
  

 

 

 
WOODBRIDGE TOWN COUNCIL 

Shire Hall   Market Hill   Woodbridge   Suffolk   IP12 4LP 
Locum 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 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 
WOODBRIDGE METHODIST CHURCH OCTAGON, ST  on: TUESDAY 20th JULY 2021 
at 7.00PM 

 
Greg Diaper 
Locum Town Clerk  
14th July 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 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 22nd June 2021 

 
9. To consider, question and agree the following Financial Reports; 
 
a. Income to 30th June 2021 
b. Expenditure to 30th June 2021 
c. Income and Expenditure against Budget to 30th June 2021 
d. Bank Reconciliation and Supporting Bank Statements to 30th June 2021 
e. The Accounts and Payments List for July 2021 
f. The HSBC Net report for July 2021 
g. The HSBC Corporate Card report for June 2021 
h. Summary of Direct Debit payments to 30th June 2021 
i. Expenditure over £500 Report from 1st April  30th June 2021  
j. Debtors Report to 30th June 2021 
 
 
10. To  

 
a. Staffing  29.06.21 
b. Planning  29.06.21 
c. Climate and Ecological Emergency  06.07.21 
d. Amenities  06.07.21 
e. Highways  13.07.21 
f.  Planning  13.07.21 

 
11. T further policies, procedures and practices in respect of its 

obligations under the Freedom of Information Act, General Data Protection Regulations 
and Data Protection legislation  Attached. 
 

12. T g with the press  Attached. 
 

13.  Attached. 
 

14. To agree the advertisement and person specification for the Town Clerk position  
Attached. 

 



To form a working party to make recommendations to Full Council on Foreshore matters
Attached.

To form a working party to review future administration accommodation requirements 
Attached.

To receive quotations for new play equipment at Kingston Field and appoint a contractor
Attached.

To receive quotations for the construction of a new footpath at Kingston Field and appoint a 
contractor  Attached.

To receive quotations for the construction of a culvert or bridge at Kingston Field and
appoint a contractor  Attached.

To agree to prepare a General License to plant  Attached.

To nominate members to a working party to review the options for the Theatre Street
toilets site  Attached.

To receive a verbal update on Coppers Yard.

To vary the Terms of Reference for the Climate and Ecological Emergency Committee and
Planning Committee so that comments on Tree Works and Tree Preservation Orders are
made by the former Committee  Attached.

To receive feedback from the meeting with the Community Hall trustees  Attached.

To vote on the Potter Cup nominations  Attached.

To agree how to proceed with the Tree for Peace ceremony  Attached.

 Attached.

To consider a request from the Climate and Ecological Emergency Committee to requests
that the East Suffolk Council Climate Emergency Committee become a direct consultee
for all tree works in East Suffolk

Closure
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WOODBRIDGE TOWN COUNCIL 

Minutes of a Meeting of the TOWN COUNCIL held at St Mary TUESDAY 
22nd JUNE 2021 at 7pm  

Councillors:    

Present: D Adelson, S Bale, Lady C Blois, P Gillard, G Holdcroft (except items 71-72),         
J Jewers, S Miller, S Rawlings, R Sanders, M Sutton,  
M Sylvester, C Walsh, and M Wilks 

   
In Attendance: Locum Town Clerk, Locum Deputy Town Clerk and five members of the public 

Apologies: C Mapey and District Councillor Yule 

44. APOLOGIES 

Apologies for absence had been received from Councillor Mapey and District Councillor Yule. 
 

45. TO RECEIVE DECLARATIONS OF INTEREST 
 
Councillor Holdcroft declared a pecuniary interest in item 71 and indicated he would leave 
the meeting before consideration of that item.   
 
Councillor Sanders declared a non-pecuniary interest in item 60 as a member of Woodbridge 
Rotary.  
 
Councillor Page declared a non-pecuniary interest item 67 as the County Councillor for 
Woodbridge.  
 
Councillors Blois, Rawlings and Sylvester declared non-pecuniary interests in item 63 as the 

 
 
No other Members had any interest in matters on the agenda. 
 

46. TO CONSIDER REQUEST 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. 
 

47. PUBLIC QUESTION TIME 
 
A member of the public spoke on the matter of the disposal of the Theatre Street toilet site. 
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Two members of the public spoke regarding the provision of accommodation for refugees 
seeking leave to remain in the country and were asked to leave their details with the Clerk in 
order that they could receive a written response. 
 

48. TO NOTE THE RECEIPT OF A WRITTEN REPORT FROM COUNTY COUNCILLOR PAGE 
 
The Council noted the receipt of a written report from County Councillor Page. 
 

49. TO NOTE THE RECEIPT OF A WRITTEN REPORT FROM DISTRICT COUNCILLORS MAPEY AND 
YULE 
 
No report had been received from the District Councillors. 
 

50. FOR MEMBERS TO QUESTION THE DISTRICT AND COUNTY COUNCILLORS ON MATTERS 
CONTAINED IN THEIR WRITTEN REPORTS 
 
Councillor Page answered questions from Councillor Sutton in regards to the Suffolk County 
Council Highways Reporting tool and bus services in Suffolk.  
 

51. TO AGREE AND APPROVE THE MINUTES OF THE MEETING HELD 4th MAY 2021 
 
The Council agreed and approved the signing of the minutes of the meeting held 4th May 
2021 as a true record. 
 

52. TO CONSIDER, QUESTION AND AGREE THE FOLLOWING FINANCIAL REPORTS 
 
The Council noted and agreed the following financial reports: - 
 
a. Income to 31st May 2021 - £226,170.00 
b. Expenditure to 31st May 2021 - £52,901.00 
c. Income and Expenditure against Budget to May 2021 
d. Bank Reconciliation and Supporting Bank Statements to 30th April 2021 £793,544.00 &   
    31st  May 2021 £764,418.10 
e. The Accounts and Payments List for June 2021 - £52,672.21 
f. The HSBC Net report for June 2021 - £10,941.02 
g. The HSBC Corporate Card report for April £284.42 & May 2021 £37.88 
h. Summary of Direct Debit payments to 30th April £256.85 & 31st May 2021 £336.82 
i. Debtors Report to 31st  May 2021 
j. The Community Infrastructure Levy (CIL) payment of £36,105.23 received on 20th April   
   2021 
k. The Precept amount of £171,550.50 & Local Council Tax Support Grant of £5703.00    
    making a total of £177,253.50 received on 30th April 2021 
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53. TO REVIEW THE MEMBERSHIP OF COMMITTEES AND SUB-COMMITTEES

The Council agreed the following membership of its committees and sub-committees;

 Amenities Finance Staffing Planning C & E ERG Highways Standing 
Orders 

Youth 
Forum 

Adelson Gillard Blois Adelson Adelson Gillard Adelson Gillard Bale 
Blois Holdcroft Gillard Blois Blois Holdcroft Blois Holdcroft Jewers 

Jewers Mapey Holdcroft Holdcroft  Jewers Gillard  Sutton 
Miller  Miller Jewers Sanders Miller  Sutton 

 Page  Mapey Wilks  Sylvester Wilks 
Rawlings Sanders Page Miller Mayor Page Mayor Mayor 
Sanders Sutton Rawlings Sanders *** Sanders 

Walsh Sylvester Sutton Sutton Walsh 
Wilks Wilks Walsh Walsh Wilks 

Mayor Mayor Mayor Mayor Mayor 

*** Climate and Ecological Emergency also has six appointed non-Council members. 

54. TO REVIEW STANDING ORDERS

The Council noted that the Standing Orders Working Party had reviewed Standing Orders
and agreed to adopt their recommendation that no changes were required, however the
Town Clerk was asked to make the document non gender specific.

55. TO REVIEW FINANCIAL REGULATIONS

The Council noted that the Standing Orders Working Party had reviewed Financial
Regulations and agreed to adopt their recommended changes as well as those suggested by
Councillor Adelson.

55. TO REVIEW REPRESENTATION ON EXTERNAL BODIES AND ARRANGEMENTS FOR REPORTING
BACK

The Council reviewed its representation on external bodies and arrangements for reporting
back, and agreed:-

a) To ask Suffolk Pride if the Council could nominate a representative
b) To ask the Woodbridge Society if the Council could nominate a representative
c)

Foundation upon the retirement of Councillor Sylvester from the Foundation in
January 2022, Councillor Sylvester having served the maximum term permitted

d) To appoint the following as its representatives to the remaining organisation as
follows:-
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Committee/Outside Body WTC Representation: Councillors 
Choose Woodbridge Bale and Miller 
Community Hall Management Committee  
Greenprint Environmental Forum Adelson 
Leiston and District CAB Steering Group 
(incorporating the Woodbridge Outreach CAB) 

Town Mayor 

Parish Tree Warden Blois and Wilks 
Public Transport Liaison Officer Sanders 
Regatta Committee Deputy Mayor 
SALC Town Mayor and Deputy Mayor 
Woodbridge in Bloom Committee Blois and Page 
Woodbridge SNT Forum (ESC meeting) Blois and Sanders plus Town Clerk.  
Woodbridge Museum Trustees Blois and Rawlings 
Melton, Woodbridge and Deben Peninsula 
Community Partnership 

Sutton and Walsh 

Seckford Foundation Holdcroft and Sylvester/ Miller (see 15c 
above) 

Tide Mill Trust Bale, Gillard, Holdcroft and Sutton 
 

57. 
 

 
 

Complaints Procedure and agreed to adopt their recommendations.  
 
Any reference to Suffolk Coastal District Council to be replaced with East Suffolk Council.  
 

58. 
OBLIGATIONS UNDER THE FREEDOM OF INFORMATION, GENERAL DATA PROTECTION 
REGULATIONS AND DATA PROTECTION LEGISLATION 
 

procedures, and practices in respect of its obligations under the Freedom of Information, 
General Data Protection Regulations and Data Protection Legislation and agreed to adopt 
their recommendations. 
 

