28th February 2022
To Members of Council
You are hereby summoned to a MEETING OF COUNCIL to be held on
Monday, 7th March 2022 at 7.30pm at St Laurence Church Hall, The Shambles,
Stroud, GL5 1AP to conduct the following business.

Helen Bojaniwska
Town Clerk
COVID-19 PRECAUTIONS - please see attached risk assessment and
instructions for attendance at this meeting.
AGENDA
1. To receive apologies
2. To receive declarations of interest or requests for dispensations
3. To fill 2 vacancies on the Consultations and Highways Committee
4. To fill 1 vacancy on the Finance and Policy Committee
5. To approve the minutes of the meeting of 17th January 2022 previously circulated
6. To receive the Mayor’s remarks
7. To receive questions from members of the public
8. To receive brief verbal reports from District and County Councillors
9. To receive the Clerk’s Report (for information only)
10. To receive a presentation on designs for the Subscription Rooms square and
approve a community engagement plan
11. To approve a statement on the war in Ukraine
12. To approve payments from January 2022 as recommended by the Finance and
Policy Working Group
13. To approve an updated risk assessment as recommended by the Finance and
Policy Working Group
14. To approve an updated Complaints policy as recommended by the Finance and
Policy Working Group
15. To approve an updated Publication Scheme as recommended by the Finance and
Policy Working Group
16. To review a list of the Council’s Direct Debits and Standing Orders as required by
Financial Regulations
17. To approve the civic calendar for 2022-23
18. To approve an updated Staff Handbook
19. To approve a statement supporting further research on a proposal by Cotswold
Canals Trust to develop a scheme for transferring excess water through the canal
system to the south-eastern part of England.
20. To consider signing the Gloucestershire Armed Forces Community Covenant
21. To approve a Public Path Creation Agreement for land at the Long Ground

Thanet House, 58 London Road, Stroud, Gloucestershire GL5 2AD
Email: council@stroudtown.gov.uk web:www.stroudtown.gov.uk
tel: 01453 762817 fax:01453 753390

22. To receive Working Group reports, previously circulated, as follows:
Environment:
Consultations & Highways:
Finance and Policy:
Regeneration:

25th January 2022
7th February 2022
14th February 2022
17th February 2022

Members are reminded that the Council has a general duty to consider the following matters
in the exercise of any of its functions: Equal Opportunities (age, race, gender, sexual
orientation, faith, marital status and disability); Crime and Disorder (Section 17); Health and
Safety; and Human Rights.

Clerk’s report for Council 7/3/2022
Recruitment update
We are interviewing for our new Project and Administration Assistant post this week.

Levelling Up Fund
Work is progressing well on several projects for potential inclusion in Stroud District
Council’s bid. Although the government has now published the Levelling Up White
Paper as yet there is no news on the next round of the Levelling Up Fund.

Gloucestershire County Council street parking review
Ally and I met with Gloucestershire County Council officers to receive an update on
the consultation in residential areas. Consultations will continue in those areas where
there is majority support for the introduction of permits and GCC officers have
agreed to meet with residents in those areas most opposed to the idea.
They also attended the Regeneration Working Group meeting on 17/2/2022 to talk
about the town centre consultations. There is now a consensus that we need a
review taking a holistic approach to all parking requirements and spaces in the town
centre.

Covid-19 risk assessment
Thankfully, case numbers in Stroud and nationally are now falling. Following the
changes to the government regulations and guidance, the risk assessment for staff
has been reviewed and updated, but no major changes have been made. Work is
progressing well on the move to the upper floors, which will enable us to make more
space for committee meetings, which could potentially resume in May. I will include
an item on the agenda for the Council meeting pm 25/4/2022 to review the current
meeting arrangements and delegation of powers.
Other than the discontinuation of the requirement for Track and Trace, no changes to
the assessment for Council and Committee meetings is proposed. Councillors are
again kindly requested to please wear masks. District and County Councillors may
submit their Council reports in writing to cut down the length of the meeting.
The postponed Christmas meal was rearranged and took place at the Subscription
Rooms today. We also took the opportunity to celebrate 30 years' service for both
Sheral (Assistant Clerk) and Rob (Green Spaces Assistant), who have both been
with the Council from not long after it was created in 1990.

Festival of Geology
Ranger Pete, in partnership with The Museum in the Park, Gloucestershire Geology
Trust, and Cheltenham Mineral & Geological Society, organised a geology festival at
the Sub Rooms on 26/2/2022. The event was very well received and attracted lots of
visitors.

Library relocation consultation
Gloucestershire County Council are consulting on relocating Stroud library to the
Five Valleys Shopping Centre adjacent to the new GP surgery and situated on the
lower ground floor.
There is online survey.
Four public engagement events will be held:
•
•

Stroud Library - Friday 4 March 4.30pm-6.30pm and Thursday 7 April
10am–12noon
Five Valleys Shopping Centre - Wednesday 9 March 12noon–2pm and
Saturday 19 March 10am–12noon

I understand that there are plans to consult with the Town Council – more
information to follow.

