
 
Woodbridge Town Council 

Shire Hall   Market Hill   Woodbridge   Suffolk   IP12 4LP 
Town Clerk:  Mr G E Diaper 

Tel:  01394 383599 
Email:  townclerk@woodbridge-suffolk.gov.uk  

 
To Members of the Town Council  

  
  Cllr Adelson     Cllr Holdcroft Cllr O’Nolan     Cllr Sutton 
  Cllr Bale     Cllr Jewers  Cllr Page  Cllr Sylvester 
  Cllr Lady Blois    Cllr Mapey  Cllr Rawlings  Cllr Walsh 
  Cllr Gillard     Cllr Miller  Cllr Sanders  Cllr Wilks 

 
You are hereby summoned to attend the Meeting of the Town Council to be held at the 
John Gibbons Gallery, The Longshed, Tide Mill Way on: Tuesday 14th December 2021 at 
7.00pm 

 
Greg Diaper 
Town Clerk  
9th December 2021 
 

Public Attendance 
Members of the public and press are welcome to attend.  The public will be invited to give 
their views/question the Town Council on issues on the agenda, or raise issues for 
consideration of inclusion at future meetings.  This item will be limited to 30 minutes 
duration. 
 

AGENDA 
 
1. Apologies 
 
2. To receive declarations of interest 

Members and officers are invited to make any declarations of Disclosable Pecuniary 
or Local Non-Pecuniary Interests that they may have in relation to items on the 
Agenda and are also reminded to make any declarations at any stage during the 
meeting if it becomes apparent that this may be required when a particular item or 
issue is considered. 

 
3. To consider requests for dispensations 

Councillors with a Pecuniary Interest in an item on this Agenda, who wish to remain, 
speak, and/or vote during consideration of that item, may apply for a dispensation 
in writing to the Town Clerk prior to the meeting.  Applications may also be 

mailto:townclerk@woodbridge-suffolk.gov.uk


considered at the meeting itself should the nature of the interest become apparent 
to a Councillor at the time of the meeting. 

 
4. Public question time 

For the public to ask questions of the Council or raise issues for consideration at a 
future meeting of the Council. Thirty minutes maximum.  
 

5. To note the receipt of a written report from County Councillor Page 
 
6. To note the receipt of a written report from District Councillors Mapey and Yule 
 
7. For members to question the District and County Councillors on matters contained 

in their written reports 
 
8. To agree and approve the minutes of the meeting held 7th December 2021 

 
9. To consider, question and agree the following Financial Reports; 
 
a. Income to 30th November 2021 
b. Expenditure to 30th November 2021 
c. Income and Expenditure against Budget to November 2021 
d. Bank Reconciliation and Supporting Bank Statements to 30th November 2021 
e. The Accounts and Payments List for December 2021 
f. The HSBC Net report for December 2021 
g. The HSBC Corporate Card report for November 2021 
h. Summary of Direct Debit payments to 30th November 2021 
i. Debtors Report to 30th November 2021 
 
10. To note the receipt of the minutes from this Council’s Committees 
 
a. Planning – 30.11.21 
b. Highways – 06.12.21 
c. Climate and Ecological Emergency 06.12.21 
d. Amenities – 06.12.21 
 
11. To note the resignation of Cllr. Jewers from the Planning Committee, and appoint 

a member to the Committee.  
 

12. To agree to adopt the following policies as recommended by the Standing Orders 
Working Party. 
 
a) Annual Leave 
b) Anti-Harassment and Bullying Policy 
c) Disciplinary Policy 
d) Emergency Dependants Leave 
e) Equal Opportunities Policy 
f) Expenses Policy 



g) Flexible Working Policy 
 

13. To agree to use the Elections EMR to pay for the May 2021 elections.  
 

14. To receive an update from East Suffolk Council regarding the Town Wide Wi-Fi 
scheme.  
 

15. To consider an offer from East Suffolk Council regarding their East Suffolk Town 
Celebrations update. 
 

16. To consider a request from the Highways Committee to agree the Council’s 
response to the Lorry Route Plan review in Suffolk. 
 

17. To consider a request from the Woodbridge Riverside Trust to provide flood 
defence protection for the Longshed.  

 
18. Closure 
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Woodbridge Town Council 
 
Minutes of a Meeting of the Extraordinary Town Council held at the John Gibbons Gallery, on 
Tuesday 7th December 2021 at 4.30pm 
 
Councillors:    
 
Present: D Adelson, S Bale (items 567 – 571), Lady C Blois, G Holdcroft, E O’Nolan, C 

Page, R Sanders, M Sutton and M Wilks 
 
Apologies: P Gillard, J Jewers, C Mapey, S Rawlings, S Miller, M Sylvester and C Walsh 
 
In Attendance: Town Clerk and no members of the public 
 
In the absence of the Mayor and Deputy Mayor, the Town Clerk asked for nominations for a 
chairperson. Cllr. Page nominated Cllr. Holdcroft, who took the chair with the approval of those 
present.  
 
564. Apologies 

 
Apologies for absence had been received from Councillors Gillard, Jewers, Mapey, 
Rawlings, Miller, Sylvester and Walsh.  
 

565. To receive declarations of interest 
 
No members made any declarations of Disclosable Pecuniary or Local Non-Pecuniary 
Interests in relation to items on the agenda. 
 

566. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this 
Agenda to remain, speak and/or vote on that item in which they had declared an interest. 
 
Cllr Bale arrived.  

  
567. To agree and approve the minutes of the meeting held 23rd November 2021 

 
The Council agreed and approved the signing of the minutes of the meeting held 23rd 
November 2021 as a true record. 
 

568. To confirm the recommendation of the Deputy Town Clerk Appointment Panel for the 
position of Deputy Town Clerk to Woodbridge Town Council.  
 
The recommendation of the Deputy Town Clerk Appointment Panel that Belinda Lloyd be 
appointed the Deputy Town Clerk was unanimously approved. 
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569. To exclude the Public and Press from the remainder of the meeting in accord with the 
Public Bodies (Admissions to Meetings) Act 1960 because of the confidential information 
being discussed  
 
The Committee agreed to exclude the public and press from the remainder of the meeting 
in accord with the Public Bodies (Admissions to Meetings) Act 1960 because of the 
confidential information being discussed. 
 

570. To confirm the recommendations of the Deputy Town Clerk Appointment Panel as to the 
commencing salary and due date of first increment for the Deputy Town Clerk 
 
The Council agreed that the Deputy Town Clerk’s salary would be commensurate with the 
starting point of the nationally agreed Local Council Clerks Grade 2 Above Substantive 
scale, and that the first increment will be awarded in April 2023. 
 

571. Closure 
 
The meeting was closed at 4.41pm.  
 

 
 

Councillor Holdcroft 
Chair 
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Woodbridge Town Council 
 
Minutes of the meeting of the Planning Committee held at the John Gibbons Gallery, The Longshed, 
Tide Mill Way on Tuesday 30th  November 2021 at 5pm 
 
Councillors:     
 
Present:  S Bale, G Holdcroft, R Sanders, C Walsh, M Sutton 
 
Apologies:  D Adelson and S Miller 
 
Absent without Lady C Blois and C Mapey 
Apologies:  
                      
In Attendance: Town Clerk and no members of the public 
 

540. Apologies for Absence 
 
Apologies for absence had been received from Councillors Adelson and Miller. 

541. To receive Declarations of Interest 
 
No members made any Declarations of Disclosable Pecuniary or Local Non-Pecuniary 
Interests in relation to items on the agenda. 
 

542. To consider requests for Dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

543. Public Question Time 
 
There were no members of public present. 

544. To agree and approve the Minutes of the meeting held on 16th November 2021  
 
The minutes of the Planning Committee meeting held 16th November 2021 were approved. 

545. To note intentions to undertake works to trees in the Conservation Area 

 
The Committee noted intentions to undertake works to trees in the conservation area. 
 

 1.  
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Application No and Address  Committee Comments  
 

DC/21/5159/TPO - 37 Mill View Close  
 

We recommend REFUSAL as there is no justification for 
the removal of this tree – we don’t consider that 
shading is a suitable reason for the ‘Full removal’ of a 
tree covered by a Tree Preservation Order. The 
approval of this application would set a dangerous 
precedent for future applications of a similar nature.  
 
Crown reduction or pruning would be acceptable.  
 
We would have also expected any application to contain 
details of compensatory planting should the tree be 
removed, however nothing of this nature is forthcoming 
in this application.  
 

 

Application No and Address  Committee Comments  
 

DC/21/5095/FUL - 24 Cherry Tree Road 
 

We recommend APPROVAL subject to Suffolk County 
Council Highways approving the installation of a 
dropped kerb.  
 

DC/21/5104/FUL - 14 Bullards Lane We recommend APPROVAL. 
 

DC/21/5063/FUL - 3 Pinewood 
 

We recommend APPROVAL 

DC/21/5187/FUL - 6B Prentices Lane 
 

We recommend REFUSAL as we are concerned about 
the safety issues presented by this application. The 
introduction of a new access to the property via a layby 
on the A12 poses risks to both users of the property and 
users of the busy, fast moving A12/ Grove Road. There 
are already a number of accesses in the layby, and we 
are concerned that adding another will increase the risk 
of an accident.   

DC/21/4557/FUL - Little Kyson 
Broomheath  
 

Woodbridge Town Council recommended REFUSAL of 
this application on October 22nd due to the application 
contravening the following policies of 

546. To review and comment upon removal of TPO tree 

 

547. To comment on applications for planning permission  
 

The Council agreed their comments as set out below:- 

https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=summary&keyVal=R2M9H4QX06O00&prevPage=inTray
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=summary&keyVal=R2CJCQQXH0A00&prevPage=inTray
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=dates&keyVal=R2D02RQXH0S00&prevPage=inTray
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=dates&keyVal=R294GYQX06O00&prevPage=inTray
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=summary&keyVal=R2PI1CQXH5V00&prevPage=inTray
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=summary&keyVal=R0FXX9QXG8E00&prevPage=inTray
https://publicaccess.eastsuffolk.gov.uk/online-applications/applicationDetails.do?activeTab=summary&keyVal=R0FXX9QXG8E00&prevPage=inTray
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Policy SCLP5.5: Conversions of Buildings in 
the Countryside for Housing:  
 
a) The conversion of buildings in the 
countryside for residential use will 
be permitted where: 
b) The building provides a positive 
contribution to the landscape; 
c) The conversion does not require 
significant alteration; 
d) The design maintains or enhances 
the structure, form and character of 
the rural 
building; 
g) The conversion enhances the 
immediate setting of the area; and 
h) The site is served by an 
appropriate existing access. 
 
Having studied the updated application, we wish to 
reaffirm our decision to refuse the application for 
contravening these policies.  
 
Furthermore, the updated application has also failed to 
address the issues raised by East Suffolk Council in the 
pre-planning advice.  
 
For these reasons we recommend REFUSAL of this 
application.  

 

548. To note East Suffolk Council decisions on planning applications where those decisions are 
contrary to this Council’s recommendations and not previously reported.  
 
The Committee noted East Suffolk Council decisions on planning applications where those 
decisions are contrary to this council’s recommendations and not previously reported. 
 
The Town Clerk was asked to write to the head of the Planning department at East Suffolk 
Council expressing this Committees disappointment at the approval by East Suffolk Officers of 
applications refused by WTC.  
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           Councillor Sanders 
                  Chair   

549. 2. To discuss how the Committee wishes to comment on the Draft Affordable Housing 

Supplementary Planning Document Initial Consultation 

 
Members agreed that the Town Clerk comment on section 2 of the consultation in line with 
committee's view that the affordable housing in larger urban required policy to address 
problems related to  combined private/affordable housing in a single housing unit. 
 

550. To discuss how the Committee wishes to comment on the Draft Sustainable Construction 
Supplementary Planning Document 
 
Members agreed that they had no comment to make on this consultation.  
 

551. 3. To discuss how the Committee wishes to comment on the Draft Cycling and Walking Strategy 

 

Members agreed to defer discussion on this consultation, and invited the Highways 

Committee to a joint meeting on January 4th to agree the Council’s response.  

 

552. Closure 

 

The meeting was closed at 5.59pm. 
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Woodbridge Town Council 
 
Minutes of the meeting of the Highways Committee held at the John Gibbons Gallery on Monday 6th 
December 2021 at 5pm  
 
Councillors:     
 
Present:  D Adelson, Lady C Blois, S Bale, P Gillard, C Page 
 
Apologies:  M Sylvester 
 
In Attendance: Locum Town Clerk, Councillor O’Nolan and no members of the public.  
 
553. Apologies for absence 

 
Apologies for absence had been received from Cllr. Sylvester.  
 

554. To receive declarations of interest 
 
No members made any declarations of Disclosable Pecuniary or Local Non-Pecuniary 
Interests in relation to items on the Agenda. 
 

555. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

556. Public Question Time 
 
There were no members of the public present.  