59.  
 

reviewed by Birketts ahead of the Town Clerk recruitment. 
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60. TO CONFIRM THE DECISIONS MADE BY THE TOWN CLERK UNDER DELEGATED POWERS
FROM 5th MAY 2021 
 
The Council confirmed the decisions made by the Town Clerk under delegated powers from 
5th May 2021, including the grant awards for 2021.  
 

Item Details Decision Date 
1 Request for a grant payment from the Tide Mill Trust for £8,000 WTC budgeted £7,500 

in this financial year in 
the expectation of the 
grant request 

Granted - 
£7,500 

19.05.21 

2 Summer educational sessions organised by Suffolk Wildlife Trust SWT to organise events 
in Elmhurst Park and 
Fen Meadow 

Agreed  CEEC 
committee to 
fund £2420 

25.05.21 

3 Deep Clean of the Shire Hall prior to wedding season Shire Hall has been 
closed and not 
professionally cleaned 
since the beginning of 
the pandemic. 

Agreed - 
£1,373.55 

10.06.21 

 
Charity Grant allocated 
Access Community Trust - Family Fun days £1500 
Access Community Trust - Picnic at the 
Pavilion 

£500 

Noise of Art (Festival of Light) £1500 
Sutton Hoo Ships Company £1500 
The Container Project £1000 
The Rotary Club of Woodbridge £400 
Woodbridge Art Club £500 
Woodbridge Choral Society £770 
Woodbridge Festival of Art and Music - 
Festival application 

£1250 

Woodbridge Festival of Art and Music - Save 
the Riverside and other events application 

£1250 

Woodbridge Riverside Trust (c/o 
Woodbridge Opera) 

£1000 

Total £11,170 
 

61. TO AGREE TO FORMALISE THE RELATIONSHIP WITH THE TIDE MILL TRUST 
 
The Council agreed to formalise the relationship with the Tide Mill Trust. 
 

62. TO CONSIDER WHETHER TO ASCERTAIN WHETHER THERE IS PUBLIC INTEREST IN FORMING 
A TOWN TWINNING ASSOCIATION INDEPENDENT OF THE TOWN COUNCIL 
 
The Council agreed to ascertain whether there is public interest in forming a Town Twinning 
Association independent of the Town Council. 
 

63. TO CONSIDER WHETHER TO SEEK AN AUTHORISED GUARANTEE AGREEMENT (AGA) ON THE 
TRANSFER OF THE LEASE OF THE MUSEUM BUILDING 
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The Council considered whether to seek an Authorised Guarantee Agreement (AGA) on the 
transfer of the lease of the Museum building and agreed that in this instance no such 
agreement was necessary. 
 

64. TO CONSIDER MAKING AN EXCEPTIONAL GRANT PAYMENT TO THE SUFFOLK REFUGEE 
SUPPORT SERVICE 
 
The Council agreed to make an exceptional grant payment to the Suffolk Refugee Support 
Service of £2,000 for the duration of the use of Coppers Yard for refugees seeking asylum 
subject to it being ring-fenced towards support for the Woodbridge refugees. 
 

65. TO AGREE TO STAGE A ONE-DAY EVENT IN ELMHURST PARK USING THE BALANCE OF MONIES 
SET ASIDE FOR POST-COVID RECOVERY AND EVENTS 
 
The Council agreed to allocate a maximum of £9,000 from general reserves towards a full 
one-day festival in Elmhurst Park and Town Centre Road closure on Saturday 14th August. 
 

66. TO NOTE AND APPROVE THE SCHEDULE OF REGULAR DIRECT DEBIT AND STANDING ORDER 
PAYMENTS  
 
The Council noted and approved the schedule of regular Direct Debits and Standing Order 
payments (see Appendix 1).  
 

67. TO CONSIDER WHETHER TO COMMENT ON THE PROPOSED COUNTY COUNCIL WARD 
BOUNDARIES AS PROPOSED BY THE BOUNDARY COMMISSION 
 
The Council agreed to comment and in view of the deadline for responding agreed to 
delegate the construction of its comments to the Town Clerk in consultation with the Mayor. 
 

68. 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 Council 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. 
 

69. TO CONSIDER AN ALTERNATIVE PROPOSAL FOR THE DISPOSAL OF THE THEATRE STREET 
TOILETS SITE 
The Council considered the alternative proposal and agreed:- 
 
a) To reject this proposal 
b) To withdraw the site from sale at this time 
c) To form a Working Party to consider the future of the site and the toilets 
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70. TO CONSIDER THE URGENT MAINTENANCE REQUIRED ON THE COMMUNITY HALL AND 
FURTHER ASSOCIATED LEGAL ADVICE 
 
The Council agreed to invite the Community Hall Trustees to a meeting to discuss the 
Condition Survey and their responses to it, and for the outcome of that meeting to be 
reported back to the next meeting of the Council. 
 
Councillor Holdcroft left the meeting at this point. 
 

71. TO CONSIDER OFFERING SHORT-TERM FINANCIAL SUPPORT TO A COMMUNITY ASSET  
 
The Council considered the issues and agreed not to offer short-term financial support but 
to invite the owners to an exploratory meeting to discuss potential future long-term options. 
 

72. CLOSURE 
 

The meeting close at 21.46.  
 

                Councillor Bale 
Chair 
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WOODBRIDGE TOWN COUNCIL 

Minutes of the meeting of the STAFFING COMMITTEE held on 
TUESDAY 29TH JUNE 2021 at 5pm  

Councillors:     

Present:  S Bale, P Gillard, G Holdcroft,  M Sutton  

Apologies:   Lady C Blois, S Miller and C Walsh 
 

In Attendance: Locum Town Clerk 

73. TO APPOINT A CHAIR OF COMMITTEE FOR 2021/2022 
 

Councillor Gillard was elected Chair of Committee for 2021/2022. 
 

74. TO APPOINT A VICE-CHAIR OF COMMITTEE FOR 2021/2022 
 
Councillor Bale was elected Vice-Chair of Committee for 2021/2022. 
 

75. TO RECEIVE APOLOGIES FOR ABSENCE 
 
Apologies for absence had been received from Councillors Blois, Miller and Walsh. 
 

76. TO RECEIVE DECLARATIONS OF INTEREST 
 

No Members declared any interests in items on the agenda. 
 

77. TO CONSIDER REQUEST FOR DISPENSATIONS 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 

78. TO AGREE AND APPROVE THE MINUTES OF THE STAFFING COMMITTEE MEETING HELD  6TH

APRIL 2021 
 
The Committee received and approved the signing of the minutes of the meeting held 6th 
April 2021 as a true record. 
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            Councillor Gillard 
                           Chair   

79. PUBLIC QUESTION TIME

There were no members of the public. 
 

80. TO NOTE AND COMMENT AS APPROPRIATE ON AMENDMENTS TO THE LGPS 2013 ACT 
REGULATIONS WHICH CAME INTO FORCE ON 22 SEPTEMBER 2020 

 
The Committee noted the amendments to the LGPS 2013 Act regulations which came into 
force on 22 September 2020. 
 

81. TO AGREE THE PERSON SPECIFICATION AND ADVERTISEMENT FOR THE PERMANENT TOWN 
CLERK POSITION 
 
The Committee noted and agreed, with amendments, the advertisement and person 
specification for the Town Clerk position and agreed to recommend to Full Council that 
recruitment commenced on 22nd July with a closing date for applications of 1st September. 
 

82. TO NOTE AND AGREE THE UPDATED TOWN CLERK CONTRACT TERMS AS ADVISED BY 
BIRKETTS 
 
The Committee noted that the updated Town Clerk contract terms were still under review 
with Birketts. 
 

83. CLOSURE 
 
The meeting was closed at 7.01pm. 
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WOODBRIDGE TOWN COUNCIL 

Minutes of the meeting of the PLANNING COMMITTEE held on 
TUESDAY 29TH JUNE 2021 at 7pm  

Councillors:     

Present:  D Adelson, S Bale, G Holdcroft, C Mapey, S Miller, M Sutton and C Walsh 

Apologies:   Lady C Blois and R Sanders 

Absent without 
Apologies:  J Jewers 

 
In Attendance: Locum Town Clerk, Locum Deputy Town Clerk and no members of the public 

84. TO APPOINT A CHAIR OF COMMITTEE FOR 2021/2022 
 

Councillor Sanders was elected, in his absence, as Chair of the Planning Committee for 
2021/2022. 
 

85. TO APPOINT A VICE-CHAIR OF COMMITTEE FOR 2021/2022 
 

Councillor Miller was elected as Vice-Chair of Committee for 2021/2022 and took the Chair 
for this meeting. 
 

86. TO RECEIVE APOLOGIES FOR ABSENCE 
 
Apologies for absence had been received from Councillors Blois and Sanders. 
 

87. TO RECEIVE DECLARATIONS OF INTEREST 
 

Councillor Mapey declared a Local Non-Pecuniary Interest in Item 92, application 
DC/21/2717/VOC as he knew the applicant, and Councillor Sutton declared a similar interest 
as a Director of Woodbridge Riverside Trust who leased a nearby property.   
 
No other Members made any declarations of Disclosable Pecuniary or Local Non-Pecuniary 
Interests in relation to items on the Agenda. 
 

88. TO CONSIDER REQUEST FOR DISPENSATIONS 
 
There were no requests from Councillors with a Pecuniary Interest in an item on this Agenda 
for a dispensation. 
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Application No and Address  Committee Comments  
 

DC/21/2681/FUL  101 Ipswich Road The Committee were unable to comment as there was 
insufficient information available and asked to Locum 
Town Clerk to seek an explanation for the missing 
document, and an extension to our deadline.  
 