Stroud District Council – Canals strategy
A consultation has started on the new SDC strategy for the canals. The Mayor and
Council officers are attending workshops this week. Paper copies of the consultation
documents are available at the office.
Helen Bojaniwska
Town Clerk
28th February 2022

Town Square Project - Consultation Plan
By Chris Woolner and Marianne Sweet - March 2022

1. Key messages – How do we explain the project to people?
2. Scope – What are the aims of consulting? What are we asking? What are we
telling? What is our approach
3. Methods – How are we communicating and consulting?
4. Stakeholders – who are we asking?
5. Schedule – When are we communicating and consulting?
1. Key Messages
Our explainer text:
The Town Square Project is a proposal being put forward by Stroud Town Council for
inclusion in a bid by Stroud District Council to the Levelling Up Fund. The bid is due to go in
in 2022.
The aim of the project is to significantly improve the area at the front of the Subscription
Rooms creating a better Town Square.
We have ideas about what “better” might look like by studying the use of the area and talking
to various groups of people. We have taken these ideas to a Landscape Architect and asked
them to work up a design concept. Now we want to check those ideas with the public and
get their opinions on priorities within the design. This includes specific feedback on choices
of trees. More urban trees are part of the current concept.
2. Scope
The first aim of the consultation is to show and explain the designs we have worked up so
far. To answer questions about why we have made certain design choices to date and
broader “why?” questions about the approach we have taken.
Q1 will be

Q2 will be

“How do you feel about these designs?”

a blank text field to give opinion and ask questions

Q3 will be a prioritization question to put things outcomes given in the design brief in order
of importance. There will also be an option to suggest an outcome that hasn’t been given
as an option. These are as follows;
Better seating
A better place for nature and wildlife
A nicer-looking public space
Improved accessibility
A better outdoor café offer
A better place to socialize
More trees and plants
A better place for public gatherings and events
A more sustainably designed space

Q4 will be to pick a preferred species of tree for the scheme. We will present 4-6 species
that are all suitable for the design and give their key attributes. E.g. their shape size and
colour, what type of shade they offer. How good they are for biodiversity, how tolerant they
are to climate change etc. We will present this in a “Top Trumps” style. (using “Top Trunks”)
to make it a more engaging process for a wider audience.
These are rough examples. The final designs are being worked on.

3. Methods
The following are our main methods of consultation. We may add more if further groups are
identified that can’t be reached by these methods.
Online. We are using a specialist online platform for “citizen engagement” called
Commonplace https://www.commonplace.is/ Marianne and Chris have been trained to use it.
They will put together the consultation page that hosts the following:
•
•
•
•
•
•

A brief text explainer
Video explainers from partners including Cllr Parkes and Cllr Cranston. Also
the Architect.
A 3D flythrough video of the project
Links to full set of concept sketches
Before/after pics
Consultation questions (see prev)

Screenshot from Commonplace -

Consultation Event. This will be on Saturday April 2 at the Sub Rooms. Press releases will
be put out along with posters and SM to advertise it. It will essentially be a “real-world”
version of the Commonplace site with information boards and video screen. We will ask the
same consultation Qs. Chris Woolner (PM) and James Hallybone (LA) will run the event. We
may ask other Councillors and staff to be on hand on the day to talk to the public.
Face-to-face. We will show and discuss plans directly with surrounding business and other
specific groups.

4. Audiences
Our primary audience is “people who use the square”. This is further subdivided into the
groups who use it for the various functions it currently has or have specific needs that should
or could be met by a new scheme. This includes:
Shoppers, businesses, tourism operators, café users, skateboarders, event
organisers, groups likely to use the space for gatherings and protest. Younger people
including skateboarders, markets, School age children, community groups, special
interest groups.
Our approach for audience engagement will be to proritise pulling people into either Online
or the Event. For those that we can’t we will spend time on face-to-face in a format that work
for them. This will be different for each audience. It could be an assembly presentation to a
school, a zoom meet for a historical organization or a chat on the forecourt to some
skateboarders.
More work is needed to identify and plan face to face engagement although time has been
allocated for it.

5. Schedule

Key dates
•
•
•

Consultation runs from 21 March to 29 April.
Consultation Event Sat 2 April
Face-to-face planned for post Event through April.

Statement on the War in Ukraine
Motion proposed by Cllr Kevin Cranston:
That Stroud Town Council resolves to issue the following statement and to write to the MP
for Stroud.
Stroud Town Council stands in solidarity with the people of Ukraine and condemns
the Russian invasion of their country. We call on the UK government to put in place
stringent and effective sanctions against the Russian state.
We call on the UK government to open our borders and waive visa requirements for
Ukrainian refugees seeking sanctuary, making it safe and legal for them to travel to
this country. Stroud has a strong history of welcoming refugees and we believe that
Ukrainians fleeing the war in their country would find a warm welcome in our town.
This crisis has highlighted serious issues with UK policy on refugees, so we call for
an urgent review of the Nationality and Borders Bill and current Home Office policy,
which prohibit the protection of those forced to flee for their lives.