 

557. To receive and approve the minutes of the meeting held 14th September 2021 
 
The Committee agreed and approved the signing of the minutes of the Highways Committee 
meeting held on 14th September 2021 as a true record. 
 

558. To consider an email received from Suffolk Highways regarding a one-way system on the 

Market Square 

 

It was agreed not to proceed with investigating the potential for a one-way system on the 

Market Square due to the prohibitive costs.  
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            Councillor Gillard 
                           Chair   

559. To consider an email received by Cllr Page regarding Seckford Street 

 

Members agreed to add the issue of crossing Seckford Street to the Joint Highways agenda.  

 

560. To consider how to respond to the Lorry Route Plan review in Suffolk 

 
Members identified the following as roads/ areas in Woodbridge which could be submitted 

as part of the Lorry Route Plan review: 

 
- St John’s Street 

- Beaconsfield Road 

- New Street (Bell and Steelyard) 

- California/ Sandy Lane 

- Seckford Street 

- Church Street 

 
The Town Clerk was asked to prepare an item for Town Council so a decision can be made 

on which three roads to submit before the December 17th deadline.  

 

561. To consider how to respond to the Draft Cycling and Walking Strategy, and receive an 
invitation from the Planning Committee to attend a joint meeting on the subject.  
 
Members agreed that the Mayor be asked to communicate with the Chairs of the Planning, 

Amenities, Highways and CEEC Committees, and County Councillor Page, to form a working 

party to consider the Councils response to the Draft Cycling and Walking Strategy, with the 

final response to be agreed at the Planning Committee meeting on January 4th.  

 
562. To consider items to be included on the Joint Highways meeting agenda 

 
Members agreed to add the following items to the Joint Highways meeting agenda: 
 
- Seckford Street 
- Bridgewood Road (blocked drains) 

 
563. Closure 

 
The meeting was closed at 5.46pm. 
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Woodbridge Town Council 
 
Minutes of a meeting of the Climate and Ecological Emergency Committee held on Tuesday 7th   

December 2021 at 5pm, at the John Gibbons Gallery 
 
Councillors:    
 
Present:  D Adelson, S Bale, E O’Nolan, R Sanders and M Wilks 
 
Non-Council  
Members:  E Garayalde, J Healey, D Thomas and J Valentine 
 
Apologies   
for Absence:  Lady C Blois, Pam Watson.  
                
In Attendance: Town Clerk and one member of the public  
 
572. Apologies for absence 

 
Apologies for absence had been received from Councillor Blois and Pam Watson.  
 

573. To receive declarations of interest 

 

No Members had any Disclosable Pecuniary or Local Non-Pecuniary Interests in relation to 
items on the agenda. 
 

574. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this agenda 
for a dispensation. 
 

575. Public Question Time 
 
There were no members of public present.  
 

576. To agree and approve the minutes of the meeting held on 2nd November 2021 
 
The Committee agreed and approved the signing of the minutes of the meeting held 2nd 
November 2021 as a true record. 
 

577. To consider the draft CEEC ‘Statement of purpose’ 

 

Members approved the CEEC ‘Statement of Purpose’ for publication. 

 



 

  138  
 

Non-Council members Garayalde and Valentine, and a member of the public joined the 

meeting.  

578. To note the date and location for the 2022 WTC CEEC Climate Summit 
 
Members noted that the Woodbridge Community Hall had been booked for April 2nd and 3rd 
2021.  
 
The Climate Summit working party (Councillors O’Nolan and Wilks, Eva Garayalde and Jane 
Healey) was extended to included Mr Peter James and Mrs Christine Adelson.  
 
Members asked for a standing item to be added to future agenda to receive reports on the 
Working Party’s progress.  
 

579. To receive a report from the Climate Action Committees Working Party 
 
Members noted the written report and thanked Jonathan Valentine for his diligence.  
 

580. To receive a report from the Tree warden Working Party 
 
Members noted the written report and asked the Town Clerk to use the Committee’s social 
media to advertise for ‘Tree frienders’.  
 

581. To consider the co-option of non-Council members to the Committee 
 
This item was deferred as the member of public wished not to join the Committee.  
 

582. To agree any funding requests to be made to the Finance Committee 

 
Members noted the current balance of the CEEC 2020/21 budget.  
 
All members were appointed to the ‘Modal Shift Working Party’ to prepare costings to present 
to the Finance Committee for a potential vehicle hire scheme/ community service in 
Woodbridge.  
 

583. To receive reports from Working Parties of the Committee 

 

No further reports were presented to Members.  

 

584. Closure 
 
The meeting was closed at 6.31pm. 

              
Councillor Wilks 

Chair 
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Woodbridge Town Council 
 
Minutes of the meeting of the Amenities Committee held at the John Gibbons Gallery on Tuesday 7th 
December 2021 at 7pm  
 
Councillors:    
 
Present:  D Adelson, S Bale, S Miller, E O’Nolan, S Rawlings, R Sanders, C Walsh and M Wilks 
 
Apologies:  Lady C Blois and J Jewers  
                    
In Attendance: Town Clerk and one member of the public.  
 
585. 

 

Apologies for absence 

 
Apologies for absence had been received from Councillors Blois and Jewers.  
 

586. To receive declarations of interest 

 
Councillor Adelson declared a non-pecuniary interest in item 594 as his wife is an allotment 

holder, and as a member of the Woodbridge Growers Society.  

 

587. To consider requests for dispensations 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
 

588. Public Question Time 

 
The member of the public did not wish to speak.  
 

589. To receive and approve the Minutes of the meeting held 9th November 2021 
 

The Committee received and approved the signing of the minutes of the meeting held on 9th 
November 2021 as a true record. 
 

590. To respond to the request from the Finance Committee regarding the requests for project 
funding in 2022/23. 
 
Members discussed their list of projects for potential funding in the 2022/23 budget and 
agreed to prioritise and request the following funding:  
 
1 – Melon Pit - £10,000 
2 – Disabled play equipment - £30,000 (see item 593) 
3 – Community Garden - £10,000 (see item 594) 
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4 – Plastic bag recycling point (x4) - £2,000 
5 – Deckchairs on Kingston Field - £2,000 
 
The Town Clerk was asked to prepare a submission to the Finance Committee further to these 
requests.  
  

591. To receive a verbal update on the Melon Pit project. 

 

Members received a verbal update on the Melton Pit project.  

 

592. To consider the Committees interest in the ‘Treebilee’ project. 
 
It was agreed that Councillors Blois and Wilks, the Council’s Tree Officers, select a location for 
the donated tree to be planted. 
 

593. To agree the funding requirements for the update of the Elmhurst Park play area. 

 

It was recommended to the Finance Committee that an additional £30,000 be allocated to the 
‘Elmhurst Park Play Equipment’ line in the 2022/23 budget, to enable the installation of 
accessible play equipment in Elmhurst Park.  
 

594. To receive a report from the allotments working party. 
 
Members received a verbal report from the allotment working party further to their visit to 
the Woodbridge Growers area in Elmhurst Park, and Kingston Field the previous weekend. 
 
It was agreed that space be allocated on Kingston Field to provide a community gardening area 
for growing food. It was recognised that there will be costs involved in such a project, and 
members asked that £10,000 be requested as part of the 2022/23 budget.  
 
The Town Clerk was asked: 
 
- To seek quotations for the relocation of the petanque piste 
- To see quotations for the provision of water to the community garden 
- To open dialogue with the Kingston-Smith family about the recreational use of Kingston 

Field 
- To open dialogue with the Grove Court nursing home about the possibility of community 

gardens or allotments on their open space.  
 

595. To receive an update from the Chair on the acquisition of ESC assets. 
 
The Chair spoke to his report which detailed the latest discussions with East Suffolk Council.  
 
It was agreed that the Chair and Town Clerk explore further with East Suffolk Council the 
potential acquisition of Chapel Street and Castle Street.  

karenh
Text Box
Deferred
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596. To discuss the use and management of volunteers on Town Council land. 
 
The Town Clerk was asked to speak with the Councils insurers about the management of 
volunteers by (potential) Town Council gardening staff.  
 

597. To consider replacing our grounds maintenance contractor with an in-house managed service.   
 
The Town Clerk was asked to investigate the costs of replacing the grounds maintenance 
contractor with an in-house managed service. 
 

598. To consider funding a water testing scheme. 
 
It was agreed to purchase a water testing kit for £1050, funded from the Amenities Committee 
budget.  
 

599. To receive reports from Working Parties of the Committee. 
 
No further reports were presented to Members.  

 
600. Closure 

 
The meeting was closed at 9.43pm 
 

  
 
 

          Councillor O’Nolan 
         Chair 



Item 11 
To appoint a member to the Planning Committee. 
 
Cllr. Jewers has provided in writing to the Town Clerk his resignation from the Planning 
Committee.  
 
The Council has a policy that the pro-rata distribution of Committee places between 
political parties be based on the membership of Committees being 9 (or for smaller 
Committees 5), the ex-officio Mayor not being counted for these purposes.  
 
Members are asked to appoint a member to the Planning Committee.  
 
Item 12 
To agree to adopt the following policies as recommended by the Standing Orders Working 
Party. 
 
The Standing Orders Working Party has considered the following policies at its recent 
meeting, and members are recommended to adopt the following policies: 

 
a) Annual Leave 
b) Anti-Harassment and Bullying Policy 
c) Disciplinary Policy 
d) Emergency Dependants Leave 
e) Equal Opportunities Policy 
f) Expenses Policy 
g) Flexible Working Policy 
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Purpose of this policy and procedure  

This policy sets out our arrangements for staff wishing to take holidays (also known as 

annual leave). 

The scope of this policy 

It applies to all staff, whether full time, part time or temporary workers.  

This is a non-contractual policy which will be reviewed from time to time.  

Annual leave entitlement 

Your paid annual leave entitlement is set out in your contract of employment. Unless 

otherwise set out in your employment contract, the basic leave entitlement for a full-time 

member of staff is 20 days per annum in addition to 8 public holidays. Part time employees 

receive a pro-rata entitlement according to their hours of work. 

Working part-time 

If your entitlement to Bank Holidays exceeds the number days that fall on your normal 

working days (typically because you don’t work on Mondays) you will be able to take the 

excess as leave. If your entitlement to Bank Holidays is less than the number of Bank 

Holidays that fall on your normal working days, (typically because your normal working days 

include Mondays) then you can make up the difference by using your leave entitlement.  

With agreement from the Clerk (or the Council in the case of the Clerk), you may be able to 

work additional hours to make up the deficit or take unpaid leave. 

Leave year 

The Council’s leave year runs from 1st April to 31st March. It is your responsibility to 

manage your leave in such a way that you are able to take it all (subject to carrying over 

leave) during the leave year. If your employment starts or finishes part way through the leave 

year, your annual leave entitlement will be calculated on a pro-rata basis. 

Carrying over leave 

In normal circumstances, the maximum leave which can be carried over to the following 

holiday year is 3 days and leave exceeding this amount will be lost. However, the Council 

can make exceptions at your request. If you have an exceptional reason to request more 

than 3 days of annual leave, you should seek the Council’s approval as early as possible 

within the holiday year. 

You will be able to carry over unused leave (subject to the “Sickness during periods of leave” 

and “Family leave” heading below) if you are prevented from taking leave for one of the 

following reasons:  

• In cases involving sickness absence;  

• In cases of maternity, paternity, adoption, parental or shared parental leave; and 

• If otherwise required by law.  

Requesting leave 
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You should request leave from the Clerk (or the Chair of Staffing Committee in the case of 

the Clerk), with as much notice as possible. This will allow the Council to plan workloads. 

Before granting leave, the Council will consider: 

• The team’s workload, 

• The need for office or team cover, and, 

• Whether other staff have or are likely to ask for the same time off (e.g. a popular 

holiday time). 

The Council will balance your needs against the needs of other staff before agreeing to 

leave. You must not make travel bookings until approval has been given. If you take leave 

without such permission, it will be treated as unauthorised absence and dealt with under the 

Disciplinary Policy. 

Sickness during periods of leave 

If you become sick or injured during a period of paid annual leave and would have been 

incapable of work, you may choose to treat the period of sickness as sick leave and reclaim 

the affected days of holiday, You must comply with the requirements of the sickness 

reporting and certification procedure if you wish to have this sickness period discounted from 

the period of paid leave taken. It is important that you contact the Clerk (or the Chair of the 

Council in the case of the Clerk) on the first day of sickness and keep the Council up to date 

during the period of sickness. 

If you are already on sick leave before a pre-arranged period of leave, you may choose to 

cancel any days of holiday that coincide with the period of sickness and treat them as sick 

leave. 

Dishonest claims or other abuse of this policy will be treated as misconduct under our 

Disciplinary Policy. 

Long-term sickness absence  

Annual leave continues to accrue during periods of sick leave. 

If you are on a period of sick leave which spans two holiday years, or if you return to work 

after sick leave so close to the end of the holiday year that you cannot reasonably take your 

remaining holiday, you may carry over unused leave to the following leave year. 