Should an extension not be given the Committee 
delegated their decision to the Locum Town Clerk in 
consultation with the Chair of Committee. 

DC/21/2587/FUL  118 Castle Street We recommend APPROVAL 
DC/21/2774/LBC  118 Castle Street We recommend APPROVAL 
DC/21/2717/VOC Deben Wharf, 3A 
Whisstocks 

We recommend REFUSAL due to the potential noise 
impact on neighbouring properties. 

DC/21/2794/FUL  138 Castle Street We recommend APPROVAL 

89. TO AGREE AND APPROVE THE MINUTES OF THE PLANNING COMMITTEE MEETING HELD   
27TH APRIL 2021 
 
The Committee agreed and approved the signing of the minutes of the Planning Committee 
meeting held on 27th April 2021 as a true record. 
 

90. PUBLIC QUESTION TIME 
 
There were no members of the public. 
 

91. TO NOTE INTENTIONS TO UNDERTAKE WORKS TO TREES IN THE CONSERVATION AREA 
 
The Committee noted the reported intentions to undertake works to trees in the 
conservation area. 
 

92. TO COMMENT ON APPLICATIONS FOR PLANNING PERMISSION  
 
The Council agreed their comments as set out below:- 
 

93. TO NOTE EAST SUFFOLK COUNCIL DECISIONS ON PLANNING APPLICATIONS WHERE THOSE 
DECISIONS ARE CONTRARY TO THIS 
REPORTED 

 
The Committee noted East Suffolk Council decisions on planning applications where those 

 and 
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            Councillor Miller 
                           Vice-Chair 

  

asked if future reports could indicate whether the decisions of East Suffolk had been made by 
Committee or an Officer. 
 

94. CLOSURE 
 
The meeting was closed at 7.20pm. 
 



 

  21  
 

WOODBRIDGE TOWN COUNCIL

Minutes of a meeting of the CLIMATE AND ECOLOGICAL EMERGENCY COMMITTEE held on TUESDAY 
6TH JULY 2021 at 5pm    

Councillors:    

Present:  D Adelson, S Bale, Lady C Blois, Nolan and M Wilks 

Non-Council  
Members:  E Garayalde, J Healey, P Watson  

Apologies   
for Absence:  R Sanders, D Thomas, G Rodgers, L Hussey 

      
In Attendance: Locum Town Clerk and one member of the public  

95. To Elect a Chair of Committee for 2021/22 
 
Councillor Wilks was elected Chair of the Climate and Ecological Emergency Committee for 
the Civic Year 2021/22. 

for his pioneering work 
over the last two years. 

96. To Elect a Vice-chair of Committee for 2021/22 
 
Councillor Adelson was elected Vice-chair of the Climate and Ecological Emergency 
Committee for the Civic Year 2021/22. 
 

97. Apologies for absence 
 
Apologies for absence had been received from Councillor Sanders, and Non-Council 
Members Thomas, Rodgers and Hussey.   
 

98. To receive declarations of interest 
 
No Members had any Disclosable Pecuniary or Local Non-Pecuniary Interests in relation to 
items on the agenda. 
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99. To consider requests for dispensations
 
There were no requests from Councillors with a Pecuniary Interest in an item on this 
agenda for a dispensation. 
 

100. Public Question Time 
 

which has been co-funded by this Committee.  
 
The Locum Town Clerk was asked to write to Transition Woodbridge to thank them for their 
work on this project. 
 

101. To agree and approve the minutes of the meeting held on 6th April 2021. 
 
It was noted that Pam Watson was present at the meeting on April 6th.   
 
Further to this amendment the Committee approved the signing of the minutes of the 
meeting held on 6th April 2021 as a true record. 
 

102. To receive a verbal report from the Parish Tree Wardens 
 
Tree Wardens Blois and Wilks reported they have registered with the Suffolk tree warden 
network.  

Councillor Wilks expressed intention to create a 'tree warden team including 'tree-frienders' 
; a network of volunteers from public to take on post-planting after-care. 

103. To agree to participate in the Queens Green Canopy Project in 2022 
 
The Committee agreed that the Parish Tree Wardens (Cllrs Blois and Wilks) and Jane Healey 
form a working party to plan how the committee/ Council can involve itself in this project.  
 
The Committee agreed to request that Town Council approve amendments to this 

to enable it to become a consultee on Planning Applications 
in regards to tree works in Woodbridge. The Locum Town Clerk will seek clarification on how 
comments can be made on TCA and TPO applications.  
 
The Committee agreed to ask Town Council to write to the East Suffolk Council Planning 
Committee to propose that the East Suffolk Council Climate Emergency Committee become 
a direct consultee for all tree works in East Suffolk.  
 

104. To review the Climate Change Plan and add a new priority. 
 

Garayalde and Jane Healey 
agree new priorities for this Committee. A list of potential priorities includes; 
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- Divesting from the use of fossil fuels 
- Increase hedgerow planting 
- Undertake a carbon audit and ecological surveys 
- Study of sea level rise scenarios and their effect on Woodbridge 
- Climate Summit in February 2022 
- Organise litter picks 
- Verge rewilding 
- Promotion of work already undertaken  re-wilding, hedgerow planting etc 
- Car Free Days 
- Support of plastic free initiatives and pursuit of town 'badge' for WTC 
- Promotion of urban agriculture 
- build an efficient and a swiftly responding CEE promotions system to promote work 

already done, and rationale for - and invitation to join in - future works intended 

105. Closure 
 
The meeting was closed at 6.39pm. 

            Councillor Wilks 
                        Chair 
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WOODBRIDGE TOWN COUNCIL

Minutes of a meeting of the AMENITIES COMMITTEE held on TUESDAY 6TH JULY 2021 at 7pm in St 
 

Councillors:    

Present:  D Adelson, S Bale, J Jewers, S Miller,  C Walsh and M Wilks  

Apologies:  C Blois, S Rawlings, R Sanders 
 

In Attendance: Locum Town Clerk 
 

106. To Elect a Chair of Committee for 2021/22 
 

. 
 

107. To Elect a Vice-chair of Committee for 2021/22 
 
Councillor Miller was elected Vice-chair of the Amenities Committee for the Civic Year 
2021/22. 
 

108. Apologies for absence 
 
Apologies for absence had been received from Councillors Blois, Rawlings, and Sanders.  
 

109. To receive declarations of interest 
 
Councillor Adelson declared a non-pecuniary interest in item 118 as his wife is an allotment 
holder.  
 

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

111. To agree and approve the minutes of the meeting held on 6th April 2021. 
 
The Committee received and approved the signing of the minutes of the meeting held on 6th

April 2021 as a true record. 
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112. Public Question Time

There were no members of the public present. 
 

113.   
 
The Committee agreed to authorise Officers to spend a maximum of £2000 from the Amenities 
Committee budget to organise pre-

possible.   
 

114. To consider whether to plant trees in the vicinity of the Kingston Field play area 
  
The Committee agreed to plant four trees  two on the southern boundary fence and two on 
the western boundary fence, of the Kingston Field play area, subject to a site visit by the Locum 
Town Clerk, Chair, Parish Tree Warden and Councillor Adelson.  
 

115. To receive a verbal update in regards to potential land transfer from East Suffolk Council 
 
The Committee received a verbal update from the Chair further to a meeting held last week 
with the Senior Estate Surveyor from East Suffolk Council. 
 

116. To consider the potential costs of installing a sensory garden at the Elmhurst Park Melon Pit 
 
The Committee agreed to work in partnership with the local community and potential user 
groups to develop the Melon Pit into a high-level sensory garden.  
 
Councillor Miller and Officers would work to form a working party to deliver the project, and a 
standing item is to be added to the Amenities Committee agenda to report on progress. 
 

117. To discuss the potential for installing new benches on Tide Mill Way 
 
The Committee agreed it did not wish to update the benches on Tide Mill Way at this time.  
 

118. To consider whether to make repairs to the allotment fence on Kingston Field  
 
The Committee agreed that the Chair, Locum Town Clerk and Councillor Adelson visit the site 
with the allotment holder and discuss the repairs. Planting hedging rather than installing 
fencing was suggested as a possible alternative solution.    
 
All Committee Members will be most welcome to attend. 
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119. To consider an application from the Galley Creamery and Deli to hire the Market Square
 
The Committee agreed to grant free hire of the Market Square to the Galley Creamery and Deli 
until 31st October 2021.  
 

120. To note routine maintenance works required on the Town Council estate  
 
The Committee 

next meeting. 
 

121. Closure 
 
The meeting was closed at 8.23pm. 

 

Councillor  
Chair 
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WOODBRIDGE TOWN COUNCIL 

Minutes of the meeting of the HIGHWAYS COMMITTEE held on 
TUESDAY 13th JULY 2021 at 5pm  

Councillors:     

Present:  D Adelson, S Bale, C Blois, P Gillard, C Page 

Absent without 
Apologies:  M Sylvester 

 
In Attendance: Locum Town Clerk and four members of the public 

122. To elect a Chair of Committee for the Civic Year 2021/22 
 
Councillor Gillard was elected Chair of the Highways Committee for the Civic Year 2021/22. 
 

123. To elect a Vice-chair of Committee for the Civic Year 2021/22 
 
Councillor Adelson was elected Chair of the Highways Committee for the Civic Year 2021/22. 
 

124. Apologies for absence 
 
There were no apologies for absence.  
 

125. 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. 
 

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

127. Public Question Time 
 
A member of the public spoke to the Committee about her petition to lower the speed limit 
on Burkitt Road, correspondence for which had been circulated to the Committee before the 
meeting. Members asked for the item to be included on the Joint Highways agenda.  
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128. To receive and approve the minutes of the meeting held 23rd March 2021.
 