List of Payments made between 01/01/2022 and 31/01/2022
Date Paid
04/01/2022
04/01/2022
07/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
10/01/2022
12/01/2022
14/01/2022
17/01/2022
17/01/2022
17/01/2022
18/01/2022
18/01/2022
19/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
20/01/2022
24/01/2022
24/01/2022
25/01/2022

Payee Name
SDC
Facebook Ireland Ltd
Allstar Business Solutions Ltd
Dale Camps
A&P Facilities Ltd
Alan Price
Cotswold Vale Refrigeration Lt
Cotswold Vale Refrigeration Lt
Damselfly Communications Ltd
DENIS BROWN & SON (Nailsworth)
EDF Energy
E.ON
ERMIN PLANT LTD
HHGL Limited
JAMES & OWEN LTD
MIW Water Cooler Experts
Nadja Gajadharsingh
Play Gloucestershire
Somerset County Council
Thirsty Work Ltd.
Travis Perkins Trading Co Ltd.
Top of Town Toddlers
NALC
Payroll
Ecotricity
SDC
Amazon EU
Value Products Ltd
Value Products Ltd
Renault Finance
Haymarket Media Group Limited
HHGL Limited
ITEC Support Ltd
LeopardPress.com
Lister Wilder
National Federation of Cemeter
Smiths (Gloucester) Ltd
Stroud Alarms Fire and Securit
Stroud Parish Churches
Stroud Parish Churches
LGPS
HMRC
SGW Payroll Ltd.
SDC
Ecotricity

Reference Amount Paid
Transaction Detail
DD
374.00 Rates 58a and 58b
FCR2
9.92 Job advert CDO
9373
253.83 Fuel charges
BACS
17.63 Travel expenses
1553
360.00 Key holding Libbys Drive
1098
2010.00 Grave diggings fees Nov
78.00 Testing air conditioning
5992
6060
78.00 Air conditioning check
1221
2245.00 Media consultancy
42.19 Site materials
2083
644B
0.11 Final electricity 58b
8990
194.02 Final electricty 58a
2932
61.56 Manual post puller
9999
21.50 Compact socket set
7998
111.84 Stationery
5911
150.00 Sanitisation water dispenser
127
280.00 Fundraising services Dec
212
3745.44 After school play sessions
63.60 Nox tubes Nov
2696
3140
4.80 Water cooler rental charges
Z051
12.66 Site materials
1
1000.00 Transfer of funds held
3039
38.93 Levelling up the Environment
DD
17719.60 Payroll Jan
6887
206.91 Gas Thanet House
1068.00 Rates cemetery and libbys
DD
7884
29.99 Pavement display A-board
6053
15.12 No dogs in playground sign
35.28 No dogs in playground signs
8239
5252JAN
30.00 Battery hire for Renault
6404
315.00 Horticulture Week 1 year sub
15
31.80 Gardening gloves
3644
524.41 IT services
8629
155.56 Purchase order books x5
4440
228.90 Starting fault on Kubota
2082
10.00 Subscription 2022
1425
18.60 Recycling rental Libbys
7270
102.00 Out of hours call out Libbys D
637
85.00 Church hall hire Jan
641
315.00 Church hall hire meetings 2021
BACS
5659.56 Pensions Jan
BACS
5054.72 PAYE/NIC Jan
1665
65.28 Payroll month 10
DD
624.00 Rates Thanet House
5366
390.90 Electricity Libbys Drive

Date Paid
25/01/2022
25/01/2022
25/01/2022
25/01/2022
25/01/2022
26/01/2022
26/01/2022
28/01/2022

Payee Name
Ecotricity
Ecotricity
Lister Unified Communications
Ecotricity
Ecotricity
EE Ltd
Fully Europe BVBA
Konica Minolta Business Soluti

Reference Amount Paid
Transaction Detail
5386
128.44 Electricity Thanet House
5907
73.62 Electricity Thanet LLS
8958
97.18 Mobile phone charges
5375
74.92 Electricity Thanet House
5911
200.49 Electricity LLS Thanet House
6687
35.80 Mobile phone charges
728
752.99 Standing desk
9933
89.14 Photocopier

RISK ASSESSMENT AND MANAGEMENT REVIEW February 2022

RISK RATING
Likelihood
1
2
3
Area

Assets

Assets

Assets

Assets

Assets

Assets

Assets

Risk

Severity
1
1
2
3

Column1
2
2
4
6

Column2
3
3
6
9

LEVEL
BEFORE
likelihood

LEVEL
BEFORE
severity

OVERALL
RATING

Accidental damage to physical assets cost of repair and replacement
2

3

6

3

2

6

2

2

4

1

3

3

3

3

9

3

3

9

Insecurity of buildings, equipment etc.