Any holiday that is carried over under this rule but is not taken within 18 months of the end of 

the holiday year in which it accrued will be lost. 

Alternatively you can choose to take your paid holiday during your sick leave, in which case 

you will be paid at your normal rate. 

Family leave 

Leave continues to accrue during periods of maternity, paternity, adoption, parental or 

shared parental leave (referred to collectively in this policy as family leave). 

If you are planning a period of family leave that is likely to last beyond the end of the leave 

year, you should discuss your annual leave plans with the Clerk (or the Chair of the Council 

in the case of the Clerk) in good time before starting your family leave. Any annual leave 
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entitlement for the year that cannot reasonably be taken before starting your family leave 

can be carried over to the next leave year. 

For the avoidance of doubt this covers your full annual leave entitlement. 

Any annual leave carried over should be taken immediately before returning to work or within 

three months of returning to work after the family leave. 

Payment of annual leave 

The Council does not offer payment in lieu of leave entitlement unless you are leaving the 

Council and have not taken the leave entitlement that you have accrued at the time of 

leaving.   

Payment in lieu 

On termination of your employment, you may be required to use any remaining holiday 

entitlement during your notice period.  

Alternatively, if you leave during the course of a leave year, and cannot take any outstanding 

accrued leave before your last day, you will receive a payment in lieu of any outstanding 

accrued leave. In such a case, a calculation will be made of the amount of paid leave due to 

you, on a pro rata basis, for that part of the leave year up to the date of termination of the 

contract. The payment for any owed annual leave will be based on your current rate of pay 

including any regular overtime. 

If, however, you have taken more paid leave than is due by this calculation, then a deduction 

will be made from your salary payments for an amount at your basic daily rate for the days in 

question.  

Date of policy: [DATE] 

 

Reviewed: Annually. 
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Notes 

These notes form no part of the policy but are to assist Council with its 

implementation 

1. Annual leave entitlement 

The statutory minimum leave entitlement for full time workers is 20 days in addition to 8 

Bank Holidays.  This should be pro-rated for part time workers. If your Clerk works three full 

days a week, their entitlement will be 3/5ths of the full-time entitlement (i.e. 12 days leave in 

addition to 4.8 days Bank Holidays). 

2. Green Book terms 

The council has adopted Green Book terms and conditions of employment, and staff receive 

an additional 5 days entitlement after 5 years of continuous service. Furthermore, employees 

have an entitlement to two extra statutory days leave which may be taken on specific days, 

or added to the annual entitlement. 

Public and Extra Statutory Holidays 

Employees required to work on a public or extra statutory holiday shall, in addition to the 

normal pay for that day, be paid at plain time rate for all hours worked within their normal 

working hours for that day. In addition, at a later date, time off with pay shall be allowed as 

follows: 

• Time worked less than half the normal working hours on that day — half day 

• Time worked more than half the normal Working hours on that day — full day 

 

3. Carrying over leave 

It is important that staff take their statutory annual leave in order to ensure the council 

complies with working time legislation. The council has a responsibility to support staff to 

take their annual leave. If the council offers leave entitlement in excess of the statutory 

minimum, you may wish to allow staff to carry over unused entitlement from one year to the 

next. The following text can therefore replace the relevant section above.  

Where it has not been possible to take all your leave in the current leave year, and only with 

prior consent from the Clerk (or the Council in the case of the Clerk), you will be permitted to 

carry forward up to 3 days leave. This must be taken within the first two months of the new 

leave year. 

 

 

4. Rolled-up holiday pay 

It is not permissible to "roll-up" holiday pay into basic pay, i.e. pay an employee a higher 

hourly, daily or weekly wage, part of which is designated as holiday pay, with the result that, 

when the employee goes on leave, they receive no pay. 

5. No normal working hours 
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If an employee does not have normal working hours, for example if the amount of work 

fluctuates from week to week, then the amount payable during statutory annual leave must 

be calculated as an average of the employee's actual pay during the 12 weeks that 

preceded the start of the leave period. If, during the preceding 12 weeks, there was one or 

more weeks during which the employee did no work (and hence received no pay), that week 

must be discounted and an earlier week counted instead. 

6. Religious festivals 

Refusal of annual leave on a day that has religious significance for a particular employee 

may amount to indirect discrimination under legislation.   
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Purpose of this policy and procedure 

The Council is committed to ensuring that all staff and Members work in an environment free 

from harassment and bullying and be treated with dignity and respect regardless of sex, gender 

reassignment, sexual orientation, marital or civil partnership status, pregnancy or maternity, 

race,  religion or belief, age, or disability (the Protected Characteristics). 

This policy and procedure  provides guidance on what to do if you are concerned about bullying 

or harassment. 

The Council does not tolerate bullying or harassment : 

• which occurs at work and out of the workplace.  (such as work-related events or social 

functions that take place within or outside of normal working hours, or work-related 

criticism on social media); 

• on Council property or elsewhere; 

• whether the conduct is a one-off act or repeated course of conduct, and whether done 

purposefully or not. 

The Council does not tolerate retaliation against, or victimisation of, any person involved in 

bringing a complaint of harassment or bullying. Retaliation or victimisation will also constitute a 

disciplinary offence under the Council’s Disciplinary Policy, which may , in appropriate 

circumstances , lead to dismissal. You should also be aware that if a court or tribunal finds that 

you have bullied or harassed someone, in some circumstances the treatment may amount to a 

crime punishable by a fine or imprisonment.  

The Council will take appropriate action if any of its staff are bullied or harassed by staff, 

councillors, members of the public or suppliers. 

Scope of this policy 

It covers bullying and harassment by all staff (whether permanent, fixed term, or casual), 

Members, contractors and agency staff, and also by third parties such as customers, suppliers 

or visitors to the Council’s premises. 

This is a non-contractual procedure which will be reviewed from time to time. 

 

What type of treatment amounts to bullying or harassment? 

Bullying is offensive, intimidating, threatening, malicious or insulting behaviour, and/or an abuse 

or misuse of power that undermines, humiliates, denigrates or injures the person on the 

receiving end. Power does not always mean being in a position of authority, but can include 

both personal strength and the power to coerce through fear or intimidation. 

Examples of bullying  include: 

• Physical or psychological threats; 

• Overbearing and intimidating levels of supervision; and/or 

• Inappropriate derogatory remarks about someone's performance. 



 

 

 

 

Bullying does not include appropriate criticism of an employee’s behaviour or proper 

performance management.  

Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or 

effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating or 

offensive environment for them. A single incident can amount to harassment.  

Where harassment relates to a Protected Characteristic, it will amount to unlawful 

discrimination. 

Examples of harassment include: 

• Verbal abuse or offensive comments, jokes or pranks related to Protected Characteristic; 

• Unwelcome sexual advances or lewd or suggestive comments (which the harasser may 

perceive as harmless); 

• Deliberate exclusion from conversations or work activities; 

• Withholding information,  a person needs in order to do their job; 

• Practical jokes, initiation ceremonies or inappropriate birthday rituals; 

• Unwanted physical conduct or "horseplay" includes touching, pinching, pushing, and 

grabbing; 

• Rifling through, hiding or damaging personal property; 

• Subjecting a person to humiliation or ridicule, belittling their efforts, often in front of 

others; and/or 

• Abusing a position of power. 

It is important to recognise that conduct which one person may find acceptable, another may 

find totally unacceptable. All employees must, therefore, treat their colleagues with respect and 

appropriate sensitivity. 

Reporting concerns 

What you should do if you witness an incident you believe to be harassment or bullying 

If you witness such behaviour you should report the incident in confidence to the Clerk or Chair 

of Staffing Committee. Such reports will be taken seriously and will be treated in strict 

confidence as far as it is possible to do so. 

What you should do if you feel you are being bullied or harassed by a member of the public or 

supplier (as opposed to a colleague) 

If you are being bullied or harassed by someone with whom you come into contact at work, 

please raise this with the Clerk or Chair of Staffing Committee in the first instance. They will 

then decide how best to deal with the situation, in consultation with you. 

What you should do if you feel you are being bullied or harassed by a councillor 

If you are being bullied or harassed by a councillor, consider whether you feel able to raise the 

problem informally with the person responsible. You should explain clearly to them that their 

behaviour is not welcome or makes you uncomfortable. If this is too difficult or embarrassing, 

please raise this with the Clerk or the Chair of the Council. They will then decide how best to 



 

 

 

 

deal with the situation, in consultation with you, and can provide confidential advice and 

assistance in resolving the issue. There are two possible avenues for you, informal or formal. 

The Informal Resolution is described below. Formal concerns regarding potential breaches of 

the Code of Conduct will be investigated by the Monitoring Officer. 

What you should do if you are being Bullied or Harassed by another member of staff 

If you are being bullied or harassed by a colleague or contractor, there are two possible 

avenues for you, informal or formal. These are described below.   

Informal resolution  

If you are being bullied or harassed you may be able to resolve the situation yourself by 

explaining clearly to the perpetrator(s) that their behaviour is unacceptable, contrary to the 

Council’s policy and must stop. Alternatively, you may wish to ask the Clerk, a colleague or the 

Chair of Staffing Committee to put this on your behalf or to be with you when confronting the 

perpetrator(s).  

If the above approach does not work or if you do not want to try to resolve the situation in this 

way, or if you are being bullied by your own manager, you should raise the issue with the Chair 

of the Council. The Chair (or another appropriate individual) will discuss with you the option of 

trying to resolve the situation informally by: 

• Telling the alleged perpetrator(s), without prejudicing the matter, that there has been a 

complaint that their behaviour is having an adverse effect on a member of staff; 

• That such behaviour is contrary to the Council’s policy; and 

• That for employees, the continuation of such behaviour could amount to a serious 

disciplinary offence.  

It may be possible to have the conversation with the alleged perpetrator without revealing your 

name, if this is what you want. They will also stress that the conversation is confidential. 

In certain circumstances the Council may be able to involve a neutral third party to facilitate a 

resolution of the problem. The Chair will discuss this with you if it is appropriate. 

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject to 

disciplinary sanctions. However, in exceptional circumstances (such as a serious allegation of 

harassment or in cases where a problem has happened before) the Council may decide to 

investigate further and take more formal action notwithstanding that you raised the matter 

informally. The Council will consult with you before taking this step. 

Raising a formal complaint 

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint about 

the harassment or bullying to the Clerk or the Chair of the Council under the Council’s 

Grievance Procedure.  A formal complaint may ultimately lead to disciplinary action against the 

perpetrator(s) where they are employed. 

The Clerk or the Chair of the Council will appoint someone with appropriate experience and no 

prior involvement to investigate your complaint.  You will need to co-operate with the 

investigation and provide the following details (if not already provided): 



 

 

 

 

• The name of the alleged perpetrator(s),; 

• The nature of the harassment or bullying,; 

• The dates and times the harassment or bullying occurred; 

• The names of any witnesses ; and 

• Any action taken by you to resolve the matter informally. 

Against a colleague or contractor  

The alleged perpetrator(s) would need to be told your name and the details of your complaint for 

the issue to be investigated properly. However, the Council will carry out the investigation as 

confidentially and sensitively as possible. Where you and the alleged perpetrator(s) work in 

proximity to each other, the Council will consider whether it is appropriate to separate you whilst 

the matter is being investigated.  

Against a member of the public or supplier  

The Council will investigate the complaint as far as possible by contacting the member of public 

or the supplier’s employer and asking for a response to the allegations. 

Against a councillor 

Formal concerns regarding potential breaches of the Code of Conduct will be investigated by 

the Monitoring Officer.   

 

During the investigation  

Investigations will be carried out promptly, sensitively and, as far as possible, confidentially. If, 

after an investigation, the Council decides that an employee has harassed or bullied another 

employee, then the employee may be subject to disciplinary action, up to and including 

dismissal. 

The Council will consider how to protect your health and wellbeing whilst the investigation is 

taking place and discuss this with you. Depending on the nature of the allegations, the 

Investigator may want to meet with you to better understand your complaint. Whilst there is no 

statutory right to be accompanied at investigation meetings, the Investigator will consider your 

request if you want to have a work colleague or union representative with you at that meeting.   

Hearing 

After the investigation, a panel will meet with you in a Grievance Hearing (following the 

Grievance Procedure) to consider the complaint and the findings of the investigation. At the 

meeting you may be accompanied by a fellow worker or a trade union official. 

After the meeting the panel will write to you to inform you of the decision and to notify you of 

your right to appeal if you are dissatisfied with the outcome. You should put your appeal in 

writing explaining the reasons why you are dissatisfied with the decision. Your appeal will be 

heard under the appeal process that is described in the Grievance Procedure.  



 

 

 

 

Whether or not your complaint is upheld, the Council will consider how best to manage any 

ongoing working relationship between you and the person concerned. 