The Committee agreed and approved the signing of the minutes of the Highways Committee 
meeting held on 23rd March 2021 as a true record. 
 

129. To consider an email from a member of the public in regards to Westholme Close 
 
Members agreed to add this item to the Joint Highways agenda, but also requested that the 
Town Clerk seek from Suffolk County Council Highways an understanding of the process and 
costs involved for adding new waiting restrictions/ traffic regulation orders. 
 
The Town Clerk was also 
across driveways, and how/ who can enforce any rules.  
 

130. To consider an email from a member of the public in regards to Moorfield Road. 
 
Members agreed to ask the Town Clerk to write to local schools to encourage parents not to 
drive their children to school, but if they have to to use the allocated parking spaces at the 

 
 
The Town Clerk was also asked to contact the Police about potential attending to Moorfield 
Road on a school day to talk with offending motorists.  
 

131. To consider an email from a member of the public in regards to Beaconsfield Road. 
 
Members agreed to add this item to the Joint Highways agenda, with a view to requesting 
signage and bollards be positioned at the location.  
 
The Town Clerk was asked to enquire of East Suffolk what size vehicle it utilises for refuse 
collection in this areas of town, and to also respond to resident of Beaconsfield Road 

 
 

132. To consider a request from the Countryside Charity to support rural bus services. 
 
Members agreed to delegate to the Town Clerk and Chair the sending of a letter to Councillor 
Richard Smith, Cabinet Member for Economic Development, Transport Strategy and Waste at 
Suffol
opinion of it.  
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            Councillor Gillard 
                           Chair   

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

Members agreed to add the following items to the Joint Highways agenda; 
 
- Burkitt Road (see public question time) 
- A12/ Grove Road markings 
- Russell Close  White line repainting 
- Old Barrack Road  hedge blocking the footway.  

 
134. Closure 

 
The meeting was closed at 5.59pm. 
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WOODBRIDGE TOWN COUNCIL 

Minutes of the meeting of the PLANNING COMMITTEE held on 
TUESDAY 13th JULY 2021 at 7pm  

Councillors:     

Present:  D Adelson, S Bale, G Holdcroft, S Miller 

Apologies:   C Blois, R Sanders, M Sutton, C Walsh 

Absent without 
Apologies:  J Jewers and C Mapey 

 
In Attendance: Locum Town Clerk and no members of the public 

135. Apologies for absence 
 
Apologies for absence had been received from Councillors Blois, Sanders, Sutton and Walsh. 
 

136. 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. 
 

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

138. Public Question Time 
 
There were no members of the public. 

139. To agree and approve the minutes of the meeting held on 29th June 2021  
 
The Committee agreed and approved the signing of the minutes of the Planning Committee 
meeting held on 29th June 2021 as a true record. 
 

140. To note intentions to undertake works to trees in the Conservation Area 
 
The Committee noted the reported intentions to undertake works to trees in the 
conservation area. 
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Application No and Address  Committee Comments  
 

DC/21/2681/FUL  101 Ipswich Road We recommend APPROVAL but would encourage 
Planning Officers to ensure that a sustainable drainage 
system (SuDS) is installed to deal with surface water.  

DC/21/2884/LBC - 24 Thoroughfare We recommend APPROVAL but would expect to see the 
questions raised by David Edleston, Design & 
Conservation Consultant, East Suffolk Council, in 
regards to the suitably of the proposed door and access 
for a disabled users, sufficiently answered before final 
permission is granted.  

DC/21/2688/FUL - 10 Market Hill 
Woodbridge 

We recommend APPROVAL but would expect to see the 
questions raised by Karolien Yperman, Design & 
Conservation Officer, East Suffolk Council , in regards to 
the proposed location of the kiosk, whether Listed 
Building Consent is required and how the requirements 
of paragraph 189 of the NPPF can be met, sufficiently 
answered before final permission is granted. 

DC/21/3003/LBC - Alpha Cottage 92 We recommend APPROVAL 
DC/21/3002/FUL - Alpha Cottage 92 We recommend APPROVAL 

141. To comment on applications for planning permission
 
The Council agreed their comments as set out below:- 

142. To note East Suffolk Council decisions on planning applications where those decisions are 
contrary to this C .  
 
The Committee noted East Suffolk Council decisions on planning applications where those 

. 
 

143. To comment on the Deben Estuary Management Plan 
 
The Committee understood that the Climate and Ecological Emergency Committee were 
interested in commenting on the Deben Estuary Management Plan, and therefore agreed to 
defer any comment until after that Committee has made comment.  
 

144. To consider whether to add a page to the website showing all current (undetermined) planning 
applications. 
 
Members agreed not to purchase software to show undetermined planning applications, and 
instead asked the Locum Town Clerk to add a link to the East Suffolk Council map of planning 
applications to the Town Council website.  
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            Councillor Miller 
                           Vice-Chair 

  

145. Closure

The meeting was closed at 7.38pm. 
 



  

 

 

Item 11 
T further policies, procedures and practices in respect of its obligations 
under the Freedom of Information Act, General Data Protection Regulations and Data Protection 
legislation 
 

and Electronic Data Retention Policy and recommends that the retention period for employer 

(Amendment) Regulations 2008, and that other than minor typographical corrections, no further 
changes be made. 
 
Members are recommended to adopt the Document and Electronic Data Retention Policy as 
recommended by the Standing Orders Working Party 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

 

 
 

DOCUMENT AND ELECTRONIC DATA RETENTION POLICY 
 

1. INTRODUCTION 
This Retention Policy applies to Woodbridge Town Council (WTC) and covers all 
records and documentation, whether analogue or digital which are subject to the 
retention requirements of this Policy. 
For the purpose of this Policy, the te
information in both hard copy and electronic form and have the same meaning 
whether referred to as Documents or Documentation. 
This Policy will also aid paper records and electronic data storage issues identified 
and will eliminate the need to retain paper and electronic records unnecessarily. 
WTC will ensure that information is not kept longer than is necessary and will retain 
the minimum amount of information that it is required to hold to meet its statutory 
functions and the provision of its services. 
Any such system or policies relating to record management will include a review of 
council documentation on an annual basis. 
Anything that is no longer of use or value can be destroyed but if the council is in 
any doubt it will seek advice from Suffolk Association of Local Councils (SALC) and 
retain that document until that advice has been received. 
Documents of historical importance, if not retained by the council, will be offered first 
to the county record office. 

 

2. RETENTION OF DOCUMENTS 
2.1 Attached is an Annex which indicates the appropriate retention period for audit 

and other purposes and the reasons for retention. 
2.2 In respect of the retention of documents in case of a legal dispute, Council's 

policy is set out under Section 3. 
2.3 Other documents not mentioned in the Annex will be treated as follows: 
Planning Papers 

 Copies of Structure Plans, Local Plans and similar documents will be retained 
as long as they are in force. 

Insurance Policies 
 Insurance policies and significant correspondence will be kept for as long as 

it is possible to make a claim under the policy. 
Circulars and legal topic notes from SALC, NALC and other bodies such as principal 
authorities will be retained for as long as the information contained therein is useful 
and relevant. 
Correspondence 

 If related to audit matters, correspondence will be kept for the appropriate 
period specified to the Annex thereto. 

 All other correspondence will be kept for as long as the matter contained 
therein is still of interest or use to the council and or the parish. 

Personnel matters 
 

permits identification of data subjects for no longer than is necessary for the 



  

 

 

that necessary records, documents and electronic data of WTC are 
adequately protected, archived and disposed of at the correct retention 
period, and to provide all staff with clear instructions regarding the appropriate 
retention and disposal of such Documentation. 

 

3. RETENTION OF DOCUMENTS FOR LEGAL PURPOSES 
3.1 Most legal proceedings are governed by 'the Limitation Acts' which state that 

legal claims may not be commenced after a specified period. The specified 
period varies, depending on the type of claim in question. 

3.2 The table below sets out the limitation periods for the different categories of 
claim. 

 
 

Claims under category 
 

Limitation period 
Negligence (and other Torts) 6 years 
Defamation 1 year 
Contract 6 years 
Leases 12 years 
Sums recoverable by statute 6 years 
Personal injury 3 years 
To recover land 12 years 
Rent 6 years 
Breach of Trust terms None 

 
3.3 If a type of legal proceeding falls into two or more categories, the documentation 

will be kept for the longer of the limitation period. 
3.4 As there is no limitation period in respect of trust, the council will retain all trust 

deeds and schemes and other similar documentation indefinitely. 
 

4. RETENTION OF ENCRYPTED DATA 
For any information retained under this Policy that is in an encrypted format, 
consideration must be taken for the secure storage of any encryption keys. 
Encryption keys must be retained for as long as the data that the keys decrypt is 
retained. 

 

5. DISPOSAL OF DOCUMENTS OR DOCUMENTATION 
Disposal can be achieved by a range of processes: 
5.1 Any record containing confidential information must either be disposed of in a 

confidential waste bin or shredded using a cross-cut shredder. 
5.2 Disposal of documents that do not contain confidential information may be 

disposed of in the normal way or recycled. 
5.3 Deletion  where computer files are concerned 
5.4 Transfer of document to external body - this method of disposal will be relevant 

where documents or records are of historic interest and/or have intrinsic value. 
Such a third party could be the County Archivist or a local Museum. 

 

6. DISPOSAL OF ELECTRONIC HARDWARE 
6.1 IT equipment and devices that have the ability and capability to store personal 
data include: 

  
 Laptops 
 Mobile Phones 
 Multi-Functional Devices  printers / scanners 



  

 

 

 Servers 
 USB Memory Sticks and external hard drives. 