Inadequate maintenance of buildings

Property rights

Inadequate maintenance of boundary
walls
Asset transfers

Tenants
3

Assets

Data protection
Finance

Finance

Finance
Finance

Finance

Action to reduce risk to as low as reasonably practicable

2

6

NEW masonry issues at Subscription
Rooms

Breach of data protection legislation. (New
GDPR legislation May 2018)
Banking failure

3

3

9

3

2

6

1

3

3

Consequential loss

Loss of cash (fidelity insurance)
Dishonesty or errors in financial
procedures

Lack of compliance with Customs and
Excise

2

3

6

1

2

2

1

3

3

2

2

4

Building and contents insurance reviewed annually. Value increased
annually by inflation. 28/04/14: Council reviewed and approved
decision not to insure play equipment. Building insurance values
reviewed by qualified surveyor 2016. Subscription Rooms was added
28/3/2019 and a building valuation was completed to establish rebuilding
cost as required by insurance company.
Office and depot alarmed. Equipment kept secure when on site.
Business continuity plan adopted 2015. 2021 Intruder alarm at Thanet
House connected to monitoring system to provide additional protection
when unoccupied.
Thanet House re-surveyed in 2011. Urgent work done. Further works
carried out in 2013-14; Budget provision made for regular maintenance.
Lansdown Hall (under management of working group) closely monitored
and repairs carried out as necessary. Sheds,shelters inspected at least
annually. Records of maintenance kept on file. Survey of Thanet House
commissioned January 2016.
Dispute with neighbour regarding access for maintenance and license
for services at Thanet House potential impact on value and saleability of
property. Court action not required.
Walls surveyed in 2017. Significant works required. Tenders for works
going out 2018 and Public Works Loan sought to enable work to go
ahead. Main works completed and register of walls set up.
Potential for acquisition of additional financial and legal liabilities in
connection with the transfer of assets from other councils. Depending on
the type of asset suitable and appropriate advice and reports sought
from, for example: structural engineers, health and safety and HR
advisors, solicitors, accountants and insurers.
Risk of financial failure of tenants of community buildings (Lansdown
Hall and the Subscription Rooms) resulting in early termination of
leases, reputational risk to Council, and impact on staff capacity. There
could be a need to take urgent possession of the properties and ensure
their safety and security, which would have cost implications.
Falling masonry presents significant risk of harm to the public. Structural
engineer contracted to provide report and advise on safety measures.
High risk areas fenced off with appropriate signage. Specialist
construction lawyer appointed to investigate liability for repairs.

Potential fines for breaches of data protection legislation. Deputy Clerk
attended training. GDPR policies adopted.
Current account banking with Lloyds TSB; Deposit moved to Nationwide
after advice. Additional account opened 2016 with PSDF.
Insurance cover to provide new working space. Important records in
fireproof safe. Minutes from 1990 to 1999 forwarded to County
Records. Minutes from 1999 to 2003 have been copied to disc. Backup system for documents from 2003 to date. Minutes converted to pdf at
the end of each year. Business continuity plan adopted 2015
Cover at £250,000 reviewed annually. Increased to £1m 2017
Authorisation of payments separated from execution. Purchase Order
system. Two cllr signatures on cheques. Transaction limit on debit card
use. Quarterly Cllr review of procedures. Independent internal auditor
appointed annually. Electronic payments and suitable policies and
procedures put in place 2020.
Included in computer accounting package. Advice of specialised
accountant available when needed.

LEVEL
AFTER
likelihood

LEVEL
AFTER
severity

2022 updates
OVERALL
RATING2
RECOMMEND: update insurance valuations on
Lansdown Hall and Thanet House

1

2

2

1

2

2

1

1

1

1

2

2

1

1

1

1

2

2

3

2

6

1

3

3

1

2

2

1

2

2

1

3

3

1

1

1

1

2

2

1

1

1

UPDATE: Intruder alarm system at Thanet House
extended to include upper floors. Security company
contracted as keyholders for depot and office to
provide call out service for alarm activations.
UPDATE: Some maintenance work planned at Thanet
House February 2022 - decorating, repairs to fittings in
flats.

UPDATE: Parliament Street wall to be progressed 2022.
Rebuild redesigned to minimise disturbance to burial
ground.
UPDATE: Transfer of the Leazes in progress 2022.
Surveys of walls completed and high risk areas
excluded from transfer. Solicitor appointed to advice on
transfer terms.
UPDATE: COVID-19 continues to place significant
financial pressure on community organisations that
were impacted by enforced closures and continued
impact on sales. Government support many not be
enough to keep them solvent. Mitigation: Council staff
continuing to maintain close contact with tenants.
UPDATE: Council agreed to fund repairs in the absence
of a viable case for legal action. Fencing remains in
place.

UPDATE: interest rates remain very low as a result of
the economic downturn arising from the coronavirus
pandemic.
ACTION: Business continuity plan to be reviewed. outstanding. ACTION: take out Cyber Insurance cover outstanding

RECOMMEND: make sure internal checks are brought
up to date urgently. Limited contact because of COVID19

Finance

Finance
Finance
Finance
Finance

Inadequate budgeting pre-precept

Finance
Finance
Finance

Unauthorised borrowing
Lack of proper independent internal audit
Loss of accounting records
Inadequate Standing Orders and Financial
Regulations
Inadequate monitoring of expenditure
Payments not legally compliant
Improper use of grants and S137