Use of the Disciplinary Procedure 

Harassment and bullying constitute serious misconduct.  If, at any stage from the point at which 

a complaint is raised, the Council believes there is a case to answer and a disciplinary offence 

might have been committed, the Council will conduct an investigation in accordance with the 

Disciplinary Procedure. Any employee found to have harassed or bullied a colleague will be 

liable to disciplinary action up to and including summary dismissal.  

Victimisation 

Employees and others who make allegations of bullying or harassment in good faith will not be 

treated less favourably as a result. Anyone found to have retaliated against or victimised 

someone in this way will be subject to disciplinary action under the Council’s Disciplinary 

Procedure. 

False allegations 

False accusations of harassment or bullying can have a serious effect on innocent individuals. 

Staff and others have a responsibility not to make false allegations. False allegations made in 

bad faith will be dealt with under the Council’s Disciplinary Procedure.  
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Notes 

These notes are to aid the Council in its implementation of this policy 

1. Protected characteristics 

A ‘protected characteristic’ is defined in the Equality Act 2010 as age, disability, sex, gender 

reassignment, pregnancy and maternity, race, sexual orientation, religion or belief, and marriage 

and civil partnership. It is unlawful to discriminate against an individual because of any of the 

protected characteristics.   

Discrimination includes treating people differently because of a protected characteristic.  

Harassment is unwanted conduct related to a ‘protected characteristic’. Employees can 

complain of harassment even if the behaviour in question is not directed at them. This is 

because the complainant does not actually need to possess the relevant protected 

characteristic. An employee can complain of unlawful harassment if they are related someone 

with a protected characteristic, or because a colleague believes they have a protected 

characteristic. 

2. Legal risks 

An employee does not need to be employed to make a discrimination claim at a tribunal. 

• Job applicants who believe they have not been appointed because of a ‘protected 

characteristic’ can make a claim. 

• New or established employees who are dismissed because of a health condition can 

make a discrimination claim at a tribunal. 

• An employee in their probationary period may claim discrimination if their employment 

has been ended for no credible reason. 

• An employee subjected to harassment can make a discrimination claim at a tribunal.  

• An employee asked to retire can make a discrimination claim at a tribunal.   

Successful unfair dismissal claims are limited to a compensation cap, whereas those for 

unlawful discrimination have no cap. 

A positive employment culture, and swift action if conduct falls beneath acceptable standards 

will help mitigate the risks. An unhealthy culture will make it difficult to defend claims. 

The time to defend and the cost of defending tribunal claims can be significant, irrespective of 

the outcome. 

3. Culture and behaviour 

Modern day workforces are eclectic, and a positive culture throughout the council enables staff 

with different backgrounds and beliefs to share ideas and shape how the council achieves what 

councillors decide for the community. 

Different people find different things acceptable. It may not be obvious that some behaviour 

would be unwelcome or could offend a person. Those in positions of ‘power’ over an employee 

may not always understand how words or actions are received.  An employee may not always 

find it easy to communicate how they really feel. ‘Banter’ that on the face of it is reciprocated 



 

 

 

 

may nonetheless be unwelcomed and damaging. Others who overhear comments, or learn of 

them third hand, will form judgements about the culture. 

Whilst both staff and councillors jointly determine what the working culture is like, councillors are 

key in demonstrating what is and isn’t acceptable behaviour. This is apparent from how 

councillors behave with each other in council meetings and also in how standards of behaviour 

are applied through the use of informal discussion and formal policies. Examples of 

unacceptable behaviour at work include (but are not limited to): 

• physical conduct ranging from touching to sexual advances and serious assault; 

• the offer of rewards for going along with sexual advances, e.g. promotion, access to 

training; 

• suggestions that refusing sexual advances will adversely affect aspects relating to 

employment (such as pay, promotion, training, work opportunities, or any other condition 

of employment or development; 

• comments about a person's appearance; 

• jokes or comments of a sexual or racial nature or about an individual's age, disability, 

sexual orientation or religion; 

• questions about a person's sex life; 

• unwanted nicknames, especially related to a person's age, race or disability; 

• the use of obscene gestures; 

• excluding an individual for a non-work reason  

• treating an employee differently because they have, or are perceived to have, a 

‘protected characteristic’ or are associated with someone who does; 

• the open display of pictures or objects with sexual or racial overtones, even if not 

directed at any particular person; 

• spreading malicious rumours or insulting someone; 

• picking on someone or setting them up to fail; 

• making threats or comments about someone's job security without good reason; 

• ridiculing someone; 

• isolation or non-cooperation at work; and 

• excluding someone from social activities. 

 

4. During the investigation 

Employers have duty of care to provide a safe place of work. If a complaint is made, discuss 

how to manage working relationships whilst the allegation is being investigated and until the 

outcome is disclosed. This is as much for the protection of the alleged perpetrator as for the 

aggrieved. 

Consider whether a neutral person should be offered as a ‘listening ear’ for both parties in the 

investigation. Offer other support that may be appropriate to the situation such as signposting to 

support groups, time off for counselling etc. If you have suspended a staff member, your duty of 

care continues and it’s important to consider their wellbeing and mental health. 

Ensure that you regularly communicate with both parties. 



 

 

 

 

5. Victimisation 

All employees have the right to raise genuine concerns without the fear of reprisals. If the 

aggrieved (or a witness) is treated differently / less favourably because they have raised a 

complaint, then this is victimisation. This would include isolating someone because they have 

made a complaint, cancelled a planned training event, or giving them a heavier or more difficult 

workload.  Victimisation can lead to a claim to an employment tribunal. 

6. False allegations 

If an employee makes an allegation that they know to be untrue, or gives evidence that they 

know to be untrue, the council should consider the matter under the disciplinary procedure.  

Such an allegation would be potentially Gross Misconduct. 

7. Complaints against councillors 

Following the Ledbury case, the law is clear that any formal complaint regarding a beach of the 

Code of Conduct must be referred to the Monitoring Officer for investigation. During the 

investigation, it is critical to ensure that where an employee of the council has made the 

complaint, that the council agrees with the employee reasonable measures to protect their 

health and safety. Such measures may include a temporary change in duties, change of work 

location, not attending meetings with the person to whom the complaint has been made etc. 
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Purpose of this policy and procedure 

This procedure if intended to help maintain standards of conduct and performance and to 

ensure fairness and consistency when dealing with allegations of misconduct or poor 

performance. 

This policy is based on and complies with the 2015 ACAS Code of Practice 

(http://www.acas.org.uk/index.aspx?articleid=2174). It also takes account of the ACAS guide 

on discipline and grievances at work.https://www.acas.org.uk/media/1043/Discipline-and-

grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf  

The policy is designed to help Council employees improve unsatisfactory conduct and 

performance in their job. Wherever possible, the Council will try to resolve its concerns about 

employees’ behaviour informally, without starting the formal procedure set out below.  

The policy will be applied fairly, consistently and in accordance with the Equality Act 2010. 

The scope of this policy 

This policy applies to all employees regardless of length of service. It does not apply to 

agency workers of self-employed contractors. 

Minor conduct or performance issues can usually be resolved informally with the Clerk. This 

procedure sets out formal steps to be taken if the matter is more serious or cannot be 

resolved formally. 

This procedure does not form part of any employee’s contract of employment and the 

Council may amend it at any time. 

Examples of misconduct 

Misconduct is employee behaviour that can lead to the employer taking disciplinary action. 

The following list contains some examples of misconduct. The list is not exhaustive. 

• unauthorised absence 

• poor timekeeping 

• misuse of the Council’s resources and facilities including telephone, email and 

internet 

• inappropriate behaviour 

• refusal to follow reasonable instructions 

• breach of health and safety rules. 

Examples of gross misconduct 

Gross misconduct is misconduct that is so serious that it is likely to lead to dismissal without 

notice. The following list contains some examples of gross misconduct. The list is not 

exhaustive 

• bullying, discrimination and harassment 

• incapacity at work because of alcohol or drugs 

• violent behaviour  

http://www.acas.org.uk/index.aspx?articleid=2174
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
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• fraud or theft 

• gross negligence  

• gross insubordination 

• serious breaches of council policies and procedures e.g. the Health and Safety 

Policy, Equality and Diversity Policy, Data Protection Policy and any policies 

regarding the use of information technology 

• serious and deliberate damage to property 

• use of the internet or email to access pornographic, obscene or offensive 

material 

• disclosure of confidential information.  

Examples of unsatisfactory work performance 

The following list contains some examples of unsatisfactory work performance: The list is not 

exhaustive. 

• inadequate application of management instructions/office procedures 

• inadequate IT skills 

• unsatisfactory management of staff 

• unsatisfactory communication skills. 

Suspension 

If allegations of gross misconduct or serious misconduct are made, the Council may 

suspend you while further investigations are carried out. Suspension will be on full pay. 

Suspension does not imply any determination of guilt or innocence, as it is merely a 

measure to enable further investigation. The suspension will be for no longer than is 

necessary to investigate the allegations and the Council will confirm arrangements to you in 

writing. 

While on suspension, you are required to be available during normal hours of work in the 

event that the Council needs to make contact. You must not contact or attempt to contact or 

influence anyone connected with the investigation in any way or to discuss this matter with 

any other employee or councillor until the investigation is completed.  

You must not attend work. The Council will make arrangements for you to access any 

information or documents required to respond to any allegations. 

Initial procedure  

Preliminary enquiries 

The Council may make preliminary enquiries to establish a fair and balanced view of the 

facts relating to any disciplinary allegations against you in order to understand whether there 

may be a case to answer under the disciplinary procedure.  

If your manager believes there may be a disciplinary case to answer, the Council may initiate 

a more detailed investigation undertaken to establish the facts of a situation or to establish 

the perspective of others who may have witnessed misconduct.  

Informal Procedures. 
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Where minor concerns about conduct become apparent, it is the Clerk's responsibility to 

raise this with you and clarify the improvements required. A file note will be made and kept 

by the Clerk. The informal discussions are not part of the formal disciplinary procedure. If the 

conduct fails to improve, or if further matters of conduct become apparent, the Clerk may 

decide to formalise the discussions and invite you to a first stage disciplinary hearing. 

Disciplinary investigation 

A formal disciplinary investigation may sometimes be required to establish the facts and 

whether a disciplinary hearing is required. 

If a formal disciplinary investigation is required, the Council’s staffing committee will appoint 

an Investigator who will be responsible for undertaking a fact-finding exercise to collect all 

relevant information. The Investigator will be independent of the matter and will normally be 

a councillor. If the staffing committee considers that there are no councillors who are 

independent (for example, because they all have direct involvement in the allegations about 

you), it will appoint someone from outside the Council. The Investigator will be appointed as 

soon as possible after the allegations have been made. The staffing committee will inform 

the Investigator of the terms of reference of the investigation. The terms of reference should 

specify: 

• the allegations or events that the investigation is required to examine, including 

any potential witnesses; 

• how the findings should be presented, for example, an investigator will often be 

required to present the findings in the form of a written report; and  

• who the findings should be reported to and who to contact for further direction if 

unexpected issues arise or advice is needed.  

The Investigator will be asked to submit their findings within 20 working days of appointment 

where possible. In cases of alleged unsatisfactory performance or of allegations of minor 

misconduct, the appointment of an investigator may not be necessary and the Council may 

decide to commence disciplinary proceedings at the next stage - the disciplinary meeting 

(see paragraph 0). 

The staffing committee will notify you in writing of the alleged misconduct and details of the 

person undertaking the investigation. You may be asked to meet an investigator as part of 

the disciplinary investigation. You will be given sufficient notice of the meeting with the 

Investigator so that you have reasonable time to prepare for it. The letter will explain the 

investigatory process and that the meeting is part of that process. You will be provided with a 

copy of this disciplinary procedure. The Council will also inform you that when you meet with 

the Investigator, you will have the opportunity to comment on the allegations of misconduct. 

You may be accompanied or represented by a workplace colleague, a trade union 

representative or a trade union official at any investigatory meeting. 

You must co-operate fully and promptly in any investigation. This will include informing the 

Council of any relevant witnesses, disclosing any relevant documents to the Council and 

attending investigative interviews if required.  



5 
 

If there are other persons (e.g. employees, councillors, members of the public or the 

Council’s contractors) who can provide relevant information, the Investigator should try to 

obtain it from them in advance of the meeting with you.  

The Investigator has no authority to take disciplinary action. His/her role is to establish the 

facts of the case as quickly as possible and prepare a report that recommends to the staffing 

committee whether or not disciplinary action should be considered under the policy.  

The Investigator’s report will contain his/her recommendations and the findings on which 

they were based. He/she will recommend either: 

• you have no case to answer and there should no further action under the 

Council’s disciplinary procedure; 

• the matter is not serious enough to justify further use of the disciplinary 

procedure and can be dealt with informally; or  

• the you have a case to answer and a formal hearing should be convened under 

the Council’s disciplinary procedure. 

The Investigator will submit the report to the staffing committee which will decide whether 

further action will be taken.  