6.2 IT equipment disposal must be overseen by the Chair of Finance  Committee 
in conjunction with the Proper Officer. 

6.3 All computer equipment, recycling or refurbishing must be disposed of in 
accordance with the Waste Electric and Electronic Equipment Regulations 2013. 

 

7. DOCUMENTING DISPOSAL 
WTC will keep a record detailing the document disposed of, the date, and the officer 
who authorised disposal. In particular, the record should be able to demonstrate that 
the disposal was in accordance with this policy or set out the reasons for departing 
from it. 

 
The table at Appendix 1  Retention of Records Schedule sets out the limitation 
periods for the different categories of claim. 

 
The table at Appendix 2  Retention of Digital Records  provides the required 
retention periods for all digital Documents. 



  

 

 

APPENDIX 1 - RETENTION OF DOCUMENTS REQUIRED FOR THE AUDIT OF 
PARISH COUNCILS 

DOCUMENT MINIMUM 
RETENTION PERIOD 

REASON 

Minutes Books Indefinite Archive 

Receipt and 
Account(s) 

payment Indefinite Archive 

Receipt books 6 years VAT 

Bank Statements Last 
year 

completed audit Audit 

Bank paying-in books Last 
year 

completed audit Audit 

Cheque book stubs Last 
year 

completed audit Audit 

Orders for goods, services, or 
work 

6 years Limitation Act 1980 (as amended) 

Supplier Contracts 6 6 years Limitation Act 1980 (as amended) 

Quotations/tenders 12 years / indefinite Limitation Act 1980 (as amended) 

Paid invoices 6 years VAT 

Paid cheques 6 years Limitation Act 1980 (as amended) 

VAT records 6 years VAT 

Timesheets Last 
year 

completed audit Audit 

Insurance policies While valid, or whilst a 
claim may still be made 

Management 

Title deeds, leases, 
Agreements, contracts 

Indefinite Audit, Management 

Staff attendance records Indefinitely Health & Safety Act 1974 

Members Allowances 
Registers 

6 years Tax, Limitation Act 1980 (as 
amended) 

Recreation Grounds/Shire 
Hall/Whisstocks 

  

1. application to hire 
2. lettings diaries 
3. copies of bills to hires 

 
 
6 years 

 
 
VAT 



   

APPENDIX 2 - RETENTION OF DOCUMENTS REQUIRED

RELATING TO INFORMATION TECHNOLOGY 
 

In all cases identify the documents that need to be retained in accordance 
with the Retention of records Schedule (attached at Appendix 1). 

 
DOCUMENT MINIMUM 

RETENTION PERIOD 
REASON 

Email 6 years To satisfy customer complaints 

Electronic Back Files 12 months To protect records from loss, 
destruction or falsification 

Electronic files 6 years from date last 
used 

To protect records from loss, 
destruction or falsification 

All portable / removeable 
storage media 

At end of work cycle / 
project 

Data shall be copied or stored on 
removable media only by 
authorised users in the 
performance of official duties 

Cryptographic keys - 
access limited to user/role 

Encryption keys  must be 
retained for as long as 
the data that the keys 
decrypt is  retained. 

See Appendix 1 relating to 
legislation in place 

 
 
  



   

Item 12
T  

policy for dealing with the press and recommends that, other than the insertion of a 
 not a requirement to respond to any request from the media 

for comment, particularly without having established the full facts surrounding their 
 

dealing with the press as 
recommended by the Standing Orders Working Party 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 
 

Press & Media Policy 
 

Preamble 
This policy applies on those occasions when Woodbridge Town Council, as a body 
corporate, is asked for a statement, a comment or information from the media, or as 
a body corporate issues a press release, or information to factually clarify/correct 
other comments published in the media.  Media is defined as an
on Woodbridge Town Council. 
 
This policy does not, and is not intended to, apply when individual Councillors are 
contacted directly by the media for a personal comment/statement nor when 
individual Councillors contact the media with a personal statement.  In such cases it 

Woodbridge Town Council. 
 
Policy Statement 
Woodbridge Town Council wishes to be open and transparent in the way it considers 
information and takes decisions. As a Town Council we will therefore proactively 
seek opportunities to publish information about our activities with the intention of 
raising awareness about what Woodbridge Town Council is doing. 
 
Procedures 
Notes: 

(i) When the Mayor is unavailable the Deputy Mayor will take on any of 
the specified tasks and responsibilities. 

(ii) When the Town Clerk is unavailable the Deputy Town Clerk will take 
on any of the specified tasks and responsibilities. 

1. Requests from the Media 
 
1.1 All staff should make the Mayor and/or the Town Clerk aware of all approaches 

from the media for interviews, statements or information.  
 
1.2 Any request from the media will be discussed by the Mayor and Town Clerk and 

then forwarded to the most appropriate person - Mayor, Deputy Mayor, 
Committee Chair or Vice-Chair, Town Clerk or combination of those people to 
make a response on behalf of Woodbridge Town Council. 

 
1.3 Prior to its release, the Mayor and Town Clerk should be made aware of the 

broad content of any response. 
 
1.4 It is not a requirement to respond to any request from the media for comment, 

particularly without having established the full facts surrounding their enquiry. 
 



   

 
2. Response to Media Articles, Published Letters, Online comments, Tweets, 

Facebook items 
 
2.1 Every situation must be carefully assessed and in many cases a corporate 

response will not be appropriate. 
 

2.2 Anyone seeing an article / item and thinking a corporate response may be 
needed should inform the Mayor and the Town Clerk. 

 
2.3 In assessing whether or not a corporate response is appropriate the following 

will be considered: 
 Is the article / item in question factually accurate? 
 Is the article / item expressing a personal view  and if so is that clearly 

stated? 
 Would further discussion on the subject be constructive? 

 
2.4 Any potential corporate response will be discussed by the Town Clerk and the 

Mayor and then forwarded to the most appropriate person - Mayor, Deputy 
Mayor, Committee Chair or Vice-Chair, Town Clerk or combination of those 
people to prepare a response on behalf of Woodbridge Town Council. 

 
2.5 Prior to its release the Mayor and Town Clerk should be made aware of the 

broad content of any corporate response where they were not involved in its 
preparation. 

 
3. Media Releases 
 
3.1 The Town Clerk, Mayor and Committee Chairs will identify issues and stories 

that have the potential to be interest to the public. 
 
3.2 The Town Clerk will draft corporate media releases consulting with the Mayor 

and Committee Chairs or any individual Councillor as appropriate. 
 
3.3 An information copy of the final corporate media release will be sent to the 

Mayor and any Councillor who is quoted in the text. 
 
3.4 Corporate media releases will be sent to relevant media outlets as determined 

by the Town Clerk following consultation with the Mayor. 
 

3.5 A copy of the corporate media release will be posted on Woodbridge Town 
 

 
3.6 A copy of the corporate media release will be sent to Councillors and staff. 
 
4. Media Training 
 
4.1  Opportunities will be made for all Councillors and the Town Clerk to attend 

media-related training. 
 
5. Decision Making 
 



   

5.1 Woodbridge 2) refer to relations with 
- this media and publicity 

policy and procedures is the relevant policy. 
 

5.2 Any decision about the content of corporate media releases or information to 
be supplied to the media or any response to any media item will be taken by 
the Town Clerk following consultation with the Mayor. (This delegation 
complies with the legislative restriction that an individual Town Councillor 
cannot make a decision on behalf of the Council.) 

 
6. Social Media Policy 
 
6.1 Social media accounts operated by Woodbridge Town Council will be used to 

help keep local residents, businesses, interested parties and visitors to the 
town informed of important Town Council related news, events and updates. 

 
6.2 The accounts will be managed by the Town Clerk on behalf of Woodbridge 

Town Council who will seek to ensure that any legal obligations or best 
practice guidelines are adhered to. 

 
6.3 Members of the public can expect social media updates covering some or all 

of the following: 
 

 Alerts such as news, publications, events, publicity campaigns, 
Council/Committee meetings and new content on our other digital 
channels 

 Invitations to provide feedback on specific issues on which we are 
consulting 

 Information about or from our partners or other local groups about what 
they're doing 

 Occasional live coverage of events 
 
6.4 Woodbridge Town Council may follow or subscribe to social media accounts 

from other users. This does not imply endorsement of any kind. 
 
6.5 The accounts will be updated and monitored during working hours only and 

will be non-political. Political posts will be removed and Woodbridge Town 
Council will not engage on issues of party politics at any time. 

 
6.6 Inappropriate language or anything that might contravene libel, defamation, 

copyright or data protection laws will be removed. 
 
6.7 Online social media sites may occasionally be unavailable and Woodbridge 

Town Council accepts no responsibility for lack of service. 
 
6.8 Feedback and ideas are welcomed from all sections of the community and 

Woodbridge Town Council will endeavour to join the conversation where 
possible. However, it may not be possible to reply individually to all 
messages. 

 
6.9 Emerging themes or helpful suggestions will be passed to the relevant 

persons. 
 



   

Item 13
 

Health & Safety at Work Policy and recommends a number of typographical corrections, 
the insertion of a sentence requiring Councillors to report to the Town Clerk and/or 
Mayor any failures by the Council or its staff to comply with the policy, substituting the 

will be available at 

Intent is to be amended by use of the obligations on an employer under the Act. 

Members are recommended to adopt the Health & Safety at Work policy as 
recommended by the Standing Orders Working Party 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 
 
 

Health and Safety At Work Policy 
 

General Statement and Legal Basis 
 
As an employer, Woodbridge Town Council recognises and accepts its 
responsibilities for providing a safe and healthy workplace and working environment 
for all its employees in accordance with the requirements of the Health and Safety at 
Work Act 1974.  
 
