
pedestrians. Some minimal work has been carried out by the maintenance 
team, however any further works would need to be completed by the tree 
contractor.  

 
3. Recommendation 
 
3.1 That the tree contractor carryout required work to Bedford Road recreation 

ground trees within the current financial year and that funds for the work are 
taken from the horticultural budget with the remaining balance of £1,230 
coming from the Council’s Rolling Capital Fund.  

 
3.2 That work to cut back the cherry tree in St Swithun’s church yard which 

overhangs the footpath is costed and carried out this financial year. That the 
costs of the work are taken from 406 4039, the ‘Cemetery and Church Yard 
Horticulture’ Budget.  

 
3.3 That the Council consider that work required to Beeston Village Green trees is 

funded out of the Rolling Capital Fund or is budgeted for in the next financial 
year when the 2018/19 budget is reviewed.  

 
4. Bedford Road Recreation Ground  
 
*Cost includes removing all arisings from site 
**Prices are exclusive of VAT 

Priority Works (Close to residences)  

 

Tree Type Work Required £ 

526 Hornbeam Ganoderma at base and at 2.5M – As per RGS Decay 
detection survey & inspection report dated 7th March 2017 
Page 5 - No. 4 no works recommended at this time 
although recommend reinspection & testing in 3 years 

N/A 

527 Sycamore Reduce lateral spread over road and play area by 2M 520.00  

528 Ash N/A N/A 

529 Sycamore Remove deadwood 65.00 

530 Lime Remove dead and hanging branches 65.00 

531 Sycamore Bark damage at base – No work recommended at this 
time 

N/A 

532 Lime Remove minor deadwood 65.00  

533 Sycamore Remove minor deadwood 65.00 

534 Lime Remove minor deadwood 65.00  

535 Sycamore Remove minor deadwood 65.00  

536 Lime Remove minor deadwood 65.00 

537 Sycamore Remove minor deadwood 65.00  



APPENDIX IX 

538 Lime Remove dead and hanging branches 130.00  

539 Sycamore Remove dead limbs in crown, reduce overhang to 
properties by 3M 

390.00  

540 Lime Remove minor deadwood 65.00  

541 Sycamore Remove deadwood and prune to reduce overhang by 3M 390.00  

542 Lime Large diameter deadwood in crown 65.00  

543 Sycamore Remove minor deadwood 65.00  

544 Lime Remove major deadwood 65.00  

545 Sycamore Remove deadwood and branch stubs 65.00  

546 Maple Remove deadwood in crown 65.00  

547 Maple Remove deadwood in crown 65.00  

548 Maple N/A N/A 

549 Maple Remove minor deadwood 65.00  

550 Maple Remove minor deadwood 65.00  

551 Oak Remove minor deadwood 65.00  

TOTAL £2,600 

 
5. Beeston Village Green 
 
5.1 It is anticipated additional trees will be added to the list of works as trees on 

the verging at the entrance to Beeston have not been included in the below 
survey. A map of Beeston Green trees is attached to this report.  

 

Tree Type Work Required  £ 

465 Oak Co-dominate leader with weak fork N/A 

466 Oak Low limbs, bark damage at base N/A 

467 Red Oak Main branch union at 2M, wide open form, low limbs, 
deadwood 

98.00  

468 Lime N/A N/A 

469 Field 
Maple 

Minor deadwood 15.00  

470 Beech Included main branch union, deadwood in crown, low 
limbs over road 

65.00  

471 Beech Minor deadwood, low limbs over road 33.00  

472 Maple Unbalanced crown with decay on northern side, reduce 
crown by 3M 

390.00  

473 Field 
Maple 

Low limbs over road 33.00  

474 Maple Deadwood in crown, low limbs over road 65.00  

475 Lime Dead and hanging limbs in crown, low limbs, crown 
clean 

260.00  

476 Horse 
Chestnut 

Reduce over extended heavy laterals by 3M 260.00  

477 Maple Remove deadwood and shorten laterals over road by 
1M 

130.00  

479 Oak Minor deadwood/low branches 33.00  

480 Maple Remove deadwood and raise to 3.5M 65.00  
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481 Horse 
Chestnut 

Minor deadwood and crossing branches 130.00  

482 Hawthorn Remove suckers and sever Ivy 15.00  

483 Silver 
Birch 

Low branches 15.00  

484 Silver 
Birch 

Low branches 15.00  

485 Silver 
Birch 

Low branches 15.00  

486 Oak N/A N/A 

487 Oak Raise crown to 3.5M 33.00  

488 Lime Dense crown with deadwood 260.00  

489 Oak Unbalanced crown, minor deadwood, low limbs 33.00  

490 Oak Minor deadwood 20.00  

491 Lime Dead hanging branches, dense crown, crown clean 260.00  

492 Sycamore Deadwood in crown 65.00  

493 Ash Thin crown, lift to 5M over road, deadwood 130.00  

494 Sycamore Remove deadwood 65.00  

495 Lime Crown clean to remove epicormic growth and deadwood 390.00  

496 Sorbus Dense crown with deadwood 33.00  

497 Beech Prolific sucker growth within crown, crown clean and 
selectively reduce lower laterals by 1.5/2M 

260.00  

498 Bech Raise crown to 5M over road 65.00  

499 Beech Multi stemmed from 1M, raise crown over road 33.00  

500 Silver 
Maple 

Raise crown to 5M over road and remove hanging limb 33.00  

501 Sycamore Minor deadwood , low limb over road 33.00  

502 Maple Minor deadwood, low limbs over road 33.00  

503 Sycamore Deadwood in crown, reduce weight on limb over road by 
2M 

65.00  

504 Hawthorn Selectively prune to clear road 65.00  

506 Hawthorn N/A N/A 

507 Maple Minor deadwood, low limb over road 65.00  

508 Maple Lightly prune to clear road 33.00  

509 Maple Lightly prune to clear road 33.00  

510 Maple Remove deadwood and reduce lateral spread by 2M 195.00  

511 Oak N/A N/A 

512 Maple In decline, remove deadwood and prune to re-form 
crown 

260.00  

513 Beech Remove deadwood and raise to 5M over road 65.00  

514 Maple N/A N/A 

515 Ash Raise to 5M, thin by 25%, deadwood and reduce low 
lateral by 2M 

195.00  

516 Maple Remove deadwood 65.00  

517 Sycamore Minor deadwood, low limbs over road 33.00  

518 Ash Remove deadwood and reduce lateral spread by 2/3M 260.00  
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519 Maple Raise to 5M over road 33.00  

520 Lime Thin and deadwood 195.00  

521 Lime Thin and deadwood 195.00  

522 Hawthorn N/A N/A 

523 Field 
Maple 

N/A N/A 

524 Beech Minor deadwood 65.00  

525 Beech Minor deadwood 65.00  

TOTAL £5,270 
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AGENDA ITEM 11 

SANDY TOWN COUNCIL 

COMMITTEE:  Policy, Finance and Resources 

DATE:   31 July 2017 

AUTHOR:   Town Clerk 

SUBJECT:   Insurance Renewal 

 
1. Summary  

 
1.1 Sandy Town Council has a long-term insurance policy with WPS which is due 

to end in July 2018. The Council’s insurance has been renewed for a further 

12 months under this long-term agreement. 