If the Council decides that it will not take disciplinary action, it may consider whether 

mediation would be appropriate in the circumstances. 

The disciplinary meeting 

If the staffing committee decides that there is a case to answer, it will ask the 

Disciplinary/Grievance sub-committee to formally hear the allegations. The 

Disciplinary/Grievance sub-committee will appoint a Chairman from one of its members. The 

Investigator shall not sit on the sub-committee.  

No councillor with direct involvement in the matter shall attend the Disciplinary/Grievance 

sub-committee. You will be invited, in writing, to attend a disciplinary meeting. The sub–

committee’s letter will confirm the following: 

• the names of its Chairman and other members; 

• details of the alleged misconduct, its possible consequences and your statutory 

right to be accompanied at the meeting;  

• a copy of the information provided to the sub-committee which may include the 

investigation report, supporting evidence and a copy of the Council’s disciplinary 

procedure; 

• the time and place for the meeting. You will be given reasonable notice of the 

hearing so that he /she has sufficient time to prepare for it; 

• that witnesses may attend on your and the Council’s behalf and that both parties 

should inform each other of their witnesses’ names at least two working days 

before the meeting; and 

• that you may be accompanied by a companion - a workplace colleague, a trade 

union representative or a trade union official. 
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If you or your companion cannot attend the hearing you should inform the Council 

immediately and an alternative time will usually be arranged. You must make every effort to 

attend the hearing, and failure to attend without good reason may be treated as misconduct 

in itself. If you fail to attend without good reason, or are persistently unable to do so (for 

example, for health reasons), the Council may have to take a decision based on the 

available evidence. 

The purpose of the disciplinary meeting hearing is for the allegations to be put to you and 

then for you to give your perspective. It will normally be conducted as follows: 

• the Chairman will introduce the members of the sub-committee to you and 

explain the arrangements for the hearing  

• the Chairman will set out the allegations and invite the Investigator to present the 

findings of the investigation report (if there has been a previous investigation) 

• the Chairman will invite you to present your account 

• you (or the companion) will set out your case and present evidence (including 

any witnesses provided the Council has been given sufficient notice to arrange 

their attendance and/or witness statements) 

• any member of the sub-committee and you (or your companion) may question 

the Investigator and any witness 

• you (or companion) will have the opportunity to sum up  

 

The Chairman will provide you with the sub-committee’s decision with reasons, in writing, 

within five working days of the meeting. The Chairman will also notify you of the right to 

appeal the decision. 

 

The disciplinary meeting may be adjourned to allow matters that were raised during the 

meeting to be further investigated by the sub-committee. You will be given a reasonable 

opportunity to consider any new information before the hearing is reconvened.  

Disciplinary action 

If the sub-committee decides that there should be disciplinary action, it may be any of the 

following:  

First written warning 

If your conduct has fallen beneath acceptable standards, a first written warning will be 

issued. A first written warning will set out: 

• the reason for the written warning, the improvement required (if appropriate) and 

the time period for improvement; 

• that further misconduct/failure to improve will result in more serious disciplinary 

action; 

• your right of appeal; and 

• that a note confirming the written warning will be placed on your personnel file, 

that a copy will be provided to you and that the warning will remain in force for a 

specified period of time (e.g. 12 months). 

Final written warning 
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If the offence is sufficiently serious, or if there is further misconduct or a failure to improve 

sufficiently during the currency of a prior warning, you will be given a final written warning. A 

final written warning will set out: 

• the reason for the final written warning, the improvement required (if appropriate) 

and the time period for improvement; 

• that further misconduct/failure to improve will result in more serious disciplinary 

action up to and including dismissal; 

• your right of appeal; and 

• that a note confirming the final written warning will be placed on your personnel 

file, that a copy will be provided to you and that the warning will remain in force 

for a specified period of time (e.g. 12 months). 

Dismissal  

The Council may dismiss: 

• for any misconduct during your probationary period; 

• for gross misconduct (examples of which are listed at paragraph 0); 

• if there is no improvement within the specified time period, in the conduct which 

has been the subject of a final written warning; or 

• if another instance of misconduct has occurred and a final written warning has 

already been issued and remains in force. 

Alternatives to dismissal 

The Council may at their discretion consider alternatives to dismissal. These may be 

authorised by the Council and will usually be accompanied by a final written warning. 

Examples include: 

• demotion 

• transfer to another department or role 

• period of unpaid suspension 

• loss of seniority 

• reduction in pay 

• loss of future pay increment or bonus 

• loss of overtime 
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The Council will consider very carefully a decision to dismiss. If you are dismissed, you will 

receive a written statement of the reasons for your dismissal, the date on which the 

employment will end and details of your right of appeal.  

If the sub-committee decides to take no disciplinary action, no record of the matter will be 

retained on your personnel file. Action taken as a result of the disciplinary meeting will 

remain in force unless it is modified as a result of an appeal. 

The appeal  

If you are the subject of disciplinary action you will be notified of the right of appeal. Your 

written notice of appeal must be received by the Council within five working days of you 

receiving written notice of the disciplinary action and must specify the grounds for appeal.  

If you are appealing against dismissal, the date on which dismissal takes effect will not be 

delayed pending the outcome of the appeal. However, if the appeal is successful you will be 

reinstated with no loss of continuity or pay. 

The grounds for appeal include: 

• a failure by the Council to follow its disciplinary policy; 

• the sub-committee’s disciplinary decision was not supported by the evidence; 

• the disciplinary action was too severe in the circumstances of the case; and 

• new evidence has come to light since the disciplinary meeting. 

Where possible, the appeal will be heard by members of the Appeals sub-committee who 

have not previously been involved in the case. There may be insufficient members of the 

Appeals sub-committee who have not previously been involved. If so, the Appeals sub-

committee will be a committee of three members of the Council, not connected with the 

case, who may include members of the Staffing committee. The Appeals sub-committee will 

appoint a Chairman from one of its members. 

If you raise any new matters in their appeal, the Council may need to carry out further 

investigation. If any new information comes to light the Council will provide you with a 

summary including, where appropriate, copies of additional relevant documents and witness 

statements. You will have a reasonable opportunity to consider this information before the 

hearing, and they or their companion may comment on any evidence arising during the 

appeal before any decision is taken. 

You will be notified, in writing, within 10 working days of receipt of the notice of appeal of the 

time, date and place of the appeal meeting. This will normally be seven days after you 

receive a written notice. The employee will be advised that you may be accompanied by a 

companion - a workplace colleague, a trade union representative or a trade union official. 

At the appeal meeting:  

• the Chairman will: 

i) introduce the sub-committee members to you  

ii) explain the purpose of the meeting, which is to hear your reasons for 

appealing against the disciplinary decision  

iii) explain the action that the Appeals sub-committee may take.  
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• You (or your companion) will be asked to explain the grounds for appeal.  

• The Chairman will inform you that you will receive the decision and the panel’s 

reasons, in writing, usually within five working days of the appeal hearing.  

 

The appeal hearing may be adjourned if the Council needs to carry out further investigations 

in light of any new points you raise at the hearing. You will be given a reasonable opportunity 

to consider any new information obtained before the hearing is reconvened. 

The Appeals sub-committee may decide to uphold the disciplinary decision of the 

Disciplinary/Grievance sub-committee, substitute a less serious sanction or decide that no 

disciplinary action is necessary. If it decides to take no disciplinary action, no record of the 

matter will be retained on your personnel file.  

The Council will inform you in writing of the Appeals sub-committee’s decision as soon as 

possible, usually within five working days of the appeal hearing. Where possible the Council 

will also explain this to you in person. 

The Appeals sub-committee’s decision is final; there will be no further right of appeal. 
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Purpose of this policy and procedure 

All employees can take reasonable unpaid time off to deal with unforeseen emergencies 

affecting their dependants. This is unlikely to amount to more than a day or two per year 

however, the Council will always consider each set of circumstances on their facts. 

This policy covers all instances where you may need to take unplanned absence to attend to 

urgent or serious situations affecting your dependents and where no alternative provision is 

available. The Council may not consider it necessary for you to take emergency dependants 

leave if you knew of a problem in advance but did not try to make alternative care 

arrangements. 

Emergency leave is designed to provide carers with the opportunity to make alternative 

arrangements for the care of dependents. The Emergency / Dependants Leave Policy is not 

intended to be used to allow carers to look after dependants on an ongoing basis (although 

time off may be available under other policies). 

No-one who takes time off in accordance with this policy will be subjected to any detriment. 

This is a non-contractual procedure which will be reviewed from time to time. 

Scope of this policy 

This policy does not apply where you need to take planned time off or provide longer-term 

care for a dependant. If this is the case, you should take advice from the Clerk (or the 

Council in the case of the Clerk).  

This policy applies to all employees. It does not apply to Councillors, agency workers, 

consultants or self-employed contractors. 

Taking emergency dependants leave  

Dependants, for the purpose of this policy, include: 

• your parent, husband, wife, partner, civil partner or child; or 

• an individual living in the same household as you but is not your tenant, lodger, 

boarder or employee; or 

• anyone else who reasonably relies on you to provide assistance, make arrangements 

or take action of the kind in the list below or for those whom you are the main carer. 

Emergency leave is only intended to cover unplanned absence to attend to urgent or serious 

situations affecting your dependants.  

It is impossible to provide a complete list of circumstances that are covered under the policy 

however, the most common circumstances are as follows: - 

• to provide assistance on an occasion when a dependent falls ill, gives birth or is 

injured or assaulted, 

• to make longer-term care arrangements for the provision of care for a dependent who 

is ill or injured, 

• take action required as a result of the death of a dependent, 
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• to deal with the unexpected disruption or termination or breakdown of arrangements 

for the care of a dependent (such as a child-minder falling ill), or 

• to deal with an incident which involves your child and which occurs unexpectedly 

when the child is at school or another educational establishment. 

Requesting emergency dependants leave 

You will only be entitled to take emergency dependants leave if you contact the Clerk (or 

Chair of the Council) by telephone to explain the circumstances as soon as is reasonably 

practicable in the circumstances  and, if possible, give an indication of the length of time you 

are likely to need to be away from work for you to make alternative arrangements.  

If the Clerk (or Chair of the Council) is unavailable, you must contact another Councillor 

instead.  

If you fail to notify us as set out above, you may be subject to disciplinary proceedings under 

our Disciplinary Policy for taking unauthorised time off. 

The Council may, in some cases, ask you to provide evidence for your reasons for taking the 

time off, either in advance or on your return to work. Suspected abuse of this policy will be 

dealt with as a disciplinary issue under the Council’s Disciplinary Policy. 

If you need to stay and care for a dependent on an ongoing basis, you can agree with the 

Clerk (or Chair of the Council) to take annual leave; or where you have insufficient annual 

leave to take a period of unpaid leave. Alternatively, you may be able to take parental leave 

where the care is for your child (see Maternity or Paternity Policy and/or Shared Parental 

Leave Policy). 

Date of policy: [DATE] 

Reviewed: Annually. 

 

 

 

 

 

 

 

 

 

 

 

— policy ends here — 
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Notes 

These notes are to help the Council with its implementation of this policy 

The wording of this policy is based on an employee’s statutory right to take unpaid time off to 

deal with emergency or dependents leave. Adopting and applying this policy as it stands will 

support the council to comply with this right.   

Pay 

Councils may decide to amend the policy to allow some or all emergency leave with pay. If 

the council decides to do so, we recommend the policy is clear about how much time will be 

with pay. 

If the council uses discretion and makes a decision on a case-by-case basis, such decisions 

may set a precedent. 

If the council regularly pays staff for emergency leave, it may then become a contractual 

right through ‘custom and practice’ even if the policy or written contract states time will not 

be paid. 
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Purpose of this policy 
 
The Council is committed to promoting equal opportunities in employment. The Council 
is committed to implementing equality of opportunity in carrying out all of its various 
functions. You and any job applicants will receive equal treatment regardless of age, 
disability, gender reassignment, marital or civil partner status, pregnancy or maternity, 
race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual 
orientation (Protected Characteristics). 
 
We are committed to the development of effective policy, strategy and standards, and 
to the introduction of monitoring and information systems to review and evaluate 
progress towards the achievement of the equality of opportunity. 
 
The scope of this policy 
 
This policy sets out our approach to equal opportunities and the avoidance of 
discrimination at work. It applies to all aspects of employment with us, including 
recruitment, pay and conditions, training, appraisals, promotion, conduct at work, 
disciplinary and grievance procedures, and termination of employment. 
 
The Chair of the Council is responsible for this policy and any necessary training on 
equal opportunities. 

This is a non-contractual procedure which will be reviewed from time to time. 
 
Discrimination 
 
You must not unlawfully discriminate against or harass other people including current 
and former employees, job applicants, clients, customers, suppliers and visitors. This 
applies in the workplace, outside the workplace (when dealing with customers, 
suppliers or other work-related contacts [or when wearing a work uniform]), on work-
related trips or events including social events or on social media. 
 