Section 2(3) of the Health and Safety at W
requires an employer:- 
 

 as may be appropriate, revise a written statement of 
general policy with respect to the health and safety at work of its employees, 

 
 
Statement of Intent 
 
Woodbridge Town Council will take all steps within its power to meet this 
responsibility, and in particular pay attention to:- 
 

a. the provision and maintenance of plant and systems of work that are, 
so far as is reasonably practicable, safe and without risks to health; 

b. arrangements for ensuring, so far as is reasonably practicable, safety 
and absence of risks to health in connection with the use, handling, 
storage and transport of articles and substances; 

c. the provision of such information, instruction, training and supervision 
as is necessary to ensure, so far as is reasonably practicable, the 
health and safety at work of his employees; 

d. so far as is reasonably practicable as regards any place of work under 

and without risks to health and the provision and maintenance of 
means of access to and egress from it that are safe and without such 
risks; 

e. the provision and maintenance of a working environment for his 
employees that is, so far as is reasonably practicable, safe, without 
risks to health, and adequate as regards facilities and arrangements for 
their welfare at work. 

 
Organisation and Responsibilities 
 



   

The Council as a corporate body accepts its responsibilities to fulfil the requirements 
of the law, and the Safety Policy will: 
 

Periodically examine health and safety issues, including any problems and 
future programmes relating to health and safety issues.  

 

 
 
The Deputy Town Clerk will co-ordinate and supervise general health and safety 
matters, including training and communication.  
 
All staff will be made fully aware of the hazards involved in the work undertaken. 
They have the primary duty of ensuring that safe systems of work prevail in their 
particular areas of activity.  
 
The Deputy Town Clerk will be responsible for ensuring that adequate arrangements 
are made to maintain fire safety.  
 
All employees, in addition to any specific responsibilities delegated to them, will: 
 

 Observe all safety rules at all times 
 Take care of their own safety and that of other persons (both 

employees and visitors) 
 Wear any protective clothing provided and use any safety equipment 

and devices at all times.  
 Report to the Town Clerk all accidents, machine defects, damage or 

other hazards or potential hazards.  
 
Councillors are required to report to the Town Clerk and/or Mayor any failures by the 
Council or its staff to comply with the policy. 
 
Arrangements for Health and Safety 
 
The Reporting of Accidents and Dangerous Occurrences 
 
An accident report form is available from the Town Clerk. Employees must record 
without delay accidents/ occurrences when they result in: 
 

 a minor injury to an employee or any other person 
 an employee being incapacitated for work for more than three 

consecutive days  
 when there is a dangerous occurrence as defined by the Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations 1995 
(RIDDOR), or any successive legislation. The Town Clerk will notify the 
Health and Safety executive by the quickest practicable means and 
confirm in writing within seven days.    

 
Fire Precautions 
 



   

Instructions on what to do on discovering a fire or hearing the fire alarm are clearly 
displayed in the Shire Hall. All employees must be familiar with these instructions 
and with the location of the Fire Exits and Alarm Points. The Deputy Town Clerk will 
organise a yearly fire drill and following the evacuation of the Shire Hall all staff, 
volunteers and hirers should report to the assembly point, which is outside on the 
Market Square.  
 
All staff are trained in the use of Fire Extinguishers.  
 
The Deputy Town Clerk will undertake tests of the fire alarm panel and call points on 
a weekly basis and the details of the tests will be recorded, together with any defects 
found and the remedial action taken.  
 
Fire extinguishers will be tested and serviced on a yearly basis and fire alarms every 
six months by a qualified contractor, with the results noted as above and certification 
filed in the relevant folder (hard and electronic).  
 
Fire specific Risk Assessments are reviewed every two years.  
 
The Town Clerk will notify the Fire Authority of any alterations or proposed 
alterations to the buildings.  
 
All flammable materials will be stored in compliance with statutory requirements.  
Woodbridge Town Council has a standalone Fire Policy as directed by the 
Regulatory Reform (Fire Safety) Order 2005.  
 
First Aid 
 
An appointed first aid person and first aid box will be available at the Shire Hall.  Hirers are 
responsible for providing any required first aid cover. 
 
Safety Training 
 
Initial safety awareness for new recruits is undertaken by the Town Clerk as part of 
the induction process. No employee shall carry out his/her duties unless the Town 
Clerk has been satisfied that employees are able to perform the job without risk to 
themselves or others.   
 
Codes of Good Working Practice and Updates on Legislation 
 
These will be issued from time to time. They will be produced following appropriate 
consultations and will be appended to, and form part of this Safety Policy. Current 
appendices cover: 
 

 Appendix A  Control of Substances Hazardous to Health Regulations 
(COSHH) 2002 

 Appendix B  Electricity at work Regulations 1989 
 Appendices C1  C6  European Health and Safety Directive 

 
Machinery, Plant, Lifting Equipment etc  
 



   

The Deputy Town Clerk is responsible for the maintenance and inspection of any 
machinery used by staff such as ladders and lifting equipment.  
 
All items will be regularly inspected, tested and maintained to ensure safe operation 
and use, and suitable documents will be kept to record such inspections.   
 
Contractors 
 

Town Clerk and Deputy Town Clerk to ensure that both the Contractors and 
 

 
The legal obligation of the Council in relation to the Health and Safety aspect of all 
contracts is clear and compliance with the following points will be expected: 
 

 Tender documents will stipulate that all works are to be carried out to a 
safety standard, compliant with current legislation.  

 Each contractor will appoint a competent person to ensure compliance 
with the provisions of the 1974 Act. Contractors will be asked to supply 
Risk Assessments and Method Statements detailing their methods and 
understanding of current legislation.  

 Any safety non-compliance will be brought to the notice of the 
contractor immediately and recorded.  

 Where non-compliance with safety rules could cause danger to any 
person, the contract works shall be suspended until remedial works are 
complete.  

 
Protective clothing 
 
The Council will provide protective clothing and equipment to meet the requirements 
of Section 2 of the 1974 Act. Employees must co-operate by using/ wearing these 
items to enable the Council to comply with the law. Failure to do so may result in 
disciplinary action and could result in prosecution by the Health and Safety 
Executive.  
 
It is the responsibility of the Deputy Town Clerk to ensure protective clothing is 
issued to employees when required. The legal duty of employees to co-operate in 
this area must be brought to their notice.  
 
 

Appendix A 
 
Control of Substances Hazardous to Health Regulations 2002 (COSHH) 
 
Introduction 
 
The Statement of Intent (Section 2 item iv) makes reference to:- 
 

Safe arrangements for the use, handling, storage and transport of articles and 
.  

 



   

This appendix amplifies the Statement in the light of the Control of Substances 
Hazardous to Health Regulations (2002).  
 
1.  The COSHH regulations require the employer to: 
 

 Make an inventory of all substances used by employees during the 
course of their work. 

 Obtain hazard data for all these substances. 
 Assess the risk to health of those employees who use these 

substances. 
 If a risk to health is found to exist then institute suitable control 

measures. 
 Continually monitor the efficiency of these control measures.  
 Keep adequate records of control measures and health checks.  

 
2. Definitions 
 
Substance  
or artificial material whether in a solid of liquid form or in the form of gas or va  
 
Hazard  the hazard presented by a substance is the likelihood that it will cause 
harm in the actual circumstance of use. 
 
3. The Assessment 
 
The assessment of the risk to health from hazardous substances will be the 
responsibility of the Town Clerk.  
 
4. The Control of the risk can take several forms: 
 

 Substitution for a less hazardous substance. 
 The issue of Personal Protective Equipment. 

 
5.  Monitoring and Health Surveillance are on-going activities.  
 
6. Training 
 
There is no specific call for training for these regulations. However, Council 
employees who regularly use or are exposed to hazardous substances such as 
pesticides, herbicides and chemicals should be properly trained.  
 
The Deputy Town Clerk will organise any training where it is felt relevant or a 
member of staff requires it. 
 
7. Employees also have specific duties under the Regulations. These are: 
 

 To use in a proper manner all Personal Protective Equipment issued to 
them.  

 To co-operate with their employer in complying with the Regulations. 
 
 



   

 
Appendix B 

 
Electricity at Work Regulations 1989 
 
These Regulations are designed to protect employees from the danger inherent in, 
and the possible risk of injury from badly managed or unsuitable electrical 
equipment.  
 
The Regulations are complex and of a very technical nature, but in general they call 
for all electrical equipment of whatever voltage to be checked at suitable intervals by 

g 
yearly PAT testing of all electrical appliances by qualified electrical contractors.  
 
Equipment checks and repairs will be carried out by a qualified electrician.  
Regulation No. 16 states: 
 

experience is necessary to prevent danger or, where appropriate, injury unless 
 

 
 
 
Appendix C (1) 
 
European Health and Safety Directive 
 
Management of Health and Safety at Work Regulations 1992 
 
These Regulations apply to almost all work activities and are aimed at improving 
health and safety management. They set out broad general duties which are designed 
to encourage a more systematic and better organised approach toward health and 
safety at work. The regulations require employers to: 
 

 Assess the risks to the health and safety of employees, and to other 
persons not in their employment, arising from the work activities which 
are carried out.  

 Make arrangements for putting into practice the health and safety 
measures that follow on from their risk assessments.  

 Provide appropriate health surveillance for employees where necessary.  
 Set up emergency procedures.  
 Provide employees with information regarding health and safety matters.   
 Ensure that employees have adequate health and safety training 

appropriate to their jobs, and are capable at their jobs to avoid risks.  
 
Employers with five or more employees must record the significant findings of their 
risk assessment, and details of the arrangements for putting their health and safety 
measures into practice.  
 
The Regulations also place duties on employees to: 
 



   

Carry out work activities in accordance with their training and the 
instructions they have received; co-operate with their employer in all 
matters relating to health and safety; and report potentially dangerous 
situations.   