Finance

Improper management of investment

Finance

Finance

Liability

Impact of economic downturns on
investments

4

1
1
1

2
2
3

2
2
3

1

1

1

2
1

3
2

6
2

1

2

2

1

2

2

1

3

3

1

3

3

3

3

9

1
2

3
2

3
4

1

2

2

Damage/injury to third party, property or
individuals

Compensation to employees
Lack of compliance with employment law
Lack of compliance with HMRC

Liability

Failure to ensure safety of staff and
visitors

Legal

Failure to ensure safety of depot and
Ground Staff
Acting outside legal powers

Legal

Inadequate reporting through minutes

Legal

Inadequate document control

Legal

2

Access to Council funds for emergency
expenditure

Liability
Liability
Liability

Liability

2

1

3

3

2

3

6

2

3

6

1

1

1

1

2

2

2

3

6

1

2

2

Inadequate protection of data

Councillor Propriety Code of Conduct violations

Budget setting process approved in advance by Council each year;
Finance Committee scrutiny of draft budget followed by final approval at
Council. Precept derived from this.
Previous through PWLB. All loans require authorisation of Council
Annual appointment approved by Council.
Off site automatic back-up.
Regular review by F&P Committee .Financial Regulations reviewed at
Council April 2021 to reflect changes to model document.
Monthly accounts prepared; reviewed at F&P meetings.
Clerk advises. NALC helpline available
Clerk advises. NALC helpline available. Power of Competence from
10th Sept 2012. GPC renewed annually.
Clerk and Financial Administrator decide on amount and maturity of
Lloyds TSB Treasury Deposits according to cash requirements.
Strategy revised in November 2008 in response to banking crisis.
Rolling investment account at NWBS. Authority to transfer funds in an
emergency given to Clerk in consultation with specific councillors.
Updated investment strategy adopted at Council May 2018. Current
investments regularly reported to F&P Committee.
Risk to Council's investment capital of negative interest rates. Clerk to
review investments monthly and move funds if necessary in line with
Investment Strategy. In 2021 CCLA reported potential for negative
interest rates in the wake of the COVID-19 pandemic.
Debit cards issued to Clerk, Deputy Clerk, Green Spaces Manager and
Assistant Clerk, with varying expenditure limits to support emergency
payments to protect council assets or services, in accordance with
Financial Regulations. 2021 agreed to add Community Development
Officer.
Retained Health and Safety consultants, fulfilling 'competent person'
role. Regular review of risk assessments. H&S review at meeting for all
staff annually. Inspection records (trees, play areas, memorials) kept.
Christmas light strain and electrical testing annually. Damage/danger
reporting protocol for groundstaff. Accident reporting protocol for all
staff. RoSPA safety inspections and risk assessments for play areas.
Public liability insurance to include volunteers. H&S Working Group
established 2016. 2020 Panic alarm installed at Thanet House to enable
front of house staff to summon police in an emergency.
Employer's liability insurance in place.
Retained HR consultants and legal support in place.
HMR advice checked through website. Independent internal auditor
checks. Advice from NALC accountant when needed
Fire notices; exits clearly signed; fire risk assessments at recommended
intervals; evacuation procedure agreed; fire drills; detection and firefighting equipment reviewed annually; other risk assessments under
regular review
H&S risk assessments; Fire risk assessment; Protective clothing.
Appropriate equipment and training.
Clerk and Deputy Clerk attends regular training/updates and advices.
Advice available from NALC via membership of GAPTC; and SLCC.
Draft minutes produced within two weeks. Circulated to members,
media and posted on the website. Approved at next meeting.
Minutes up to 1999 to be forwarded to County Records. From 1999 to
2003 to be digitally recorded and then originals forwarded to County
Records. From 2003 to date to be backed up and stored off site.
Deeds and other documents, including burial records, are held in the
fireproof safe.
Correspondence filed under 'parishioners'. Burial records updated
regularly. Complaints about any matters in complaints file on computer
in date order, accessible for purpose of follow up by staff only. Electoral
Roll and other names and addresses securely stored with authorised
access only. Privacy statement on website. GDPR policies adopted
2018.
SDC model Code of Conduct adopted 10/09/12; Copies supplied to all
councillors; DPIs notified to SDC and available on STC website;
declaration of interests is standing item on every agenda. Revised Code
of Conduct adopted 2015 and reviewed in 2018. Updated process for
handing complaints adopted October 2018 in response to Ledbury case.

1

1

1

1
1
1

1
1
2

1
1
2

1

1

1

1
1

2
1

2
1

1

1

1

1

1

1

1

2

2

1

1

1

2

3

6

1
2

1
1

1
2

1

1

1

1

1

1

1

2

2

1

2

2

1

1

1

UPDATE: interest rates remain very low but did not slip
into negative values.

UPDATE: Fire risk assessment for Thanet House,
including flats updated 2021.