 

1.2 The premium for this year based on the current 3-year Long Term Agreement 

will be £21,950.34 inclusive of Insurance Premium Tax. There is also an 

administration fee of £15. This compares to a premium of £21,140.70 for the 

previous financial year. A hard copy of the insurance policy is available in the 

office or on request.  

 

1.3 The Council has the option to renew the three-year Long-Term Agreement 

early from this year. If renewed early the premium would reduce to £20,852.81 

inclusive of Insurance Premium Tax and exclusive of the £15 administration 

fee. This would represent a saving of £1,097.53. 

 

1.4 In addition to the premium saving a free Property Valuation Service would be 

applicable to all Council properties. Once the valuations are completed the 

Sums Insured under the policy would have to be amended accordingly.  

 

2. Information 

 

2.1 Attached to this report is the renewal review for the year, which notes the 

following amendments to the previous year; 

 

• Ground staff office and mess room contents reduced to £10,000 

• Public Liability – Total income increased to £540,000 

• Business Interruption – rent received reduced to £8,000 over 24 months 

• Renaming of ‘New pavilion’ to ‘Jenkins Pavilion’ 

• Bona Fide Sub-contractors – payments increased to £25,000 
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All Risks 

• Lawnmowers/garden machinery increased by £2,400 

• Laptops increased to £1,500 

• Total number of defibrillators increased to 3.  

2.2  The Council has previously indicated that it wished to review all buildings 

values to ensure values are realistic. Such an evaluation would be included if 

the Council were to renew its insurance policy early. Alternatively, the Council 

could commission a Property Valuation on the Council’s property which would 

cost approximately £2,500, covering 5-8 buildings.   

3. Recommendations 

3.1 That the Council agree to renew the Long-Term Agreement early, for another 

three years at a premium of £20,852.81 (plus £15 administration fee) and 

have a full review of property values included within the renewal. 

Or 

3.2 That the Council waits to renew its insurance contract until the expiry date in 

July 2018 and commissions a Property Valuation ahead of July 2018 in 

preparation.  
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Sandy Town 

Council 

 

 
 

Standing 

Orders 
Re-adopted May 2017 
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List of standing orders 
 

 

1. Rules of debate at meetings   
 

2. Disorderly conduct at meetings  
 

3. Meetings generally   
 

4. Committees and sub-committees  
 

5. Ordinary council meetings   
 

6. Extraordinary meetings of the council and committees  
 and sub-committees   
 

7. Previous resolutions  
 

8. Voting on appointments  
 

9. Motions for a meeting that require written notice 

to be given to the Proper Officer  
 

10. Motions at a meeting that do not require written notice   
 

11. Handling confidential or sensitive information  
 

12. Draft minutes   
 

13. Code of conduct and dispensations   
 

14. Code of conduct complaints   
 

15. Proper Officer   
 

16. Responsible Financial Officer    
 

17. Accounts and accounting statements  
 

18. Financial controls and procurement    
 

19. Handling staff matters  
 

20. Requests for information     
 

21. Relations with the press/media  
 

22. Execution and sealing of legal deeds  
 

23. Communicating with District and County or 

 Unitary councillors          
 

24. Restrictions on councillor activities   
 

25. Standing orders generally  



AGENDA ITEM 12   APPENDIX XI 

3 

 

1. Rules of debate at meetings 
a Motions on the agenda shall be considered in the order that they appear unless the 

order is changed at the discretion of the chairman of the meeting. 

 

b A motion (including an amendment) shall not be progressed unless it has been moved 

and seconded.  

 

c A motion on the agenda that is not moved by its proposer may be treated by the 

chairman of the meeting as withdrawn. 

  

d If a motion (including an amendment) has been seconded, it may be withdrawn by the 

proposer only with the consent of the seconder and the meeting. 

 

e An amendment is a proposal to remove or add words to a motion. It shall not negate 

the motion.  

 

f If an amendment to the original motion is carried, the original motion becomes the 

substantive motion upon which further amendment(s) may be moved. 

 

g An amendment shall not be considered unless early verbal notice of it is given at the 

meeting and, if requested by the chairman of the meeting, is expressed in writing to 

the chairman.  

 

h A councillor may move an amendment to his own motion if agreed by the meeting. If a 

motion has already been seconded, the amendment shall be with the consent of the 

seconder and the meeting. 

 

i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the chairman. 

 

j Subject to standing order 1(k) below, only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chairman of the meeting.  

 

k One or more amendments may be discussed together if the chairman of the meeting 

considers this expedient but each amendment shall be voted upon separately. 

 

l A councillor may not move more than one amendment to an original or substantive 

motion.  

 

m The mover of an amendment has a right of reply at the end of debate on it not 

exceeding 3 minutes. 

 

n Where a series of amendments to an original motion are carried, the mover of the 

original motion shall have a right of reply either at the end of debate of the first 

amendment or at the very end of debate on the final substantive motion immediately 
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before it is put to the vote. 

 

o Unless permitted by the chairman of the meeting, a councillor may speak once in the 

debate on a motion except: 

 

i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been amended since 

he the councillor last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. in exercise of a right of reply. 

 

p During the debate of a motion, a councillor may interrupt only on a point of order or a 

personal explanation and the councillor who was interrupted shall stop speaking. A 

councillor raising a point of order shall identify the standing order which he they 

considers has been breached or specify the other irregularity in the proceedings of the 

meeting he is they are concerned by.  

 

A point of order shall be decided by the chairman of the meeting and his this decision shall 
be final.  

 

q When a motion is under debate, no other motion shall be moved except:  

 

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect mandatory 

statutory requirements. 

 

r Before an original or substantive motion is put to the vote, the chairman of the meeting 

shall be satisfied that the motion has been sufficiently debated and that the mover of 

the motion under debate has exercised or waived his their right of reply.  

 

s Excluding motions moved understanding order 1(r) above, the contributions or 

speeches by a councillor shall relate only to the motion under discussion and shall not 

exceed 3 minutes without the consent of the chairman of the meeting. 
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2. Disorderly conduct at meetings 
 

a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the chairman of the meeting 

shall request such person(s) to moderate or improve their conduct. 

 

b If person(s) disregard the request of the chairman of the meeting to moderate or 

improve their conduct, any councillor or the chairman of the meeting may move that 

the person be no longer heard or excluded from the meeting. The motion, if seconded, 

shall be put to the vote without discussion. 

 

c If a resolution made under standing order 2(b) above is ignored, the chairman of the 

meeting may take further reasonable steps to restore order or to progress the meeting. 

This may include temporarily suspending or closing the meeting. 

 

3. Meetings generally 
 

Full Council meetings 

Committee meetings  

Sub-committee meetings  
 

 





a Meetings shall not take place in premises which at the time of the meeting 

are used for the supply of alcohol, unless no other premises are available 

free of charge or at a reasonable cost.  