 
 
Appendix C (2) 
 
Workplace (Health, Safety and Welfare) Regulations 1992 
 
These regulations aim to ensure that workplaces meet the health, safety and welfare 
needs of each member of the workforce. Employers must ensure that any workplace 
within their control complies with these Regulations.  
 
General requirements are set out in four broad areas:  
 

 Working environment 
 Safety 
 Facilities 
 Housekeeping 

 
 
Appendix C (3) 
 
Provision and Use of Work Equipment (PUWER) 1998 
 
The prime objective of this set of Regulations is to ensure the provision of safe work 
equipment and its safe use. The Regulations are designed to pull together the laws 
governing equipment used at work, by placing general duties on employers, and by 
listing the minimum requirements for work equipment to deal with selected hazards 
whatever the industry.  
 

machines of all kinds.  
 

stopping, repairing, modifying, installing, dismantling, programming, setting, 
transporting, maintaining, servicing and cleaning.  
 
The general duties of these Regulations require employers to: 
 

 Ensure work equipment is suitable for the use that will be made of it 
 Take the working conditions and related hazards into consideration 

when selecting equipment 
 Ensure equipment is used only for operation which, and under conditions 

for which, it is suitable 
 Maintain equipment in an efficient state, in efficient working order and in 

good repair 
 Provide adequate information, instruction and training in the use of the 

equipment 
 



   

 
Appendix C (4) 
 
Personal Protective Equipment at Work (PPE) Regulations 1992 
 
These Regulations set out principles for the selection, provision, maintenance and use 
of personal protective equipment (PPE). PPE is defined as all equipment designed to 
be worn or held in order to protect against a risk to health and safety.  
 
The Regulations stress that PPE should only be relied upon as a last resort. 
However, where risks cannot be adequately controlled by other means, employers 
have a duty to ensure suitable PPE is provided.  
 
Employers have duties under the Personal Protective Equipment at Work Regulation 
to: 
 

 Assess the risks and the PPE which is intended to be used, to ensure 
that it is suitable 

 Maintain, clean and replace PPE as necessary 
 Provide storage for PPE when not in use 
 Provide training, information and instruction in the correct use of PPE, 

and how to look after it.  
 
 
 
Appendix C (5) 
 
Manual Handling Operations Regulations 1992 
 
The incorrect handling of loads causes large numbers of injuries and can result in pain, 
time off work and even permanent disability. Manual handling operations which may 
cause injury at work include not only the lifting of loads but the lowering, pushing, 
pulling, carrying or moving them by hand or other bodily force.  
 
The manual handling Operations Regulations outline a clear hierarchy of measures 
which should be followed: 
 

 Avoid hazardous manual handling operations where reasonably 
practicable  by redesigning the task or mechanising the process; 

 Make a suitable and sufficient assessment of any hazardous manual 
handling operations that cannot be avoided, consider the weight, size 
and shape of the load; the way the task is carried out; the working 
environ  

 Reduce the risk of injury so far as is reasonably practical, consider the 
provision of mechanical assistance but where this is not practical explore 
improvements to the task, the load and the working environment.    

 
 
 
Appendix C (6) 
 



   

Health and Safety (Display Screen Equipment) Regulations 1992 
 
These Regulations were brought in to cover a new area of work activity for the first 

habitually uses display screen equipment as a significant part of their normal work.  

day.  
 
Work with display screen equipment is generally not high risk and most associated 
health problems do not arise directly from the display screen themselves but from the 
way in which they are used. These problems can be overcome by good ergonomic 
design of equipment, furniture, the working environment and the task performed.  
 
Health problems associated with the use of display screen equipment include: 
temporary visual fatigue, headaches, aches and pains in the wrists, arms, neck, 
shoulders or back (musculoskeletal system) and stress.  
 
Employers have duties under the Display Screen Equipment Regulations to: 

health and safety risks to which they are exposed:  
 

 Ensure that workstations satisfy minimum requirements which are set for 
the display screen, keyboard, desk and chair, working environment and 
task design and software.  

 Plan display screen equipment based work so that there are breaks or 
changes in activity.  

 Provide a free sight test once a year and provide a contribution towards 
lenses where needed to carry out display screen equipment work.  

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Item 14
To agree the advertisement and person specification for the Town Clerk position 

The Staffing Committee have reviewed the advertisement and person specification and 
recommend their approval by the Full Council, and the placing of the advertisement 
with a closing date of 20th August. 

Members are recommended to agree the advertisement, person specification, and 
placing of the advertisement on the SALC and SCC job boards with a closing date of 20th 
August 
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WOODBRIDGE TOWN COUNCIL 
 

APPLICATION PACK 
TOWN CLERK & RESPONSIBLE FINANCIAL OFFICER 

 
 
Woodbridge Town Council  Town Clerk and Responsible Financial Officer Vacancy 
 
We are seeking an organised and community aware person to be responsible for the day to day 
management of the Town Council in this historic waterfront market town. You will be accountable for all 
relevant statutory duties as well as meeting the objectives set by the Council. The position is for 37 
hours per week and based upon NJC pay scales for SCP 37 to 41 (£40,876 to £44,863) depending on 
qualifications and experience, plus contributory membership of the Local Government Pension 
Scheme. 

The ideal candidate will be a CILCA qualified Clerk, although consideration will be given to applicants 
who can demonstrate relevant experience and who are willing to work towards the CILCA qualification. 
The successful candidate must have good leadership and interpersonal skills in order to guide the 
council in its decision-making process and demonstrate the ability to manage and develop a small team 
of council staff. Core duties will include preparing agendas and reports, taking minutes, managing staff, 
maintaining financial records including VAT returns, property/land management .and event 
organisation. 

The job description and application pack can be downloaded from www.woodbridge-suffolk.gov.uk or 
requested by email from townclerk@woodbridge-suffolk.gov.uk  
 
Closing date for applications: 9am on 1st September 2021 
 
 

Contents: 
 

1. Short Summary of the Council 
2. Application Process 
3. Selection Process 
4. Job Description 
5. Person Specification 
5. Terms and Conditions 
6. Application Form 
7. Equal Opportunities Monitoring Form (Optional) 
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1. Short Summary of the Council 
 

Woodbridge Town Council has sixteen elected members who serve for a four-year 
term.  

 
Full council meetings are held generally on the third Tuesday in the month. The public 
and press can and do attend all council meetings during which there is an opportunity 
to speak during the democratic thirty minutes. 

 
When required, Committee meetings are held on Mondays and Tuesdays throughout the month. 

 
Committees: Planning, Finance, Staffing, Climate & Ecological Emergency, Amenities, 
Highways and Transport, and Emergency Response Group. 

 
All meetings are held in the Shire Hall (covid guidance permitting). 

 
Woodbridge Town Council is responsible for: 

 
 Kingston Field Recreation Area/Play Area (as Custodian Trustees) 
 Fen Meadow Open Space/Play Area 
 Elmhurst Park and Play Area (as Custodian Trustees) 
 Broomheath Open Space 
 Whisstocks Place Open Space 
 Fitzgerald Green Open Space 
 Tide Mill Quay 
 Quaker Burial Ground 
 The Shire Hall 
 The Tide Mill (as Custodian Trustee) 
 The Community Hall 
 The New Museum, Art Group, and Community Boatshed Buildings 
 Allotments and the Thursday Market. 

 
The Council has a team of four employees working to support the above. 

 
Information on the current Council members can be found here Councillors (woodbridge-
suffolk.gov.uk) 

 
The Scheme of Delegation can be accessed showing the current structure and 

decision-making ability of committees.  
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2. Application Process 
 
 

The application form must be completed and submitted electronically to the 
 wtcrecruit@hotmail.com 

 
The equalities monitoring form should similarly be completed and submitted 
electronically to a separate email address  wtceo@hotmail.com 
 

 
 

You must include in your application information which: 
 

 Sets out how you meet the person specification 
 Gives clear examples of your previous achievements which link directly to the areas 

of responsibility in this post 
 Demonstrates the qualities you would bring to the role of Town Clerk & 

Responsible Financial Officer in Woodbridge 
 
 

Please Note: 
A CV is not required. 

 
 

Your application must be returned by email no later than noon on 9am on 1st September 
2021. 

 
 

Canvassing of any Officer or Councillor involved in the selection process will disqualify you 
from being   appointed. 
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3. Selection Process 
 

Selection of candidates for interview will be by all Councillors using a points-based scoring of 
redacted (to exclude any reference, however oblique, to age, sex or name of previous 
employers) application forms.  The formal selection process will be by interview. Dates will be 
advised in due course. 

 
References 

 
Formal references will be taken up prior to interview (unless the applicant requests otherwise 
when they will be taken up prior to an offer of employment). 

 
Expenses 

 
Travelling expenses will be paid on the basis of standard class rail travel to the 
interview or car mileage at the rate of 40.0p per mile. Claims must be in excess of 25 
miles in total (mainland UK only). 

 
Any shortlisted candidate who withdraws without good reason will not be reimbursed 
travel subsistence or other expenses other than at the discretion of the Council. 

 
Candidates requiring Adjustment of, or support for, the Interview Process 

 
Any candidate invited to interview who may require adjustment of, or support for, 
their interview should please contact the Clerk / Chair of the Council, in confidence 
so that reasonable adjustments can be made to the recruitment process. 

 
Final Selection 

 

interview.  Unsuccessful candidates will be advised by email. 



 

4. Job Description 
 

Overall Responsibilities: 
 

The Clerk to the Council will be the Proper Officer of the Council, and as 
such is under a statutory duty to carry out all the functions, and in particular 
to serve or issue all the notifications required by law of a local  
Proper Officer. 

 
The Clerk will be totally responsible for ensuring that the instructions of 
the Council in connection with its functions as a Local Authority are 
carried out. 