The following forms of discrimination are prohibited under this policy and are unlawful: 
 

a) Direct discrimination: treating someone less favourably because of a Protected 
Characteristic. For example, rejecting a job applicant because of their religious 
views or because they might be gay. 

 
b) Indirect discrimination: a provision, criterion or practice that applies to everyone 

but adversely affects people with a particular Protected Characteristic more than 
others, and is not justified. For example, requiring a job to be done full-time 
rather than part-time would adversely affect women because they generally 
have greater childcare commitments than men. Such a requirement would be 
discriminatory unless it can be justified. 

 

c) Harassment: this includes sexual harassment and other unwanted conduct 
related to a Protected Characteristic, which has the purpose or effect of violating 
someone's dignity or creating an intimidating, hostile, degrading, humiliating or 
offensive environment for them. Harassment is dealt with further in our Anti- 
bullying and Harassment Policy. 
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d) Victimisation: retaliation against someone who has complained or has supported 
someone else's complaint about discrimination or harassment. 

 

e) Disability discrimination: this includes direct and indirect discrimination, any 
unjustified less favourable treatment because of the effects of a disability, and 
failure to make reasonable adjustments to alleviate disadvantages caused by a 
disability. 

 

Recruitment and selection 
 
Recruitment, promotion and other selection exercises such as redundancy selection 
will be conducted on the basis of merit, against objective criteria that avoid 
discrimination. Shortlisting should be done by more than one person if possible. 
 
Vacancies should be advertised to attract interest from a diverse section of the labour 
market. Advertisements should avoid stereotyping or using wording that may 
discourage particular groups from applying.  
 
Job applicants should not be asked questions which might suggest an intention to 
discriminate on grounds of a Protected Characteristic. For example, applicants should 
not be asked whether they are pregnant or planning to have children. 
 
Job applicants should not be asked about health or disability before a job offer is made, 
except in the very limited circumstances allowed by law: for example, to check that the 
applicant could perform an intrinsic part of the job (taking account of any reasonable 
adjustments), or to see if any adjustments might be needed at interview because of a 
disability. Where necessary, job offers can be made conditional on a satisfactory 
medical check. Health or disability questions may be included in equal opportunities 
monitoring forms, which must not be used for selection or decision-making purposes. 
 
Disabilities 
 
If you are disabled or become disabled, the Council encourages you to tell us about 
your condition so that the Council can consider what reasonable adjustments or 
support may be appropriate. 
 
Part-time and fixed-term work 
 
Part-time and fixed-term employees should be treated the same as comparable full-
time or permanent employees and enjoy no less favourable terms and conditions (on a 
pro-rata basis where appropriate), unless different treatment is justified. 
 
Breaches of this policy 
 
The Council takes a strict approach to breaches of this policy, which will be dealt with in 
accordance with our Disciplinary Procedure. Serious cases of deliberate discrimination 
may amount to gross misconduct resulting in dismissal. 
 
If you believe that you have suffered discrimination you can raise the matter through 
our Grievance Policy or Anti-bullying and harassment policy. Complaints will be treated 
in confidence and investigated as appropriate. 



4 
 

 
You must not be victimised or retaliated against for complaining about discrimination. 
However, making a false allegation deliberately and in bad faith will be treated as 
misconduct and dealt with under the Council’s Disciplinary Policy. 
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Purpose of this policy and procedure 

 
This policy sets out the Council's rules on how employees can claim for expenses incurred in 

the performance of their duties for the Council. The purpose of this policy is to ensure that 

employees are properly reimbursed for legitimate business expenses and to ensure that these 

expenses are treated appropriately for tax purposes.  

 

The scope of this policy 

 

This policy and procedure applies to all current employees, whether full or part-time, 

temporary or fixed term. This is a non-contractual procedure which will be reviewed from 

time to time. It does not apply to councillors. 

General procedure 

 
The Council will reimburse you for actual expenditure that is incurred wholly, necessarily and 

exclusively in connection with authorised duties that you undertake in the course of your 

employment. To claim for expenses, you must use the Council's expenses claim forms and 

set out the reasons why the expense was incurred on the claim form. If you are unsure whether 

an expense can be claimed, you must seek prior written authorisation from the Clerk / the RFO 

/ the Chair of Staffing Committee. 
 
Expenses will not be paid unless supporting evidence is provided, together with a completed 

expense claim form. This should include original receipts or invoices with the date and time of 

the transaction (unless you are claiming for mileage). When claiming for travel expenses on 

public transport, you should enclose the tickets showing the departure point and destination 

of your journey, where possible. Credit and debit card statements will not be accepted. Where 

you are submitting a VAT receipt, you should set out: 

• the name and VAT registration number of the retailer or service provider; 

• the goods and services provided; and 

• the amount of VAT payable. 

 
Once completed and signed, you should submit your expense claim form to the Clerk / the 

Chair of Staffing Committee for approval. Final approval of all claims will be made by the Mayor 

and Deputy Mayor. Once approved the claim form should be sent to the RFO for payment. 

Expenses claims must be submitted within 30 days of the expense being incurred. If this is 

not practical, written approval for any extension will be required from the Clerk / the Chair of 

Staffing Committee. The Council reserves the right to withhold any payment where prior 

written approval has not been given. 

The Council may return an expense claim form to you without payment if it is completed 

incorrectly or lacks supporting evidence. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 

account into which your salary is paid. 
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In general, you should not incur expenses other than in the categories listed below. However, 

if you have claims for expenditure other than for those categories listed below, you should 

seek written approval from the Clerk / the Chair of Staffing Committee before incurring the 

expense. The Council will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair of Staffing Committee. 

Training 

 
When attending training courses all employees are be able to claim travel expenses for the 

difference in the usual home to work costs. Where the training takes place outside contracted 

daily hours, part-time employees should be paid on the basis that time spent on training is 

working time, unless a change of hours is practical. 

Some training can be very expensive and as a condition for funding training, the Council 

requires full repayment of all costs incurred for any training course in excess of £500 should 

an employee not complete the training or leave the Council within a year of completion. 

Repayment of costs reduces to 50% reimbursement in the second year. 

Travel 
 
Employees and managers should consider whether or not travel is necessary or if there are 

more appropriate means (for example tele-conferencing or video-conferencing). Wherever 

practical and efficient all staff are encouraged to use public transport.  The Council will 

reimburse the reasonable cost of necessary business travel. The most economic means of 

travel should be chosen if practicable. The following are not treated as business travel: 

 

• travel between your home and usual place of work; 

• travel which is mainly for your own purposes; and 

• travel which, while undertaken on the Council’s behalf, is similar or equivalent to travel 
between your home and your usual place of work. 

Rail 

 

You may claim for standard class rail fares only by submitting a receipt with an expenses 

claim form. Where possible, rail journeys should be booked well in advance to benefit from 

any discounts for early booking. 

Use of your own car 

 
It may be appropriate and cost-effective to use your own car when travelling on business, for 

example if you are travelling with other staff or councillors or, where there is limited public 

transport to your destination, or the journey time is significantly shorter than using public 

transport. Any use of your own car on business is subject to you: 

• holding a full UK driving licence; 

• ensuring that your car is roadworthy and fully registered; and 
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• holding comprehensive motor insurance that provides for business use. 

 
Prior authorisation should be sought from the Clerk (or the Chair of Staffing Committee in the 

case of the Clerk), before using your own car on business. The Council accepts no liability for 

any accident, loss, damage or claim arising out of any journey that you make on business. 

The Council will not pay for the cost of any insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken on 

your expenses claim form. The Council will pay you a mileage allowance of 45p per mile for 

mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such other 

rate as set out from time to time by HM Revenue and Customs. The Council will pay for tolls, 

congestion charges and parking costs incurred, where applicable. 

Use of bicycle or motorcycle 

 
If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p or 

24p per mile respectively. Any use of your own motorcycle on business is subject the same 

requirements as a car (see above). 

 

Air travel 

 

If you are required to travel by plane in the course of your duties you should discuss travel 

arrangements with the Clerk in advance. 

 

Taxis 

 
Any use of taxis will require prior Clerk approval and only in limited circumstances. These are: 

 

• where taking a taxi would result in a significantly shorter travel time than using public 

transport; 

• where there are several employees travelling together; or 

• where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 

journey. 

Overnight accommodation 

 
As a guideline for travel on Council business you should book accommodation equivalent to 

three-star standard or less. You may book hotel accommodation of up to £120 maximum in a 

major city and £100 elsewhere. It is your responsibility to ensure that any hotel reservations 

are cancelled within the required cancellation period if they are no longer required. 

Meals 

 
If you are required to be away from home on Council business, you may claim up to: 

 

• £10 for breakfast (if this is not included in the hotel room rate); 
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• £15 for lunch; 

• £20 for dinner; and 

• a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls. 

The maximum amounts above are inclusive of drinks. Alcohol cannot be reclaimed under any 

circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 

daily allowance, where no receipt is required. 

Entertainment/gifts 

 
The Council prohibits the receipt of entertainment or gifts which are judged to exceed £25 in 

value or are of a repetitive nature. Any gifts, rewards or entertainment offered to you should 

be reported immediately to the Clerk (or the Mayor in the case of the Clerk). As a general 

rule, small tokens of appreciation, for example flowers or a bottle of wine, may be retained by 

employees. 

Annual events 
 
The Council may decide to hold a staff event, such as a Christmas meal or other celebration. 

Except where agreed to the contrary, attendance is not compulsory, and you will remain 

responsible for any expenses you incur. 

 

Expenses that will not be reimbursed 

 
The Council will not reimburse you for: 

 

• the cost of any travel between your home and usual place of work (except in 

exceptional circumstances for early morning/late night transport or as set out 

previously - where personal security and safety of employees is an issue, for 

example taxis may be permitted after 9.30pm ; 

• the cost of any travel undertaken for personal reasons; 

• the cost of any travel for your partner or spouse; 

• any fines or penalties incurred while on Council business for whatever reason, including 

penalties for not paying for a rail ticket in advance of boarding the train and penalties 

or fines associated with motoring offences, including speeding or parking fines, 

clamping or vehicle recovery charges; 

• alcohol; and 

• cash advances or withdrawals from an ATM machine. 

 
You are required to pay for any travel costs incurred by your partner or spouse in the event 

that he or she accompanies you on business. Your spouse or partner must have adequate 

travel insurance for that journey. 

False claims 

 
If the Council considers that any expenditure claimed was not legitimately incurred on behalf 
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of the Council, it may request further details from you. The Council will thoroughly investigate 

and check any expenses claim as it sees fit. It may withhold payment where insufficient 

supporting documents have been provided. Where payment has been made to you prior to 

the discovery that the claim was not legitimate or correct, it may deduct the value of that claim 

from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 

limited to: 

• false expenses claims; 

• claims for expenses that were not legitimately incurred; 

• claims for personal gain; 

• claims for hospitality and/or gifts without them having been declared; and 

• receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, may 

treat a breach of this policy as gross misconduct, which may result in your summary dismissal. 

In addition, the Council may report the matter to the police for investigation and criminal 

prosecution. 
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What is flexible working? 
 

Your contract of employment sets out your normal working hours. A request to work flexibly 

is a request for you to change either the number of working hours, the days you work or to 

work in a different location (for example, home). Flexible working does not mean a member 

of staff can work the hours they wish from day-to-day, week-to-week. 

Flexible working arrangements take account of your preferences, interests and non-work 

responsibilities whilst also meeting the needs of the Council. Common examples of flexible 

working include part-time working; zero-hours / casual working; variable hours; flexitime; job-

sharing; term-time working; compressed hours; career breaks; and sabbaticals. 

This policy has been written to explain the process which the Council will use to respond to 

such requests by any member of staff to change their working pattern. 

Purpose of this policy and procedure 
 

The Council’s policy is to comply with both the spirit and the letter of the law on the right to 

request flexible working. To this end, the Council’s aim is to inform all staff of their right to 

request flexible working and to ensure those rights are understood and that staff feel confident 

any decisions regarding their requests will be handled objectively, fairly, free from 

discrimination, and that staff will not be treated detrimentally because they have asked for 

flexible working arrangements. 

 

The Council will deal with flexible working requests in a reasonable manner and within a 

reasonable time. 

This is a non-contractual procedure which will be reviewed annually. 

The scope of this policy 
 

You have a statutory right to request a change to your contractual terms and conditions of 

employment to work flexibly provided that: 

a) You are an employee, 

b) You have been continuously employed with the Council for at least 26 weeks at the date 

the application is made, regardless of whether you work full or part-time or have a 

temporary contract of employment, and, 

c) You have not made a flexible working request during the last 12 months (even if you 

withdrew that request).  