 



 

b The minimum three clear days for notice of a meeting does not include the 

day on which notice was issued, the day of the meeting, a Sunday, a day of 

the Christmas break, a day of the Easter break or of a bank holiday or a day 

appointed for public thanksgiving or mourning. 

 



 

c The minimum three clear days’ public notice for a meeting does not 

include the day on which the notice was issued or the day of the meeting 

unless the meeting is convened at shorter notice OR [The minimum three 

clear days’ public notice of a meeting does not include the day on which the 

notice was issued or the day of the meeting]. 

 



 

d Meetings shall be open to the public unless their presence is prejudicial to 

the public interest by reason of the confidential nature of the business to 

be transacted or for other special reasons. The public’s exclusion from 

part or all of a meeting shall be by a resolution which shall give reasons for 

the public’s exclusion. 
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e Members of the public may make representations, answer questions and give 

evidence at a meeting which they are entitled to attend in respect of the business 

on the agenda. 

 

 
f The period of time designated for public participation at a meeting in accordance 

with standing order 3(e) above shall not exceed 15 minutes unless directed by 

the chairman of the meeting. 

 

 
g Subject to standing order 3(f) above, a member of the public shall not speak for 

more than 3 minutes. 

 

 
h In accordance with standing order 3(e) above, a question shall not require a 

response at the meeting nor start a debate on the question. The chairman of the 

meeting may direct that a written or oral response be given. 

 

 
i [A person shall raise his their hand when requesting to speak and stand when 

speaking (except when a person has a disability or is likely to suffer discomfort). 

The chairman of the meeting may at any time permit a person to be seated when 

speaking. 

 

 
j A person who speaks at a meeting shall direct his their comments to the 

chairman of the meeting. 

 

 
k Only one person is permitted to speak at a time. If more than one person wants 

to speak, the chairman of the meeting shall direct the order of speaking. 

 



 

l Oral reporting or oral commenting on a council meeting as it takes place 

by a person present at the meeting is not permitted but otherwise persons 

present at meeting may: 

i) Film, photograph or make an audio recording of a meeting  

ii) Use any other means for enabling persons not present to see or 

hear proceedings at a meeting as it takes place or later 

iii) Report or comment on the proceedings in writing during or after a 

meeting or orally report or comment after the meeting.  

 



 

m The press shall be provided with reasonable facilities for the taking of their 

report of all or part of a meeting at which they are entitled to be present. 

  

 



 

n Subject to standing orders which indicate otherwise, anything authorised 

or required to be done by, to or before the Mayor may in his their absence 

be done by, to or before the Deputy Mayor (if any). 

 


o The Mayor, if present, shall preside at a meeting. If the Mayor is absent 

from a meeting, the Deputy Mayor , if present, shall preside. If both the 
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Mayor and the Deputy Mayor are absent from a meeting, a councillor as 

chosen by the councillors present at the meeting shall preside at the 

meeting. 

 



 

p Subject to a meeting being quorate, all questions at a meeting shall be 

decided by a majority of the councillors or councillors with voting rights 

present and voting. 

  



 

q The chairman of a meeting may give an original vote on any matter put to 

the vote, and in the case of an equality of votes may exercise his casting 

vote whether or not he they gave an original vote. 

See standing orders 5(i) and (j) below for the different rules that apply in the 

election of the Mayor at the annual meeting of the council. 

 

 
r Unless standing orders provide otherwise, voting on a question shall be by 

a show of hands. At the request of a councillor, the voting on any question 

shall be recorded so as to show whether each councillor present and 

voting gave his their vote for or against that question. Such a request shall 

be made before moving on to the next item of business on the agenda. 

 

 
s The minutes of a meeting shall include an accurate record of the following: 

i. the time and place of the meeting;  

ii. the names of councillors present and absent;  

iii. interests that have been declared by councillors and non-councillors with 

voting rights; 

iv. whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

v. if there was a public participation session; and  

vi. the resolutions made. 

 



 

t A councillor or a non-councillor with voting rights who has a disclosable 

pecuniary interest or another interest as set out in the council’s code of 

conduct in a matter being considered at a meeting is subject to statutory 

limitations or restrictions under the code on his their right to participate 

and vote on that matter. 

 
u No business may be transacted at a meeting unless at least one-third of 

the whole number of members of the council are present and in no case 

shall the quorum of a meeting be less than three. 

See standing order 4d(viii) below for the quorum of a committee or sub-

committee meeting.  



 

v If a meeting is or becomes inquorate no business shall be transacted and 

the meeting shall be closed. The business on the agenda for the meeting shall 

be adjourned to another meeting.  

 

 
w A meeting shall not exceed a period of two and a half hours. 
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4. Committees and sub-committees 

 

a Unless the council determines otherwise, a committee may appoint a sub-

committee whose terms of reference and members shall be determined by the 

committee. 

 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the council. 

 

c Unless the council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-

councillors. 

 

d The council may appoint standing committees or other committees as may be 

necessary, and: 

 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a standing 

committee up until the date of the next annual meeting of full council; 

iii. shall permit a committee, other than in respect of the ordinary meetings of a 

committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c) above, appoint and determine the 

terms of office of members of such a committee; 

v. may not appoint substitute members of committees or sub-committees whose 

role is to replace the ordinary members at a meeting of a committee; 

vi. shall, after it has appointed the members of a standing committee, appoint the 

chairman of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 

chairman at the first meeting of the committee;  

viii. shall determine the place, notice requirements and quorum for a meeting of a 

committee and a sub-committee which shall be no less than three; 

ix. shall determine if the public may participate at a meeting of a committee; 

x. shall determine if the public and press are permitted to attend the meetings of a 

sub-committee and also the advance public notice requirements, if any, required 

for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-committee that 

they are permitted to attend; and 

xii. may dissolve a committee. 

5. Ordinary council meetings  

 

a In an election year, the annual meeting of the council shall be held on or within 

14 days following the day on which the new councillors elected take office. 
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b In a year which is not an election year, the annual meeting of a council shall be 

held on such day in May as the council may direct. 

 

c If no other time is fixed, the annual meeting of the council shall take place at 

6pm. 

 

d In addition to the annual meeting of the council, at least three other ordinary 

meetings shall be held in each year on such dates and times as the council 

directs. 

 

e The first business conducted at the annual meeting of the council shall be the 

election of the Mayor and Deputy Mayor (if any) of the Council. 

 

f The Mayor, unless he has resigned they have resigned or becomes become 

disqualified, shall continue in office and preside at the annual meeting until his a 

successor is elected at the next annual meeting of the council.  

 

g The Deputy Mayor of the Council, if any, unless he resigns they resign or 

becomes become disqualified, shall hold office until immediately after the 

election of Mayor at the next annual meeting of the council. 