 
The Clerk is expected to advise the Council, and assist in the formation 
of, overall policies to be followed in 
and in particular to produce all the information required for making 
effective decisions, and to implement constructively all decisions. 

 
The Clerk will be accountable to the Council for the effective 
management of all its resources and employees and will report to them as 
and when required. 

 
The Clerk will help establish and sustain a positive relationship between the Council 
and the community. 

 
The Clerk is also the Responsible Financial Officer (RFO), and therefore 
responsible for all financial records of the Council and is responsible for 
the careful administration of its finances. 

 
Specific Responsibilities: 
 

1. To ensure that statutory and other provisions governing or 
affecting the running of the Council are observed. 

 
2. To be familiar with and to advise upon the Standing Orders. 

 
3. To be the first point of contact for Council members with regard to all Council 

matters. 
 

4. 
Contractors, including managing the delivery of services and 
fulfilment of service level agreements, as well as all financial aspects 
of these contractual relationships. 

 
5. To prepare, in consultation with appropriate members, agendas 



 

for meetings of the Council and its Committees. To attend such 
meetings or ensure that such meetings are Clerked and the 
minutes prepared for approval. 

 
6. To ensure the confidentiality of those Council matters which are 

not in the public domain; to ensure  compliance with the General 
Data Protection Regulations, Data Protection and Freedom of 
Information Acts. 

 
7. As RFO, to manage the finances of the Council, including: the 

preparation of annual budgets; the monitoring and balancing of the 
Councils accounts; the maintenance of all records including, those 
for audit, VAT and income tax purposes; the processing and issuing 
of invoices; receipt of payments due to the Council; payment of 
wages and statutory deduction schemes; implementation of 
systems of internal financial control. To receive and report in 
respect of goods and services to be paid for by the Council and to 
ensure such accounts are met in accordance with the policies of the 
Council.

 
8. 

contracts, ensuring that the procedures  followed are strictly in 
accordance with the Standing Orders of the Council and its 
Financial Regulations. 

 
9. To ensure that all decisions of the Council, its Committees 

and Sub-Committees are carried out promptly and accurately. 
 

10. To receive correspondence and documents on behalf of 
the Council, and to deal with the correspondence or 
documents or bring such items to the attention of the 
Council. To issue  correspondence as a result of the 
instructions of, or the known policy of the Council. 

 
11. To evaluate reports and other data on activities of the Council and 

on matters bearing on those activities. Where appropriate, to 
discuss such matters with administrators and specialists in 
particular fields and to produce reports for circulation and discussion 
by the Council. 

 
12. To ensure that the Councils obligations for risk management 

including risk assessments are properly met and where necessary 
risks are properly insured. To arrange risk assessments and other 
health and safety obligations to be conducted. 

 



 

13. To issue notices and prepare agendas and minutes for the annual 
Meeting called by the Chairman of the Council and to attend such 
assemblies. 

 
14. To advise the Council on the practicability of its proposals: to draw 

up details of, and manage, ad hoc projects requested by the 
Council, drawing on appropriate expertise as required: to advise the 
Council of the implications of policies. 

 
15. Overall management responsibility of staff in keeping with the 

policies of the Council and to undertake all necessary activities in 
connection with the management of all salaries, conditions of 
employment and work of other staff. 

 
16. To monitor the implemented policies of the Council to ensure 

they are achieving the desired result and where appropriate, 
suggest modifications. 

 
17.To support Councillors in their duties and to act as a representative 

of the Council as required: to build  effective relationships with the 
public, other local authorities and outside bodies and organisations 
including the media. 

 
18. To prepare, in accordance with the Communication Policy, press 

releases and response to enquiries from the media about the 
activities and decisions of the Council. 

 
19. To promote the Council through its website and to ensure 

information is regularly and accurately updated. 
 

20. lands, 
premises and allotments and the maintenance of all appropriate 
records, including its financial management; to advise the Council 
on  charges and any other matters that effect the running of the 

llotments. 
 

21. To maintain all deeds, leases contracts and other legal or 
confidential documentation appertaining to the Council in a safe 
and  secure manner. 

 
22. To supervise any other members of staff as their line manager in 

keeping with the policies of the Council and to undertake all 
necessary activities in connection with the management of 
salaries, conditions of employment and performance of other 
staff. 



 

 
23. T  and lands are maintained 

to a high standard. 
 

24. To maintain such records and systems as are necessary for the 
effective administration of the affairs of the Council. 

 
25. To attend training courses or seminars on the work and role of the Clerk as 

required by the Council. 
 

26. To continue to acquire the necessary professional knowledge 
required for the efficient management of the affairs of the Council. 
Suggested membership of the Society of Local Council Clerks is 
recommended but not required. 

 
27. To work towards the achievement of the status of Qualified 

Clerk as a minimum requirement for effectiveness in the 
position of Clerk to the Council. 

 
28. To attend the Conference of the National Association of Local 

Councils, Society of Local Councils Clerks, and other relevant 
bodies, as a representative of the Council as required. 

 
29. To prepare regular performance reviews to be monitored by the Councils 

Staffing Committee. 
 

30. To prepare and conduct annual Appraisals of other Employees in 
conjunction with the Councils Staffing Committee. 

 
31. To act as Clerk to the Elmhurst Park and Kingston Field Charities. 
 
32. Any other duties commensurate with the post, as notified and agreed by the 

Council. 
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6. Application Form 
 

CLOSING DATE: 9am 1st September 2021 
 

WOODBRIDGE TOWN COUNCIL 
 

Application for Town Clerk 
 
This form must be completed and submitted using Word or compatible software 

Your details 
 
Name: 
 
Address: 
 
Postcode: 
 
Phone: 
 
Email: 

Education and training 
Please give details: 

 
 
 

Qualifications 
Please give details: 

 
 
 

Employment history 

Your current or most recent employer 
 
Name of employer: 
 
Address: 
 
Postcode: 
 
Job title: 
 
Pay: 
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Length of time with employer: 
 
Reason for leaving:  
 
Duties:  
 

 
 
 

 

Previous employers (from 2005 onwards) 
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.  If 
there are significant gaps in your employment history please explain those gaps. 
 

 
 
 

Supporting statement 
Please tell us why you applied for this job and why you think you are the best person for the job.  
Applicants will be shortlisted against this statement.
 

 
 
 

Interview arrangements and availability 
If you have a disability, please tell us if there are any reasonable adjustments we can make to help you 
in your application or with our recruitment process. 
 

 
 
 

 
Are there any dates when you will not be available for interview? 
 

 
 
 

 
When would you be able to start working for us? 
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Right to work in the UK 
Do you need a work permit to work in the UK? Yes / No 

References 
Please give the names and contact details (including business/home and email addresses and 
telephone numbers) of 3 who we can ask to give you a reference.  One should be your current or most 
recent employer.  We may ask them before an employment offer is made.  We will not ask your current 
employer until we get your permission.  

Referee 1 This MUST be your current or most recent employer 

 
 
 

Referee 2 This MUST be a different employer (If you have been in the same organisation for the 
poast ten years this can be a different manager with whom you have worked) 

 
 
 

Referee 3 This can be a personal referee, perhaps someone with whom you have worked on a 
voluntary activity 

 
 
 

 

Declaration 
I confirm that to the best of my knowledge the information I have provided on this form is correct and I 
accept that providing deliberately false information could result in my dismissal. 
 
Name: 
 
Signature: 
 
Date: 
 

 
 

  



   

Item 15
To form a working party to make recommendations to Full Council on Foreshore 
matters 

With the completion of the lease of the whole of the foreshore adjoining Whisstocks to 
the Town Council, together with the Tide Mill Pond, members need to consider 
administrative matters including the potential to grant sub-leases. 

The proposal is to form a small Working Party, to include representatives from other 
interested parties, to consider issues related to the foreshore and make 
recommendations to the Town Council. 

Members are recommended to form a Working Party to make recommendations to Full 
Council on foreshore matters and to nominate Members to that Working Party. 

 

Item 16 
To form a working party to review future administration accommodation requirements. 

less need to provide office accommodation for all staff, and the ability to use more 
appropriate (post-covid) accommodation for Council and Committee meetings. 

This proposal is to form a working party to review future administration 
accommodation requirements, and Members are recommended to agree to form a 
Working Party and to nominate Members to serve on that Working Party. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

Item 17
To receive quotations for new play equipment at Kingston Field and appoint a 
contractor. 

Members will recall that they agreed to seek quotations for new play equipment at 
Kingston Field.  There has been considerable interest and a number of alternative 
schemes, all within the agreed £89,000 budget, have been submitted.  The full 
submissions have been uploaded and circulated separately, but the below provides a 
summary for consideration.  

Officers met with four interested parties at the Kingston Field play area and discussed 
the Councils requirements based on minute 36 from the AGM,  

TO AGREE TO PUT THE UPGRADE OF KINGSTON FIELD PLAY AREA ONTO THE 
CONTRACTS FINDER WEBSITE 

supplement and enhance the existing play area with new equipment including accessible 
 

The advert on the Contracts Finder website asked for quotations to include one large 
item of play equipment, and then smaller items focussing on accessible and sensory 
needs. In discussions with potential contractors, it was felt that a boat/ pirate ship 
themed item of play equipment would be a natural fit for the area (the masts of boats 
stored at Deben Yacht Club can be cleared seen from the play area), whilst contractors 

 

All quotes will see the removal of the existing metal frame tractor to make space for 
the new pirate ship. It is then expected that the accessible play equipment will be 
installed close to the main entrance, where the new footpath will enter the playground.  

The document overleaf provides a summary of each submission, with a summary visual 
for each potential contractor also shown.  

Members are recommended to choose a scheme and appoint that contractor.  N.B. It 
is neither cost-effective nor  
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