Making the request 
 

To apply for flexible working, please provide the following information in writing, and submit 

this to the Chair of Staffing Committee. For the Clerk, the request should be submitted to the 

Chair of the Council: 

• The date of the application, 

• A statement that this is a flexible working request, 

• Details of how you would like to work flexibly and your proposed start date, 
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• An explanation of how you think your flexible working request might affect the 

Council and how this could be dealt with, and, 

• State whether you have made a previous request for flexible working. 
 

You can only make one statutory flexible working request in any 12-month period. You 

should inform the Council if you are making the request because you consider the change 

could be a reasonable adjustment to support a disability. In such a case, some of the 

requirements of this policy would not apply (i.e. the minimum period of service; one request 

per annum). 

Responding to your request 
 

Meeting 

 

Once the Council receive your written request, the Council will arrange a meeting with you 

as soon as possible at a convenient time and place to discuss your request. The Council 

may decide to agree to your request immediately and the Council will confirm its decision in 

writing.  

 

The Council may ask you to supply further details before the meeting to further understand 

your request. You may be accompanied at the meeting by a work colleague of your choice. 

The work colleague will be entitled to speak and confer privately with you, but may not 

answer any questions on your behalf.  

 

If there is likely to be a delay in discussing your request, the Council will inform you.  

Having the right to request a change to your working arrangements does not necessarily mean 

that your request will be accepted. Your request will be fully discussed at the meeting. The 

Council will carefully consider your request looking at the benefits of the requested changes on 

working conditions for you as an employee and the Council and weighing these against any 

adverse impact of implementing the changes.  

 

Please note, if you are only looking for a short temporary change to  to your working pattern, 

(for instance to pursue a short course of study) the Council may consider allowing you to 

revert back to your previous conditions of employment after a specified period, e.g. three 

months, or after the occurrence of a specific event, such as the end of a course of study. 

Decision 

The Council will write to you with the decision as soon as possible after your meeting. The 

decision will be either: 

• To accept the request and establish a start date, with or without a trial period and 

review date. Where the request is granted, the Council will set out what permanent 

changes will be made to your terms and conditions of employment and ask that you 

sign a return a copy of the letter, or, 

• To propose an alternative, which may require further discussion, or, 

• To confirm a compromise agreed at the discussion, or, 
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• To reject the request, setting out the reasons (from the list below), how the reason(s) 

apply to your flexible working request and setting out the appeal procedure for you to 

consider. 

 

Potential reasons to reject a flexible working request: 

• The burden of additional costs is unacceptable to the council 

• Detrimental effect on the council’s ability to deliver for the community 

• Inability to re-organise work among existing staff 

• Inability to recruit additional staff 

• Detrimental impact on quality 

• Detrimental impact on performance 

• Insufficiency of work during the periods the employee proposes to work 

• Planned structural changes to the council 

Requests to work flexibly will be considered objectively, and will be subject to final approval 

at a meeting of the Full Council.  

Handling requests in a fair way 
 

The Council may receive more than one request to work flexibly closely together from 

different employees and it may or may not be possible to accept all requests. If the Council 

agree to a request for flexible working arrangements for one employee, this does not mean 

that the Council can agree to a similar change for another employee. Each flexible working 

request will be considered on its merits by looking at the business case in the order that the 

requests have been received. The Council may need to take other employees contractual 

terms into account and the Council may ask you if there is any room for adjustment or 

compromise before coming to a decision. 

Appealing the decision 
 

If the Council reject your request and you wish to appeal, you must do so in writing within 14 

days of receiving the letter informing you of the outcome. Your appeal must be dated and must 

set out the grounds on which you are appealing. 

 

The Council will then write to you to arrange a meeting to discuss your appeal. This meeting 

will be held as soon as reasonably possible and will normally be with by the Appeals sub-

committee. You may wish to be accompanied at that meeting by a work colleague. 

The Council will write to you with the decision as soon as possible after the appeal meeting 

with reasons. After this, there is no further right to appeal.  

 

The effect on your contract of employment 

Any change to your working pattern will normally be a permanent change to your contractual 
terms and conditions. This means that you will not automatically be able to revert back to the 
previous working pattern (unless otherwise agreed). So, for example, if your new flexible 
working pattern involves working reduced hours, you will not automatically be able to revert to 
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working full time hours. 

Changes to your working pattern may affect other terms and conditions of employment. For 

example, reducing your hours of work will mean that your pay and leave will be pro-rated 

accordingly. Your pension may also be affected. 

If you have questions about how a proposed change to your working pattern might affect your 

terms and conditions, please speak to the Clerk or Chair of the Staffing Committee in the first 

instance. 

 



 
Item 13 
To agree to use the Elections EMR to pay for the May 2021 elections.  
 
East Suffolk Council have invoiced WTC for the cost of the two elections held in May 2021, 
the cost us being £4,304.52.  
 
Members will have noted that this payment has been processed as part of the December 
supplier pay run, coded to cost centre 4632 – Election expenses. There is no budget on 
this cost code for the current financial year (as elections were not expected), therefore the 
Council has two options: 
 
1 – Overspend 4632 by £4,304.52, essentially paying for the elections from the General 
Reserve.  
 
2 – Agree to use the Elections Earmarked Reserve (335), current balance £10,000, to cover 
the cost of the elections. This would require transferring the balance (journal) from 4632 
to 355 on the Councils accounting software.  
 
Members are reminded that spending from an Earmarked Reserve must be accompanied 
by Town Council minute, hence this item is for your consideration.  
 
Members are asked to agree to using the Elections EMR to pay for the May 2021 elections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 











Item 14 
To receive an update from East Suffolk Council regarding the Town Wide Wi-Fi scheme.  
 
Cllr. Holdcroft has passed to Officers the following communication received from East 
Suffolk Council: 
 
Hi Geoff,  

  

I wanted to follow up with you and the Woodbridge Town Councillors in regard to the town Wi-

Fi Zones and digital footfall counters installation being planned for delivery by East Suffolk 

Council.  

Thank you so much for all your energy and support on this already – I know we are continuing 

to consult on exact locations, I am pleased that we are at a stage where we can start sharing 

information and give an indication of next steps.  

  

Attached is the  proposed installation map (overleaf) . The WiFi zone is indicated in yellow and 

the footfall capture points are indicated by the grey circles.  

We are confident the recommended installation will provide an excellent offer for Woodbridge, 

and we will get good insights about town centre usage using the combined technologies. The 

crucial element of Wi-Fi zone coverage is to focus on dwelling time areas where people are 

more likely to make use of the offer – hence our focus on the Thoroughfare and Market Hill, 

with footfall points at various entry points.  

  

Whilst we have had previous approval from WTC on these plans, it would be great if you could 

confirm in writing that you are happy with these proposed zones. We are wishing to raise orders 

next week, so it would be useful to get this feedback as soon as possible. 

  

In regard to project overview – we do have ESC funding available for 4 years, at which point the 

project will be reviewed. After this point, there may be an ask from towns to contribute to some 

of the costs going forward, however at this stage there will be no cost to the town council. The 

installation project lies alongside other town and business support work being offered by the 

ESC Economic Development Team, and I will also be in touch when relevant about these 

support programmes.  

  

I have copied in Kelly Wigley, who will still be the main lead on installation and will be the 

point of contact and liaison with our provider.  

  

Kind regards  

  

Morag  

  

 

 

Morag McInnes | Business and Enterprise Lead  

East Suffolk Council 

01394 444622|07794737851 

www.eastsuffolk.gov.uk  

  

East Suffolk Council is a new district authority which, from 

April 2019, delivers services for the residents, businesses and 

communities previously served by Suffolk Coastal and 

Waveney District Councils 

WOODBRIDGE 

https://emea01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.eastsuffolk.gov.uk%2F&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818455030291%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=qQ2Rsl2eNHybSQdUrVMUSoUTn%2BkoijrHesojSBB8rXo%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.eastsuffolk.gov.uk%2F&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818454990471%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=LWf9foZfik6QMOiUS%2BpkqcUnRJH1J4PYwt9PwFNUrsM%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftwitter.com%2FEastSuffolk%3Flang%3Den-gb&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818455000428%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=Rg8BH2KnIRcNSO4ODH4DlMNPnx1QgZb1xK%2Bp8p34YKU%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.linkedin.com%2Fcompany%2Feastsuffolkcouncil&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818455000428%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=txW4R2p%2BHl2m3Gkc18d8Ud1hK6Ts2wgVAVGas%2BqmjHQ%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.facebook.com%2Feastsuffolkcouncil&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818455010385%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=NoL2n%2FCgWE7yLEU6b2TsI2rcP7ikJnBNSpBD1i3Za5g%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.eastsuffolk.gov.uk%2FYouTube&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818455010385%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=vQHwHe2h%2B71wM1bnppAs5st8mDnqswLy2N3N3tuYXIE%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.instagram.com%2Feastsuffolkcouncils%2F&data=04%7C01%7C%7C3329a558a3a549a13c3808d9ba715636%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C637745818455020340%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=Xxvyc94qOVs5iHIuPZZbS0uhIjyLuzc0hUYVfc3wow8%3D&reserved=0


 

 
 
Members are asked to comment on the East Suffolk Council proposals for a Town Wide 
Wi-Fi scheme. 
 
 
 
 
 



Item 15 
To consider an offer from East Suffolk Council regarding their East Suffolk Town 
Celebrations update. 
 
Councillors received the following communication from East Suffolk Council: 
Subject: East Suffolk Town Celebrations update 

 Good afternoon,   
  
Further to the email dated 01/10/2021 regarding the Welcome Back Fund (WBF) and agreed 
packages of activity, we are now pleased to confirm the details regarding the East Suffolk Town 
Celebrations.  
  
First Light Festival CIC, who have a fantastic track record of organising and managing the First 
Light Festival in Lowestoft, is the winning bidder and will deliver the project in partnership with 
East Suffolk Council.   
  
The project will deliver a series of ‘celebration markets’, each one specific and original to the 
specific town, reflecting stand out businesses and key characteristics.  The aim for these events 
is for a family orientated, celebratory atmosphere with live music from local musicians/ DJs, 
street performances, workshops and children’s activities, creating a mini festival feel with 
enough content to keep visitors occupied and interested, for several hours. The celebration 
markets are aimed at attracting out of season visitors to our town centres and will be delivered 
by March 2022. Initially we will be delivering these events to four towns, however we have 
been successful in gaining additional funds for April 2022 onwards to extend this programme to 
a further two towns.   
  
In addition to the events, the programme will also include a consultancy package of support to 
advise town councils and local business groups on best practice for event development, 
feasibility work to assess the types of events that their town could support and what marketing 
could help to encourage greater footfall into their town centres to support recovery. The 
consultancy package will include a detailed analysis of the current markets and events in each 
town – evaluating what they are doing, as well as the quality of what they are doing.    
  
Following this analysis, the package would offer each town a face-to-face Masterclass with 
Wayne Hemingway from Hemingway Design including bespoke challenges and provocations 
relevant to each place.   This would be followed up by face to face and online mentoring 
including to help identify the best person or body in each town, to carry forward these new 
initiatives.  The final part of the package would be a ‘tool kit’ of bespoke actions for each town.  
    
In May 2021 the East Suffolk Economic Development Team consulted with all town councils, 
requesting that the town councils worked with their local business groups and associations to 
provide a consolidated response, to see what each would like to receive from the WBF. Based 
on these consultation responses and reflecting on the work being progressed with the towns 
through the People and Places project and Jo Chapman, we have allocated each town an event 
or consultancy package or in some cases both for phase-1 (November 21 – March 22) and for 
phase-2 (April 22 – March 23). The town allocations are noted below:  
  
Celebration market event delivery, phase-1:  

 Saxmundham  
 Halesworth  
 Leiston  
 Beccles  



  

Celebration market event delivery, phase-2:  
 Southwold  
 Aldeburgh  
  

Event consultancy package, spread across phase-1 and 2 (note, these towns are a priority and 
there may be opportunities to cover all towns with the consultancy package):  

 Lowestoft  
 Felixstowe  
 Woodbridge   
 Wickham Market   
 Framlingham  
 Bungay  
 Southwold  
  

We would also like to inform all towns that while there are a number of towns that 
are not initially receiving celebration market events in phases 1 and 2, East Suffolk Council will 
be measuring and monitoring the success of the events and we will consider a phase-3 that 
could cover all towns.  
  
We would also like to reassure all towns that will be receiving a celebration market that First 
Light Festival CIC will be covering all elements of the event management including: lighting, 
consumables, on site electrics, generator fuel, traveling artwork, cultural content, covered 
stage, sound, road closures and licenses required.  
  
In order to promote the activity within this project and to provide an East Suffolk legacy, a 
place-making web page will be delivered along with associated social media, paid advertising 
and leaflets.  
  
We would like to ask all towns to confirm that they are happy to progress with either the 
celebration market event or consultancy package offering. If any towns set out above wish not 
to receive a celebration market event or consultancy package then we will look to reallocate 
this accordingly. Please note that time is off the essence with this project and the first two 
celebration market events will be delivered before Christmas.  
  