 

h In an election year, if the current Mayor has not been re-elected as a member of 

the council, he they will shall preside at the meeting until a successor Mayor has 

been elected. The current Mayor shall not have an original vote in respect of the 

election of the new Town Mayor but must give a casting vote in the case of an 

equality of votes. 

 
i In an election year, if the current Town Mayor has been re-elected as a member 

of the council, he they will shall preside at the meeting until a new Town Mayor 

has been elected. He The former Mayor may exercise an original vote in respect 

of the election of the new Town Mayor and must give a casting vote in the case 

of an equality of votes. 

 

j Following the election of the Town Mayor and Deputy Town Mayor (if any) at the 

annual meeting of the council, the business of the annual meeting shall include: 

 

i. In an election year, delivery by the Chairman of the Council and councillors 

of their acceptance of office forms unless the council resolves for this to 

be done at a later date. In a year which is not an election year, delivery by 

the Chairman of the Council of his acceptance of office form unless the 

council resolves for this to be done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of the council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff and 

other local authorities; 
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vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 4 above; 

ix. Review and adoption of appropriate standing orders and financial regulations; 

x. Review of arrangements, including any charters and agency agreements, with 

other local authorities and review of contributions made to expenditure incurred 

by other local authorities; 

xi. Review of representation on or work with external bodies and arrangements for 

reporting back; 

xii. In an election year, to make arrangements with a view to the council becoming 

eligible to exercise the general power of competence in the future; 

xiii. Review of inventory of land and assets including buildings and office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all insured risks; 

xv. Review of the council’s and/or staff subscriptions to other bodies; 

xvi. Review of the council’s complaints procedure; 

xvii. Review of the council’s procedures for handling requests made under the 

Freedom of Information Act 2000 and the Data Protection Act 1998; 

xviii. Review of the council’s policy for dealing with the press/media; and 

xix. Determining the time and place of ordinary meetings of the full council up to and 

including the next annual meeting of full council.  

 

 

6. Extraordinary meetings of the council and 
committees and sub-committees 

 

a The Town Mayor may convene an extraordinary meeting of the council at any 

time.  

 

b If the Town Mayor does not or refuses to call an extraordinary meeting of the 

council within seven days of having been requested in writing to do so by two 

councillors, any two councillors may convene an extraordinary meeting of the 

council. The public notice giving the time, place and agenda for such a meeting 

must be signed by the two councillors. 

 

c The chairman of a committee [or a sub-committee] may convene an extraordinary 

meeting of the committee [or the sub-committee] at any time.  

 

d If the chairman of a committee [or a sub-committee] does not or refuses to call an 

extraordinary meeting within 7 days of having been requested by to do so by 2 

members of the committee [or the sub-committee], any 2 members of the committee 

[and the sub-committee] may convene an extraordinary meeting of a committee [and a 

sub-committee].  
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7. Previous resolutions 

 

a A resolution shall not be reversed within six months except either by a special motion, 
which requires written notice by at least 3 councillors to be given to the Proper Officer 
in accordance with standing order 9 below, or by a motion moved in pursuance of the 
recommendation of a committee or a sub-committee. 

 

b When a motion moved pursuant to standing order 7(a) above has been disposed of, 

no similar motion may be moved within a further six months. 

8. Voting on appointments 

 

a Where more than two persons have been nominated for a position to be filled by the 

council and none of those persons has received an absolute majority of votes in their 

favour, the name of the person having the least number of votes shall be struck off the 

list and a fresh vote taken. This process shall continue until a majority of votes is given 

in favour of one person. A tie in votes may be settled by the casting vote exercisable 

by the chairman of the meeting.  The voting will be by paper ballot. 

 

9. Motions for a meeting that require written 
notice to be given to the Proper Officer  

 

 

a A motion shall relate to the responsibilities of the meeting which it is tabled for and in 

any event shall relate to the performance of the council’s statutory functions, powers 

and obligations or an issue which specifically affects the council’s area or its residents.  

 

b No motion may be moved at a meeting unless it is on the agenda and the mover has 

given written notice of its wording to the Proper Officer at least 12 clear days before 

the meeting. Clear days do not include the day of the notice or the day of the meeting. 

 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 9(b) above, correct obvious grammatical or 

typographical errors in the wording of the motion.  

 

d If the Proper Officer considers the wording of a motion received in accordance with 

standing order 9(b) above is not clear in meaning, the motion shall be rejected until the 

mover of the motion resubmits it in writing to the Proper Officer so that it can be 
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understood at least 10 clear days before the meeting.  

 

e If the wording or subject of a proposed motion is considered improper, the Proper 

Officer shall consult with the chairman of the forthcoming meeting or, as the case may 

be, the councillors who have convened the meeting, to consider whether the motion 

shall be included in the agenda or rejected.  

 

f Subject to standing order 9(e) above, the decision of the Proper Officer as to whether 

or not to include the motion on the agenda shall be final.  

 

g Motions received shall be recorded in a book for that purpose and numbered in the 

order that they are received. 

 

h Motions rejected shall be recorded in a book for that purpose with an explanation by 

the Proper Officer for their rejection.  

10. Motions at a meeting that do not require 
written notice  

 

a The following motions may be moved at a meeting without written notice to the Proper 

Officer; 

i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential or 

sensitive information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory statutory 

requirements); 

xvi. to adjourn the meeting; or 

xvii. to close a meeting.  
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11. Handling confidential or sensitive 
information  

 

a The agenda, papers that support the agenda and the minutes of a meeting shall not 

disclose or otherwise undermine confidential or sensitive information which for special 

reasons would not be in the public interest. 

 

b Councillors and staff shall not disclose confidential or sensitive information which for 

special reasons would not be in the public interest. 

 

12. Draft minutes  
 

a If the draft minutes of a preceding meeting have been served on councillors with the 

agenda to attend the meeting at which they are due to be approved for accuracy, 

they shall be taken as read. 

 

b There shall be no discussion about the draft minutes of a preceding meeting except in 

relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall 

be moved in accordance with standing order 10(a)(i) above. 

 

c The accuracy of draft minutes, including any amendment(s) made to them, shall be 

confirmed by resolution and shall be signed by the chairman of the meeting and stand 

as an accurate record of the meeting to which the minutes relate.  

 

d If the chairman of the meeting does not consider the minutes to be an accurate record 

of the meeting to which they relate, he they shall sign the minutes and include a 

paragraph in the following terms or to the same effect: 

“The chairman of this meeting does not believe that the minutes of the 

meeting of the (   ) held on [date] in respect of (   ) were a correct record but 

his this view was not upheld by the meeting and the minutes are confirmed 

as an accurate record of the proceedings.” 

 

e Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft 

minutes or recordings of the meeting for which approved minutes exist shall be 

destroyed. 
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13. Code of conduct and dispensations 

 

See also standing order 3(t) above.  

 

a All councillors and non-councillors with voting rights shall observe the code of conduct 

adopted by the council. 

 

b Unless he has been granted a dispensation has been granted, a councillor or non-

councillor with voting rights shall withdraw from a meeting when it is considering a 

matter in which he has they have a disclosable pecuniary interest. He the councillor 

may return to the meeting after it has considered the matter in which he they had the 

interest. 