Action: deposit historic burial records with Gloucestershire
Archives - outstanding
1

1

1

1

2

2

1

1

1

Councillor Propriety Acceptance of improper gifts and
hospitality
Other

Other

2

1

3

3

2

2

4

2

2

4

Absence of Clerk

Absence of Green Spaces Manager

Other

NEW Staf resources

Review dates
28/04/2014
02/03/2015
01/02/2016
30/01/2017
07/02/2018
18/03/2019
16/03/2020
22/03/2021
14/02/2022

2

Infectious disease (e.g. coronavirus)

Other

Other

1

This document becomes out of date

2

3

6

1

2

2

Register for hospitality/gifts established. Model policy adopted.
Registration of interests standing item on every council meeting agenda.
Follow NHS advice and provide necessary supplies, e.g. hand sanitiser
if required. Systems are in place so that staff are able to work at home
where feasible.
Deputy Clerk to undertake role with support of Councillors. Deputy Clerk
employed April 2017. 2020 Key Personnel cover added to insurance
policy to cover Town Clerk. Capital Sum £100,000
Weekly Sum £500 for up to 10 weeks and £100 per week thereafter.
Accident and Assault Cover
Short term (4-6 weeks): A member of the team can 'act up'. Longterm: cover can be provided on contract or using agency staff.
Staff shortages arising from inability to recruit to fill vacancies. Mismatch
between volume of work and staff availability. Both have potential to
impact on ability and capacity to keep on top of risk areas.
Review annually at Council or in response to any significant changes, for
example the acqisition of new assets or taking on new services.

1

1

1

1

2

2

1

1

1

1

1

1

1

2

2

1

1

1

UPDATE: COVID-19 risk assessment regularly reviewed
in accordance with latest guidance.

UPDATE: Strategy and Action plan review in progress,
prioritising project work and reducing workload
pressure. Additional staffing budgets approved for 202223.
ACTION Review at F&P 14/2/2022, and recommend to
Council 7/3/2022

Stroud Town Council – Code of Practice for Complaints
Reviewed February 2022

Deleted: Adopted July 2018

1. Stroud Town Council is committed to providing a quality service for the benefit of
the people who live or work in its area or who visit the town. If you are dissatisfied
with the standard of service you have received from this council, or are unhappy
about an action or lack of action by this council, this document sets out how you
may complain to the council and how we will resolve your complaint.

2. This Code of Practice applies to complaints about council administration and
procedures and may include complaints about how council employees have dealt
with your concerns.

3. This Code of Practice does not apply to:

3.1. Complaints by one council employee against another council employee, or

Deleted: c

between a council employee and the council as employer. These matters are
dealt with under the council’s disciplinary and grievance procedures.
3.2. Complaints about the conduct of councillors. Complaints against councillors

Deleted: c

are covered by the Code of Conduct for Members adopted by the Council. If a
complaint against a councillor is received by the council, it will initially be
referred to the Monitoring Officer at Stroud District Council. If the Monitoring

Deleted: to in the first instance

Office refers the complaint back to the Council it will then automatically be

Deleted: This policy will only apply to complaints
about councillors after they have been referred to and
considered by the Monitoring Officer. If the
Monitoring Officers refers a Code of Conduct
complaint back to the Council it will

considered by a Complaints Committee as set out in sections 9 to 24 below.
3.3. Alleged financial irregularity. Local electors have a statutory right to object to a
Council’s audit of accounts (s.16 Audit Commission Act) by contacting the
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Council’s auditors.
3.4. Alleged criminal activity should be reported to the police.
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3.5. Complaints about Council decisions. The appropriate time for influencing
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Council decision making is by raising your concerns before the Council
debates and votes on a matter. You may do this by writing to the Council in
advance of the meeting at which the item is to be discussed. There may also
be the opportunity to raise your concerns in the public participation section of

Council meetings. If you are unhappy with a Council decision, you may raise
your concerns with the Council, but Standing Orders prevent the Council from
re-opening issues for six months from the date of the decision, unless there
are exceptional grounds to consider this necessary and the special process
set out in the Standing Orders is followed.
3.6. Anonymous complaints which will be recorded but not responded to.
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Procedure
4. Depending on the source, and content, each complaint is passed to an appropriate
officer. Where a complaint is dispatched to multiple recipients, those recipients
must swiftly decide amongst themselves who will be take responsibility for handling
the complaint.
5. It is that officer’s responsibility to acknowledge receipt of the complaint withing 5
working days. They will then establish further detail as required from all relevant
sources, by all relevant means and report back findings as swiftly as possible to
the complainant and seek the complainant's assurance that their complaint has
been dealt with. If necessary, interim reports of progress and estimates of future
timescales will be provided.
6. In general, the route of the complaint will be the route of response, i.e. e-mails will
be responded to by e-mail, letter by letter.
7. Records of all complaints will be used to help us improve our performance and
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procedures in the future. Records will be kept in accordance with our Data
Protection Policy.
8. The complainant has the option of escalating any complaint to the Town Clerk or
the Mayor for further investigation and resolution if they are unsatisfied with the
initial response.
9. If no other resolution can be found and the complainant wished to continue, the
complaint will be brought to a Complaints Committee formed of three members of
the Council, including the relevant Committee Chair where appropriate, for formal
discussion and resolution.
Next review date: March 2024
Complaints Committee meeting procedures
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Before the Meeting
10. The complainant will be asked to put in writing the details of their complaint to the
Clerk (or the Mayor if complaint relates to the Clerk).
11. Receipt of the complaint will be acknowledged by the Clerk or Mayor and the
complainant will be advised of the date when the Complaints Committee will hear
the complaint.
12. The complainant will be invited to attend the meeting and to bring such
representatives as they wish.
13. Seven working days prior to the meeting, the complainant and Council shall
exchange any relevant documentation on which they wish to rely at the meeting.