We would like to thank you for your cooperation and for your ongoing support to the projects 
within the WBF. Next week we hope to also update our towns regarding the delivery of the 
East Suffolk Digital e-commerce and click-and-delivery platform and the East Suffolk Digital 
Trails.  
Best regards 

 

 

East Suffolk Economic Development Team 

East Suffolk Council  

economicdevelopment@eastsuffolk.gov.uk 

www.eastsuffolk.gov.uk| www.eastsuffolkmeansbusiness.co.uk 

  

East Suffolk Council will continue to review and prioritise the 

delivery of its services during this unprecedented time.  

The COVID-19 outbreak will severely impact what we are able to do, 

however we will continue to support and protect our communities, 

delivering the critical services you need. 

Members are asked to confirm if they wish to accept ‘Event consultancy package’ from 
East Suffolk Council. 

mailto:economicdevelopment@eastsuffolk.gov.uk
https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fwww.eastsuffolk.gov.uk&c=E,1,-xYCcnDTBAlQH79ArZ8ZryDKm9Mimw4kDbKN_QbN836ddZ7L1IorQTi44skDbAZWrTgqZYqwlp5fyb4ZUUnPJqlgEhfOyBJ-o2i4gz9CMt5sHrJw&typo=1
https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fwww.eastsuffolkmeansbusiness.co.uk%2f&c=E,1,ZmHNng65OMo5gM4tRATe4h2MOXP9z6ZsofB8baJrSX-mvwWBP0yF1YrANezaa-4oYSz327qs7dXXYApQpfDKcGB1Qw6RRUsP0q5mOConjD7x6L8laXZGMabrWEM,&typo=1
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https://twitter.com/EastSuffolk?lang=en-gb
https://www.linkedin.com/company/eastsuffolkcouncil
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https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fwww.eastsuffolk.gov.uk%2fYouTube&c=E,1,TWHrPTWQdhWLiHJDcAGmz-I-ESyiVpJq4wtLr2WJYUfUfgDmvRDvlaFKlbqegw8Iyfm4XNnLzbHqwSjb4-dv5sImGxjMHOXT_74q8qAChFJyN6wE1_dDpxD-EA,,&typo=1
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Item 16 
To consider a request from the Highways Committee to agree the Council’s response to 
the Lorry Route Plan review in Suffolk. 
 
Officers received the following communication from Suffolk County Council on October 
22nd: 
 

Dear Clerk, 

Suffolk County Council is undertaking a review of recommended lorry routes across the county. The review is formed 

of two parts: a technical review of routes and a community-led review of issues on lorry routes. It is the first 

meaningful review of the plan since 2011 and in the meantime various changes have been made to the local highway 

network.  

The technical review is nearing completion and has considered a range of factors affecting the suitability of lorry 

routes including road safety data, restrictions to HGV movements on certain routes and the overall resilience of the 

network. The review has drawn on customer reports received from members of the public and local stakeholders as 

well as findings from Lorry Watch schemes to provide some local context.  

The County Council is commencing a community-led review by inviting parish and town councils to use a survey 

link https://forms.office.com/r/EXa8fHbhAr to report the three most important issues associated with lorry movements 

in their community. Parish councils are then asked to liaise with their local County Councillor to endorse 

the issues for inclusion as part of the review.  

The County Council will collate responses and review the feedback to ensure changes to the Lorry Network map are 

appropriate and to collate information about local issues. The review will help to inform future plans and 

proposals associated with lorry movements as part of any future developments.  

The outcome of the technical and community review will be a newly published and more interactive Lorry 

Route Network map.  It should be noted that we anticipate a small number of minor changes to the map as there are 

limitations to our highway network.   

The community-led review will commence on 22nd October 2021 and responses are required by 17th December 

2021.  

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fsuffolk.us19.list-manage.com%2ftrack%2fclick%3fu%3d7e08469569c2cfa1901c585e2%26id%3d80f32eb15f%26e%3dfe405eb23a&c=E,1,IHBKNp_Irkspc7cZyeweQ1-jRoxVzZQViDVVDr6NUkCgkWxUoCSa-VfV_TxLvYNqxKOIpqRt9oK_3ltADZWDL-Uw5SXK2wUd1ZsanwNUEwe7AFUPzkmm&typo=1


  

 

 

The survey questions are as follows: 
 

1.Name of Suffolk County Councillor who has endorsed your parish/town's 

submission for review. 
Select your answer 

2.Which parish/town council are you responding on behalf of? 

 

3.Please report the location of the first (or subsequent) lorry-related issue you wish 

to report.  For example road number/ name, building or street address. 

 

4.In order for us to map the issues identified in your response, please provide the 

latitude and longitude (geographic co-ordinates) of where they occur.  These can 

be found by opening https://gridreferencefinder.com/ and right click for Latitude 

and Longitude.  A video showing you how to do this can be found here 

https://youtu.be/58-qrn9kcwo 
(Example  52.429641 , 1.1333084) 

 

5.Please tell us what type of problem you are reporting at this location 

Air Quality 

Damage to property 

Overhanging buildings 

Road safety for pedestrians/other road users 

Road surface damage 

Speeding 

Damage to verge or road width inadequate 

Weight 

 

 

6.Please describe the type of lorry  that is involved in the issue you are 

describing. (https://assets.publishing.service.gov.uk/government/uploads/system/

uploads/attachment_data/file/211948/simplified-guide-to-lorry-types-and-

weights.pdf) 

LGV (Light Goods Vehicles up to 3.5 tonnes) 

HGV (Heavy Goods Vehicles 3.5 to 7.5 tonnes) 

Larger HGV (7.5 tonnes plus) 

7.When did it first become a problem? 

Over 5 years ago 

Between 2 and 5 years ago 

Between 1 and 2 years ago 

https://gridreferencefinder.com/
https://youtu.be/58-qrn9kcwo
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/211948/simplified-guide-to-lorry-types-and-weights.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/211948/simplified-guide-to-lorry-types-and-weights.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/211948/simplified-guide-to-lorry-types-and-weights.pdf


  

 

 

In the last 12 months 

8.What time of the day does the problem occur (tick all that apply)? 

24 hours a day 

During working hours (9am to 5pm) 

During the am or pm peak (8 to 9am and 5 to 6pm) 

Weekdays 

Weekends 

9.How often does it occur? 

More than 10 times a day 

Between 2 and 9 times a day 

Around once a day 

Once or twice a week 

Once or twice a month 

10.Has your parish/town council already proactively worked with your 

neighbouring parishes to resolve or identify potential solutions to problems you 

may encounter with HGV traffic in your local area? Please let us know how you 

have done this below. 

 

11.Has the problem been reported to Suffolk County Council before? 

Yes 

No 

Don't know 

 
The Highways Committee consider this consultation at their meeting on December 6th, the 
minutes from which state: 
 

Members identified the following as roads/ areas in Woodbridge which could be 
submitted as part of the Lorry Route Plan review: 
 
- St John’s Street 
- Beaconsfield Road 
- New Street (Bell and Steelyard) 
- California/ Sandy Lane 
- Seckford Street 
- Church Street 
The Town Clerk was asked to prepare an item for Town Council so a decision can be 
made on which three roads to submit before the December 17th deadline.  
 

Members are asked to confirm the three roads/ routes which they would like to submit to 
the Suffolk County Council Lorry Route Plan review in Suffolk. 



  

 

 

Item 17 
To consider a request from the Woodbridge Riverside Trust to provide flood defence 
protection for the Longshed.  
 
Members will recall the recent discussion about the drainage of Whisstocks Place and the 
consequent flooding of the Longshed during heavy rainfall events.  
 
The Woodbridge Riverside Trust are currently using sandbags as a means of protection, 
however have sought quotations for the installation of removable flood barriers – these are 
shown overleaf with the email from Bryan Knibbs (WRT Chair), shown below: 
 
Good morning Greg. 

As discussed at the weekend please find attached the two quotations that I have been able to 

secure. These are both for supply only of the barriers. 

We have a price for the fitting of the barriers which is in my opinion rather high. Should WTC 

consider proceeding with either, I will obtain a figure for the installation. 

Please also note that the Aquastop includes for the access doors which would not form part of the 

supply. 

If you wish I can obtain a quotation excluding these. 

Regards 

Bryan 

 

Members are asked to consider if they wish to install flood defence protection for the 
Longshed.  



Account Name:  Flood Protection Solutions Ltd

Account No:  36093076

Sort Code:  60‐20‐15

Flood Protection Solutions Ltd

Suite 6, Ash House, Private Road No.8
Nottingham
Nottinghamshire
NG4 2JX
0115 9870358
accounts@floodprotectionsolutions.co.uk
www.floodprotectionsolutions.co.uk
VAT Registration No.: 150739022
Company Registration No. 8252543

Pro-forma Invoice
ADDRESS

Bryan Knibbs
The Longshed 
Tide Mill Way
Woodbridge
Suffolk
IP12 1F
07551726150

SHIP TO

Bryan Knibbs
The Longshed 
Tide Mill Way
Woodbridge
Suffolk
IP12 1F
07551726150

PRO-FORMA 
INVOICE NO.

2881

DATE 29/11/2021
EXPIRATION DATE 31/12/2021

  

ACTIVITY QTY RATE AMOUNT

Nautilus 400
Reveal Fix 5500mm x 600mm with 2 
demountable posts

1 2,761.15 2,761.15

Nautilus 400
Reveal Fix 3600mm x 600mm with 1 
demountable post

1 1,873.35 1,873.35

Shipping:Shipping
Shipping and Packaging

1 240.00 240.00

 

Disclaimer:   Flood Protection Solutions Ltd has taken great care to 

ensure that our customers receive the fullest satisfaction and 

protection from our unique products.  However, we our 

representatives, surveyors or agents cannot accept any liability 

whatsoever, for claims of damage, accidental or otherwise.  Flooding 

and its effects are always unpredictable and can vary from property to 

property.   No responsibility is accepted for flood claims.  PLEASE 

NOTE this disclaimer does not affect your statutory rights as a 

consumer.  Terms and conditions apply (available at 

www.floodprotectionsolutions.co.uk)

SUBTOTAL 4,874.50
VAT TOTAL 974.90
TOTAL £5,849.40

VAT SUMMARY



Account Name:  Flood Protection Solutions Ltd

Account No:  36093076

Sort Code:  60‐20‐15

RATE VAT NET

VAT @ 20% 974.90 4,874.50

Accepted By Accepted Date



 

 Fluvial Innovations Ltd 
Unit 68 Basepoint,  
Aviation Park West,  
Dorset, BH23 6NX 
 
Tel: 01202 031657  
Mob: 07909 576127 
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Quotation: DrainDoctor1(Aquastop)  
 
Date: 31.8.21 
Fluvial Contact: Simon Phelps (01202 031657) / info@fluvial-innovations.co.uk 
Customer Contact: Paul Simpson <paul.simpson@draindoctor.co.uk> 
 

Description 
Width of 
Opening 

Height of 
Barrier Thickness Cost Quantity Cost Ex Works, Ex VAT 

Roller Shutter 1* 5500mm 1000mm 40mm £3,295.00 1 £3,295.00 

Pedestrian Doors 1180mm 1000mm 40mm £850.00 2 £1,700.00 

Roller Shutter 2* 3600mm 1000mm 40mm £2,650.00 1 £2,650.00 

*2 x Aquastop Barriers, Central Stanchion & Brackets     

  Delivery, DAP    £350.00 

       

  Total Ex VAT    £7,995.00 
 

      
 

 Total Inc VAT    £9,594.00 

 
 
 
 
Lead-time & Order Placement:  Currently approx 5-6 weeks from order then shipment.   

 
Key Benefits of AquaStop Classic 

• Quick and easy to deploy – protect a doorway or garage opening with speed. 

• Custom made to fit your opening's dimensions, ensuring the very best fit and sealing. 

• 5 Year Warranty supplied on our AquaStop Classic range. 

• Pressure fit system. The snap fit applies pressure to the Aquastop barriers side and base gaskets - creating 
a seal. No modifications to your property are required. 

• Manufactured from aluminium with a great-looking silver finish. 

• Fully tested at ISTITUTO GIORDANO laboratories.  Proven system since 1992. 

• Units incorporates hard wearing gaskets for sealing. 
 
If you wish to place an order, we will send you measuring guidelines which are extremely quick, easy and 
foolproof to follow.  If you opening is out of square, we can manufacture to suit this. 
 
Please CLICK below link for full product details:   
https://www.fluvial-innovations.co.uk/aquastop-door-garage-flood-barrier/  
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Pressure Fit  Garage Protection 

  

Custom made with 5 year warranty Proven system since 1992. 

  

Simply ‘lever and click’ to fit Handle is removable once fitted. 
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Bracket Images – if required for doorguards: 

 
 

 
 
Bracket orientation is optional – sideways or back face fixing. 
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Stanchion.  Once fitted – its removable: 
 

 

Stanchion 
Removable 
when fitted. 