 

c Unless he has been granted a dispensation has been granted, a councillor or non-

councillor with voting rights shall withdraw from a meeting when it is considering a 

matter in which he has they have another interest if so required by the council’s code 

of conduct. He The councillor may return to the meeting after it has considered the 

matter in which he they had the interest. 

 

d Dispensation requests shall be in writing and submitted to the Proper Officer as 

soon as possible before the meeting, or failing that, at the start of the meeting for 

which the dispensation is required. 

 

e A decision as to whether to grant a dispensation shall be made by the Proper Officer 

and that decision is final. 

 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or other 

interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a discussion 

only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which the 

dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

 

g Subject to standing orders 13(d) and (f) above, dispensations requests shall be 
considered by the Proper Officer before the meeting or, if this is not possible, at the  
start of the meeting for which the dispensation is required. 

  

h A dispensation may be granted in accordance with standing order 13(e) above if 

having regard to all relevant circumstances the following applies: 
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i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a proportion of the 

meeting transacting the business as to impede the transaction of the 

business or 

ii. granting the dispensation is in the interests of persons living in the council’s 

area or 

iii. it is otherwise appropriate to grant a dispensation. 

 

14. Code of conduct complaints  
 

a Upon notification by the Unitary Council that it is dealing with a complaint that a councillor 

or non-councillor with voting rights has breached the council’s code of conduct, the 

Proper Officer shall, subject to standing order 11 above, report this to the council. 

 

b Where the notification in standing order 14(a) above relates to a complaint made by the 

Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, and 

the Chairman shall nominate another staff member to assume the duties of the Proper 

Officer in relation to the complaint until it has been determined and the council has 

agreed what action, if any, to take in accordance with standing order 14(d) below. 

 

c The council may: 

i. provide information or evidence where such disclosure is necessary to progress 

an investigation of the complaint or is required by law; 

ii. seek information relevant to the complaint from the person or body with statutory 

responsibility for investigation of the matter; 

 

d Upon notification by the Unitary Council that a councillor or non-councillor with 

voting rights has breached the council’s code of conduct, the council shall 

consider what, if any, action to take against him the Councillor. Such action 

excludes disqualification or suspension from office. 

15. Proper Officer  
 

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated 

by the council to undertake the work of the Proper Officer when the Proper Officer is 

absent.  

 

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a committee and a 

sub-committee serve on councillors, by delivery or post at their residences, 

a signed summons confirming the time, place and the agenda  

OR 
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at least three clear days before a meeting of the council, a committee and a sub-

committee serve on councillors a summons, by email, confirming the time, place 

and the agenda provided any such email contains the electronic signature and 

title of the Proper Officer. 

See standing order 3(b) above for the meaning of clear days for a meeting of a 

full council and standing order 3 (c) above for a meeting of a committee. 

ii. give public notice of the time, place and agenda at least three clear days 

before a meeting of the council or a meeting of a committee or a sub-

committee (provided that the public notice with agenda of an extraordinary 

meeting of the council convened by councillors is signed by them); 

See standing order 3(b) above for the meaning of clear days for a meeting of a 

full council and standing order 3(c) above for a meeting of a committee. 

iii. subject to standing order 9 above, include on the agenda all motions in the order 

received unless a councillor has given written notice at least 10 days before the 

meeting confirming his withdrawal of it; 

iv. convene a meeting of full council for the election of a new Town Mayor 

occasioned by a casual vacancy in his office; 

v. facilitate inspection of the minute book by local government electors; 

vi. receive and retain copies of byelaws made by other local authorities; 

vii. retain acceptance of office forms from councillors; 

viii. retain a copy of every councillor’s register of interests; 

ix. assist with responding to requests made under the Freedom of Information Act 

2000 and Data Protection Act 1998, in accordance with and subject to the 

council’s policies and procedures relating to the same; 

x. receive and send general correspondence and notices on behalf of the council 

except where there is a resolution to the contrary; 

xi. manage the organisation, storage of, access to and destruction of information 

held by the council in paper and electronic form; 

xii. arrange for legal deeds to be executed;  

See also standing order 22 below. 

xiii. arrange or manage the prompt authorisation, approval, and instruction regarding 

any payments to be made by the council in accordance with the council’s 

financial regulations; 

xiv. record every planning application notified to the council and the council’s 

response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the council to the Chairman or in his 

absence the Vice-Chairman of the Development Scrutiny Committee within two 

working days of receipt to facilitate an extraordinary meeting if the nature of a 

planning application requires consideration before the next ordinary meeting of 

the Development  Scrutiny Committee; 

xvi. manage access to information about the council via the publication scheme 

See also standing order 22 below. 
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16. Responsible Financial Officer  
 

a The council shall appoint appropriate staff member(s) to undertake the work of the 

Responsible Financial Officer when the Responsible Financial Officer is absent. 

 

17. Accounts and accounting statements 
 

a “Proper practices” in standing orders refer to the most recent version of Governance 

and Accountability for Local Councils – a Practitioners’ Guide (England) 

 

b All payments by the council shall be authorised, approved and paid in accordance with 

the law, proper practices and the council’s financial regulations.  

 

c The Responsible Financial Officer shall supply to each councillor as soon as 

practicable after 30 June, 30 September and 31 December in each year a statement to 

summarise: 

i. the council’s receipts and payments for each quarter;  

ii. the council’s aggregate receipts and payments for the year to date; 

iii. the balances held at the end of the quarter being reported 

 

and which includes a comparison with the budget for the financial year and highlights 

any actual or potential overspends. 

 

d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 

i. each councillor with a statement summarising the council’s receipts and 

payments for the last quarter and the year to date for information; and  

ii. to the full council the accounting statements for the year in the form of Section 1 

of the annual return, as required by proper practices, for consideration and 

approval. 

 

e The year end accounting statements shall be prepared in accordance with proper 

practices and applying the form of accounts determined by the council (receipts and 

payments, or income and expenditure) for a year to 31 March. A completed draft 

annual return shall be presented to each councillor before the end of the following 

month of May. The annual return of the council, which is subject to external audit, 

including the annual governance statement, shall be presented to council for 

consideration and formal approval before 30 June. 
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18. Financial controls and procurement 
 

a The council shall consider and approve financial regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in respect of 

the following: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the council; 

iii. the work of the independent internal auditor in accordance with proper practices 

and the receipt of regular reports from the internal auditor, which shall be 

required at least annually; 

iv. the inspection and copying by councillors and local electors of the council’s 

accounts and/or orders of payments; and  

v. procurement policies (subject to standing order 18(c) below) including the setting 

of values for different procedures where a contract has an estimated value of 

less than £80,000. 

 

b Financial regulations shall be reviewed regularly and at least annually for fitness of 

purpose. 

 

c Financial regulations shall confirm that a proposed contract for the supply of 

goods, materials, services and the execution of works with an estimated value in 

excess of £60,000 shall be procured on the basis of a formal tender as 

summarised in standing order 18(d) below. 