At the meeting
14. The Complaints Committee will consider whether the circumstances of the meeting
warrant the exclusion of the public and press. Any decision on a complaint shall be
announced at the full council meeting in public.
15. The Chair of the Complaints Committee introduces everyone and explains the
procedure.
16. Complainant (or representatives) outline grounds for complaint.
17. Members ask questions of complainant.
18. If relevant, Clerk or other appropriate officer, explains the Council’s position.
19. Members ask questions of Clerk/officer.
20. Clerk/officer and complainant are offered opportunity of last words (in this order).
21. Clerk or other officer and complainant will be asked to leave the room while
Complaints Committee considers whether or not the grounds for complaint have
been made. (If a point of clarification is required, both parties are to be invited
back).
22. Clerk or other officer and complainant return to hear decision or to be advised when
a decision will be made.
23. Where no resolution can be agreed the Complaints Committee will endeavour to
resolve the matter through a process of mediation. Where necessary the Council
will seek the services of an external expert to forward this process to reach a
conclusion satisfactory to both parties in the dispute.

After the Meeting
24. Decision is confirmed in writing within seven working days, together with details of
any action to be taken.

Policy on the management of unreasonable complaint behaviour
25. Stroud Town Council is committed to dealing with all complaints fairly and
impartially. However, we recognise that sometime complaints can become
unreasonable because of their nature or frequency.

26. The Council will be guided by the “Guidance note on managing unreasonable
complainant behaviour” issued by the Local Government Ombudsman in
determining whether complaints are unreasonable and what action to take.

27. Deceitful, abusive, offensive, threatening or other forms of unacceptable behaviour
from complainants will not be tolerated. When it occurs, we will take proportionate
action to protect the wellbeing of our staff and the integrity of our processes.
Date of next review: May 2023

Information available from Stroud Town Council under the model publication scheme
NB Costs for hard copies can be found at the end of this document

Information to be published

How the information can
be obtained
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Class 1 – Who we are and what we do
(Organisational information, structures, locations and contacts)
This will be current information only
Who’s who on the Council and its Committees
Contact details for Town Clerk and Council members (named contacts where possible with
telephone number and email address (if used))
Location of main Council office and accessibility details
Staffing structure

Website or hard copy
Website or hard copy
Website or hard copy
Website or hard copy

Deleted: Website or hard copy

Class 2 – What we spend and how we spend it
(Financial information relating to projected and actual income and expenditure, procurement,
contracts and financial audit)
Current and previous financial year as a minimum
Annual return form and report by auditor
Finalised budget
Precept
Borrowing Approval letter
Financial Standing Orders and Regulations
Grants given and received
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Website or hard copy
Website or hard copy
Website or hard copy
Hard copy
Website or hard copy
Website or hard copy

List of current contracts awarded and value of contract
Members’ allowances and expenses

Website or hard copy
Hard copy
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Class 3 – What our priorities are and how we are doing
(Strategies and plans, performance indicators, audits, inspections and reviews)
Strategy and Action Plan (current)
Annual Report to Town Meeting (current and previous year)
Quality status
Local charters drawn up in accordance with DCLG guidelines

Website or hard copy
Website or hard copy
Website or hard copy
Not applicable

Class 4 – How we make decisions

Website or hard copy

(Decision making processes and records of decisions)
Current and previous council year
Timetable of meetings (Council, any committee/sub-committee meetings and town meetings)
Agendas of meetings (as above)
Minutes of meetings (as above) – nb this will exclude information that is properly regarded as private to the

Website or hard copy
Website or hard copy
Website or hard copy

meeting.

Reports presented to council meetings - nb this will exclude information that is properly regarded as

Hard copy

private to the meeting.

Responses to consultation papers
Responses to planning applications
Bye-laws

Class 5 – Our policies and procedures
(Current written protocols, policies and procedures for delivering our services and
responsibilities)
Current information only
Policies and procedures for the conduct of council business:

Website or hard copy
Website or hard copy
Not applicable

Deleted: H
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...

•
•
•
•
•

Procedural standing orders
Committee and sub-committee terms of reference
Delegated authority in respect of officers
Code of Conduct
Policy statements

Website or hard copy
Website or hard copy
Website or hard copy
Website or hard copy
Website or hard copy

Formatted: Font: (Default) Arial
Formatted: List Paragraph, Bulleted + Level: 1 +
Aligned at: 0.63 cm + Indent at: 1.27 cm

Policies and procedures for the provision of services and about the employment of staff:
•
•
•
•
•
•
•

Internal policies relating to the delivery of services
Equality and diversity policy
Health and safety policy
Recruitment policies
Current vacancies
Policies and procedures for handling requests for information
Complaints procedures (including those covering requests for information and operating
the publication scheme)

Information security policy
Records management policies (records retention, destruction and archive)
Data protection policies
Schedule of charges (for the publication of information)