 

d Subject to additional requirements in the financial regulations of the council, the tender 

process for contracts for the supply of goods, materials, services or the execution of 

works shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of works shall 

be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the council’s specification 

(ii) the time, date and address for the submission of tenders (iii) the date of the 

council’s written response to the tender and (iv) the prohibition on prospective 

contractors contacting councillors or staff to encourage or support their tender 

outside the prescribed process; 

iii. the invitation to tender shall be advertised in a local newspaper and in any other 

manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope addressed to 

the Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at least one 

councillor after the deadline for submission of tenders has passed;  

vi. tenders are to be reported to and considered by the appropriate meeting of the 

council or a committee or sub-committee with delegated responsibility. 

 

e Neither the council, nor a committee or a sub-committee with delegated responsibility 

for considering tenders, is bound to accept the lowest value tender. 
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f Where the value of a contract is likely to exceed £138,893 (or other threshold 

specified by the Office of Government Commerce from time to time) the council 

must consider whether the Public Contracts Regulations 2006 (SI No. 5, as 

amended) and the Utilities Contracts Regulations 2006 (SI No. 6, as amended) 

apply to the contract and, if either of those Regulations apply, the council must 

comply with EU procurement rules. 

19. Handling staff matters 
 

a A matter personal to a member of staff that is being considered by a meeting of council 

or a committee or a sub-committee is subject to standing order 11 above. 

 

b Any persons responsible for all or part of the management of staff shall treat the 

written records of all meetings relating to their performance, capabilities, grievance or 

disciplinary matters as confidential and secure. 

  

c The council shall keep all written records relating to employees secure. All paper 

records shall be secured and locked and electronic records shall be password 

protected and encrypted. 

 

d Only persons with line management responsibilities shall have access to staff records 

referred to in standing orders 19(b) and (c) above if so justified.  

 

e Access and means of access by keys and/or computer passwords to records of 

employment referred to in standing orders 19(b) and (c) above shall be provided only 

to (post holder) and/or the Town Mayor or the Chairman of the Human Resources 

Committee or the Chairman of the Human Resources sub-committee. 

20. Requests for information  
 

a Requests for information held by the council shall be handled in accordance with the 

council’s policy in respect of handling requests under the Freedom of Information Act 

2000 and the Data Protection Act 1998. 

 

b Correspondence from, and notices served by, the Information Commissioner shall be 

referred by the Proper Officer to the chairman of the Town Mayor. The council shall 

have the power to do anything to facilitate compliance with the Freedom of Information 

Act 2000.  

 



AGENDA ITEM 12   APPENDIX XI 

20 

 

21. Relations with the press/media 
 

a Requests from the press or other media for an oral or written comment or statement 

from the Council, its councillors or staff shall be handled in accordance with the 

Council’s policy in respect of dealing with the press and/or other media. 

22. Execution and sealing of legal deeds  
 

See also standing orders 15(b)(xii) and (xvi) above. 

 

a A legal deed shall not be executed on behalf of the council unless authorised by a 

resolution. 

b Subject to standing order 22(a) above, any two councillors may sign, on behalf 

of the council, any deed required by law and the Proper Officer shall witness 

their signatures. 

The above is applicable to a council without a common seal. 

23. Communicating with District and County or 
Unitary councillors 

 

a An invitation to attend a meeting of the council shall be sent, together with the agenda, 

to the ward councillor(s) of Central Bedfordshire Council.   

24. Restrictions on councillor activities 
 

a. Unless authorised by a resolution, no councillor shall: 

i. inspect any land and/or premises which the council has a right or duty to inspect; 

or 

ii. issue orders, instructions or directions. 

25. Standing orders generally 
 

a All or part of a standing order, except one that incorporates mandatory statutory 

requirements, may be suspended by resolution in relation to the consideration of an 

item on the agenda for a meeting. 

 

b A motion to add to or vary or revoke one or more of the council’s standing orders, 

except one that incorporates mandatory statutory requirements, shall be proposed by 

a special motion, the written notice by at least 2 councillors to be given to the Proper 
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Officer in accordance with standing order 9 above. 

 

c The Proper Officer shall provide a copy of the council’s standing orders to a councillor 

as soon as possible after he has they have delivered his their acceptance of office 

form. 

 

d The decision of the chairman of a meeting as to the application of standing orders at 

the meeting shall be final. 
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SANDY TOWN COUNCIL 
 

Travelling Expenses Policy 
               

 

1 All employees and members of council are entitled to claim for out of 
pocket expenses such as travel costs in the course of carrying out their 

responsibilities and duties.   

2 Expense claims should be completed in writing using the appropriate 

forms and submitted to the Town Clerk for payment.   

3 Employees and members are entitled to claim the same travelling 

allowances but the mechanisms for claiming are different. 

4 Sandy Town Council will participate in the Government’s cycle to work 
scheme at the request of any employee.  The scheme is not available to 

those who are not directly employed by the Council. 

Employees 

1 Employees’ expense claims will be authorised by the Town Clerk or in the 

case of the Town Clerk by the Town Mayor. 

2 Employees will use the most economic form of travel in terms of cost and 
time, taking into account the different modes of travel, traffic and fares 

available.  

3 Employees may claim direct reimbursement for 2nd class train fares, bus 

fares, taxi fares and car parking. Receipts should be provided whenever 

possible. 

4 Employees whose terms and conditions of employment are those 

negotiated by the NALC/SLCC National Agreement may claim 
reimbursement for car, van, motor cycle or bicycle journeys using the 

current National Joint Council (NJC) recommended casual users expense 
table.  Reimbursement will be made via salary payments and will be subject 

to income tax.  Mileage rates will be determined by vehicle engine size (in 
the case of cars, vans and motor cycles) in accordance with the NJC 

scheme.  

5 Employees whose terms and conditions of employment are not those 
negotiated by the NALC/SLCC National Agreement or who choose not to 

claim travelling expense under the NJC expense table may claim mileage 
up to the maximum permitted under the  HMRC Fixed Profit Car Scheme. 

Travelling allowances for mileage incurred for business purposes will not be 

subject to income tax and will be reimbursed by cheque. The mileage rates 
will apply where personal cars are used for council purposes irrespective of 
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engine size.  The rate for cars, vans, motor cycles and bicycles will be that 

set by the HMRC. 

6 When undertaking Council business employees are required to adhere to 

traffic regulations.  

7 Any parking penalties or other liabilities that arise from the way the vehicle 

is used, particularly breaches of the Road Traffic acts, the Traffic 
Management Act and Motor Vehicles (Construction and Use) Regulations 

are the responsibility of the individual employee and must not be claimed 
as an expense to be reimbursed. This includes excess charges incurred (eg 

compound charges) by not buying such items as congestion charge tickets, 
car parking tickets, etc.  Employees insured by the Council and required to 

hold a driving licence as a condition of their employment are required to 
notify the employer of any driving penalties imposed by the police or courts 

including fixed penalties and parking tickets in accordance with the policy 

laid out in the staff handbook.   

Members 

1 Members’ expense claims will be authorised by Council through the usual 

procedure for approving all payments. 

2 Reimbursable Mayoral and Member travel will be restricted to the Central 
Bedfordshire, Luton and Bedford Borough areas also St Neots, 

Godmanchester and other locations very close to the Bedfordshire county 

border.  Travel to any other locations will be by Council approval only.  

3 Members will use the most economic form of travel in terms of cost and 

time, taking into account the different modes of travel, traffic and fares 

available.  

4 Members may claim direct reimbursement for 2nd class train fares, bus 
fares, taxi fares and car parking. Receipts should be provided whenever 

possible. 

5 Members may claim reimbursement for use of personal cars or motor cycles 
for council purposes either using the using the current National Joint Council 

(NJC) recommended casual users expense table.  Reimbursement will be 
made by cheque and will be subject to income tax.  Mileage rates will be 

determined by vehicle engine size in accordance with the NJC scheme. 

The Town Council will supply information to HMRC on the expense claims 
made under this scheme if requested however it is the responsibility of 

individual members to declare such income to HMRC themselves. 

6 Alternatively Members may claim mileage up to the maximum permitted 
under the HMRC Fixed Profit Car Scheme. Travelling allowances for mileage 

incurred for business purposes will not be subject to income tax and will be 
reimbursed by cheque. The mileage rates will apply where personal cars 
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are used for council purposes irrespective of engine size. The rate for cars, 

motor cycles and bicycles will be that set by HMRC. 

7 Any parking penalties or other liabilities that arise from the way the vehicle 
is used, particularly breaches of the Road Traffic acts, the Traffic 

Management Act and Motor Vehicles (Construction and Use) Regulations 

are the responsibility of the individual member or employee and must not 
be claimed as an expense to be reimbursed. This includes excess charges 

incurred (eg compound charges) by not buying such items as congestion 

charge tickets, car parking tickets, etc.  
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SANDY TOWN COUNCIL 
 

Policy and procedures for dealing with vexatious 

complaints and unreasonable behaviour 
 

1 Principles and Policy 
1.1 Sandy Town Council is committed to dealing with people fairly and 

to providing a high-quality service to those who use our services or 
who have cause to complain about them. 
 

1.2 The Town Council has policies and procedures in place which 

explain how it will deal with customers and how complaints and 
feedback will be handled.  These are: 

 
➢ Sandy Town Council Community Engagement Strategy 

➢ Sandy Town Council Complaints Policy 

➢ Sandy Town Council Customer Care Policy and Service 
Standards 

 
1.3 Where a complainant’s behaviour hinders consideration of a 

complaint Sandy Town Council will act to ensure that the complaint 
is still dealt with fairly and appropriately.   

 
1.4 Each case of unreasonable behaviour or vexatious complaining 

must be taken on its merit. 
 

1.5 Sandy Town Council will take steps to protect staff who are subject 
to abusive or threatening behaviour as is its statutory responsibility 

as an employer. 
 

2 Objectives of this procedure 

2.1 The majority of requests for service and information or the making 
of complaints will be dealt with through the council’s procedures 

without any difficulty.  However this policy describes how the Town 
Council may deal with circumstances where a customer or 

complainant acts unreasonably or is unreasonably persistent 
in pursuing complaints. 

 
2.2 The objectives of the procedure are: 

• To promote problem solving and to avoid apportioning blame 
• To find solutions to problems and to resolve complaints 

• To satisfy those who complain/give feedback  or use our 
services that they have been dealt with promptly, fairly, 

openly and honestly 
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• To ensure staff understand the council’s policy and 
mechanisms for dealing with vexatious complaints and 

unreasonable behaviour from its customers 
• To protect council staff from bullying and harassment 

• To ensure that council resources are not disproportionately 
and inappropriately deployed 

 
3 The Procedure 

 
 Prior Warning 

3.1 When the Town Council considers that a person is acting in an 
unacceptable way a risk assessment will be completed and a letter 

will be written to the person to explain why the Council finds the 
behaviour unreasonable/and or unacceptable and to ask the person 

to change their behaviour.  The letter will also advise that if the 

behaviour continues the Town Council may take steps to limit the 
contact with its offices and officers. 

 
 Decision to restrict access or terminate contact 

3.2 Decisions to restrict access or terminate contact will be taken 
following a risk assessment.  However where there is an immediate 

risk to staff or officers the Council may make an on the spot 
decision to restrict access or terminate contact. 

 
3.3 When making decisions on how to manage the vexatious or 

unreasonable behaviour all relevant factors should be taken into 
account to ensure that action taken is appropriate and 

proportionate. 
 

3.4 The Council will also tell the person acting in an unacceptable way 

how they can challenge the decision to apply the vexatious and 
unreasonable behaviour policy and procedure. 

 
 Restricting access 

3.5 If the person involved has not responded appropriately to the Prior 
Warning letter and a decision is made to restrict access a letter will 

be sent notifying the person of why it is believed his/her behaviour 
falls into the category of vexatious or unreasonable.  He will be 

notified what action will be taken and the duration of that action. 
 

 Terminating contact with a customer/complainant 
3.6 Where a complainant persists in communicating with the Town 

Council on a case that is closed the Council may decide to terminate 
contact with the customer/complainant.  In such cases any new 

correspondence from the complainant will be reviewed for new 

evidence that affects the decision on the complaint.  In the absence 



AGENDA ITEM 14  APPENDIX XIII 

3 
Adopted: March 2014 
 

of any such evidence the Council will acknowledge it in writing or 
place it on the file without any acknowledgement. 

 
3.7 Where a customer/complainant’s behaviour is unreasonable and 

threatens the safety and/or welfare of staff the Council may decide 
to terminate contact with the complainant. 

 
3.8 Other action may also be taken for example reporting the matter 

to the police or taking legal action.  Where such action is necessary 
the Council may not give a prior warning. 

 
 New Complaints  

3.9 New complaints from people who have been subject to this policy 
will be dealt with on their merits.  A risk assessment will be carried 

out based on past and current knowledge of the complainant’s 

behaviour and the likelihood of recurrence of any unacceptable 
behaviour. 

 
 Review 

3.10 All cases subject to a risk assessment under this policy will be 
reviewed 6 months after the initial risk assessment and the 

customer/complainant notified in writing of the outcome. 
  

 Staff Guidance 
  

1 Responding to unreasonable behaviour and/or vexatious 
complaints 

Staff will follow Sandy Town Council’s published customer care 
policy and complaints policy when dealing with members of the 

public.  

 
Customer care training will be given to all members of staff who 

have contact with the public.  
 

The complaints policy will ensure that complainants who are 
persistent with their complaint will have had the opportunity of 

rigorous scrutiny of the issues of complaints.   
 

Any decision to apply this policy to an individual must take into 
account whether the customer care policy and the complaints policy 

have been fairly applied and every attempt made to communicate 
and address concerns with the individual. 

 
 

2 Who does this policy apply to? 

This policy applies to those individuals who make contact with the 
Council and through either the frequency and/or the nature of that 
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contact (ie the behaviour of the individual) hinder the work of the 
council and the service which it is able to provide to others. 

 
Behaviours may include: 

• Repeated complaints about the same subject (with minor 
differences) and does not accept the outcomes 

• Seeking for unrealistic outcome and persists in attempts to 
achieve desired outcome 

• Persistent contact without substance or evidence beyond 
what is considered to be reasonable 

• Complaints relating to historical and irreversible decisions or 
incidents 

• Contact that is frequent, lengthy and complicated 
• Contact that is threatening, aggressive and/or abusive to 

staff 

• Complaints which change part way through investigation 
• Contact which results in excessive demands on resources 

available eg excessive telephoning, lengthy and frequent 
emails, detailed complex letters etc 

• Contacts made to the Council through different routes to 
raise the same issue (ie scattergun approach) 

• Frivolous complaints 
• Contact including rudeness, aggression, personal threats, 

personal insults and criticisms which are undermining to staff 
and cause stress, alarm or distress 

 
One or a combination of the example behaviours above may be 

sufficient to trigger consideration of the policy and procedure.  The 
list is not exhaustive and each case must be considered on its own 

merit. 

 
3 Before applying the policy 

Attempts should be made to maintain effective communication and 
relationships with customers/complainants.  In the case of 

complaints, before applying the policy the Council should be 
satisfied that any complaint has been addressed and the complaints 

procedure fairly applied and the complainant must be notified in 
writing of potential action the Council may take with reference to 

this policy if the symptoms persist. 
 

The options available prior to taking action under this policy will 
depend on the nature of the behaviour and the circumstances of 

the individual case.  All other options should be explored before 
invoking the policy and a risk assessment will be completed.  The 

decision to take action under the policy will be made by the Town 

Clerk in consultation with the Town Mayor and Deputy Mayor and 
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the decision will be reported to the next meeting of the Town 
Council. 

Options to be considered prior to application of the policy could 
include: 

 
• Conciliation meeting with the individual and 

representative(s) of the council 
• Writing to the individual in detail with details of problems 

• Escalation of a complaint to the next stage of the complaints 
procedure including an appeal 

 
4 Application of Policy 

Where a member of staff dealing with a customer or a complaint is 
of the view that they are dealing with an unreasonable or vexatious 

complainant they must refer the matter to the Town Clerk who will 

undertake a risk assessment. 
 

Due consideration should be given to the individual circumstances 
to the person involved. 

 
The risk assessment and a recommendation from the Town Clerk 

will be submitted to the Town Mayor and Deputy Town Mayor who 
will advise the Town Clerk of their views. 

 
5 Actions that may be taken under the policy 

 
5.1 Restricted access 

Options include  
 

• Restricting contact to a specific form eg letters only 

• Contact with the council is limited to named officer or 
member only 

• Face to face visits may only take place with two officers 
present 

• Contact is restricted to specified days, times, duration 
 

The individual must be informed clearly in writing. 
 

5.2 Termination of contact 
Prior warnings should have been given wherever possible that 

termination of contact could result from unreasonable and 
unacceptable behaviour.  If the termination of contact is approved 

the individual must be informed clearly in writing. 
 

 

5.3 Written notification 



AGENDA ITEM 14  APPENDIX XIII 

6 
Adopted: March 2014 
 

The complainant will be notified in writing of a decision to restrict 
or terminate access and this will include: 

 
• Action to be taken 

• Duration of action and review date 
• What the individual can do to seek a review of the decision 

• A copy of the policy 
• If the decision is to cease contact the written notification will 

state that any further correspondence not relating to 
significant new matters or new information will not 

necessarily be acknowledged 
 

6 New complaints 
Care must be taken when considering new correspondence or 

information to ensure that any new complaint is picked up and 

addressed and any significant new information is considered 
appropriately. 

 
7 Recording 

All contacts with the person involved must be recorded in writing 
and kept on file. 

 
If a member of staff has asked for application of the policy and the 

decision is made not to apply it the reasons must be recorded and 
the member of staff informed of the decision.   

 
8 Review 

All cases will be reviewed after 6 months. 
 

9 Appeals 

Individuals should be informed about how to appeal against 
decisions made under this policy. 

 
Appeals will be heard by Sandy Town Council at a meeting of the 

full council. 
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RISK ASSESSMENT TOOL  

Section 1: Overview Information  
Complainant/Customer  
Name): 
 
 

 

Current Stage and Status 
of any complaint: 
 

 

Person requesting 
assessment  
 

 

Brief summary of 
complaint or unreasonable  
behaviour  
 
 
 

 
 
 
 
 
 
 
 

Section 2: Vexatious and/or Unreasonable Behaviour 
 

Reasons for request: Provide evidence why the customer/complainant should be 
designated as vexatious and/or unreasonable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What are the risks? 
 
Examples of dangers and 
potential outcomes are 
provided but this is not 
intended to be an 
exhaustive list. 

What are the dangers? (e.g. that the complaint will not be 
addressed, time spent on managing behaviour or the complaint 
is disproportionate to the issues being raised) 
 
 
 
 
Who is at risk? 
 
 
 
What is the potential outcome from the dangers? (e.g. 
maladministration – delay, not responding, missing important 
issues.  Impact on staff morale &/or welfare, risks to buildings 
&/or staff.  Damage to reputation) 
 
 
 

Likelihood of risk 
occurring? 

Low                 Medium                  High 
Please circle one 
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What steps have been 
taken to manage or control 
the risks?  
 

Please include the complainants response to attempts to 
manage the difficulties 
 
 
 
 
 
 
 
 

If a warning letter has not 
been sent: 

If this request relates to a case where no prior warning letter has 
been sent in line with the vexatious and unreasonable 
complaints policy provide full details and evidence as to why a 
warning letter is not a suitable course of action: 
 
 
 
 
 
 
 

Section 3 Decision - To be completed by the person undertaking the risk assessment: 

Assessment completed by Town Clerk/Deputy Town Clerk 
 
Date of completion: 
 
  

Referred to HR 
Committee?  

Yes/No 

Referred to Mayor/Deputy 
Mayor? 

Yes/No 

Is action required under 
the policy 

Yes/No 
 
Give Reasons for Decision 
 
 
 
 

If Yes – detail the action(s) 
to be taken in line with the 
policy 
 
 
 
 

 
 
 
 
 
 
 

Who will be informed of 
the decision 

Detail who will be notified of the decision, by whom and by 
when.   
 
 
 
Due regard must be given to confidentiality issues when deciding who needs 
to know about the case and decision. 

Inform the complainant of 
the decision and actions 

Send a letter to the complainant with the decision to apply the 
policy including: 

• Reasons for the decision 

• Actions that will be taken 

• How to appeal the decision 

• Review date when the application of the policy will be re-
considered.   



AGENDA ITEM 14  APPENDIX XIII 

9 
Adopted: March 2014 
 

• Possible further consequences of not cooperating with 
the actions e.g. restricted access 

 
Confirm how the plan will be communicated to the complainant 
 
By whom 
 
By when 

Date reported to Town 
Council 

 

Action approved by Town 
Council 

Yes/No 

 
 
 