Formatted: Font: (Default) Arial

Website or hard copy
Website or hard copy
Website or hard copy
Hard copy
Website or hard copy
Website or hard copy
Website or hard copy
Not applicable
Website or hard copy
Website or hard copy
Website or hard copy

Formatted: List Paragraph, Bulleted + Level: 1 +
Aligned at: 0.63 cm + Indent at: 1.27 cm
Deleted: H
Deleted: (including c
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Class 6 – Lists and Registers
Currently maintained lists and registers only
Any publicly available register or list (if any are held this should be publicised; in most circumstances
existing access provisions will suffice)
Assets Register

Not applicable
Website or hard copy
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Disclosure log (indicating the information that has been provided in response to requests; recommended as

Not applicable

good practice, but may not be held by parish councils)

Register of members’ interests
Register of gifts and hospitality

Website or hard copy
Hard copy

Class 7 – The services we offer
(Information about the services we offer, including leaflets, guidance and newsletters produced
for the public and businesses)
Current information only
Allotments
Burial grounds and closed churchyards
Community centres and village halls
Parks, playing fields and recreational facilities
Seating, litter bins, clocks, memorials and lighting
Bus shelters
Markets
Public conveniences
Agency agreements
A summary of services for which the council is entitled to recover a fee, together with those
fees (e.g. burial fees)

Additional Information
This will provide Councils with the opportunity to publish information that is not itemised in the
lists above

Contact details:
Town Clerk, Stroud Town Council, Thanet House, 58 London Road, Stroud, Glos. GL5 2AD
01453 762817 council@stroudtown.gov.uk

Website or hard copy
Website or hard copy
Website or hard copy
Website or hard copy
Website or hard copy
Website or hard copy
Not applicable
Not applicable
Not applicable
Website or hard copy

None
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Schedule of Charges
This describes how the charges have been arrived at and should be published as part of the guide.
TYPE OF CHARGE
Disbursement cost

DESCRIPTION
Photocopying @ 10p per sheet (black & white)
Photocopying @ 20p per sheet (colour)
Postage

Statutory Fee
Other
* the actual cost incurred by the public authority

DATE OF NEXT REVIEW: May 2023

BASIS OF CHARGE
Actual cost *
Actual cost *
Actual cost of Royal Mail standard 2nd
class
In accordance with the relevant
legislation
None

REVIEW OF DIRECT DEBITS AND STANDING ORDERS FEBRUARY 2022
DIRECT DEBITS
Recipient

Purpose

Last paid

Frequency

Amount (£)

ALLSTARAS60164667

Fuel card

07 Feb 22

Monthly

£252.66

26 Jan 22

Monthly

£35.80

EE
Mobiles
LIMITEDQ17443480291402007

ICOZ2110349

ICO
registration

07 Apr 21

Yearly

£55.00

KONICA MINOLTA
BGB1330160

Printer lease

28 Jan 22

Monthly

£89.14

LISTER COMMS LTDST8117

Mobiles

23 Feb 22

Monthly

£99.64

PAYROLLBACS

Payroll

15 Nov 21

Monthly

£17,967.88

PUBLIC WORKS
LOANSSTROUDTOWN

Loan
repayments

15 Dec 21

Halfyearly

£9,881.45

RCIFINSERVOMEGA2100545152/001/001

Accounts
software

21 Feb 22

Monthly

£30.00

SGW PAYROLLSTR002

Payroll
service

21 Feb 22

Monthly

£67.26

STROUD DISTRICT CO01
6000076471

Rates

22 Feb 22

Monthly

£624.00

STROUD DISTRICT CO01
6000076536

Rates

17 Jan 22

Monthly

£1,068.00

STROUD DISTRICT CO01
91820307

Rates

01 Feb 22

Monthly

£374.00

Recipient

Purpose

Last paid

Frequency

Amount (£)

THE RENEWABLE
ENER10149391ECOTRICITY

Electricity

25 Jan 22

Monthly

£390.90

THE RENEWABLE
ENER10153686ECOTRICITY

Electricity

25 Jan 22

Monthly

£128.44

THE RENEWABLE
ENER10152716ECOTRICITY

Electricity

25 Jan 22

Monthly

£74.92

THE RENEWABLE
ENER10190574ECOTRICITY

Electricity

25 Jan 22

Monthly

£73.62

THE RENEWABLE
ENER10191020ECOTRICITY

Electricity

25 Jan 22

Monthly

£200.49

THE RENEWABLE
ENER10197660ECOTRICITY

Electricity

17 Jan 22

Not
Known

£206.91

WATER PLUS0152011632

Water

23 Dec 21

Not
Known

£45.88

WATER PLUS0385043924

Water

29 Dec 21

Not
Known

£16.59

WATER PLUS0322007982

Water

20 Jul 20

Not
Known

£61.18

WATER PLUS7000880867

Water

01 Feb 22

Not
Known

£33.56

STANDING ORDERS
None in place

STROUD TOWN COUNCIL
SCHEDULE OF MEETINGS 2022-23
2022

Day

Date

ANNUAL COUNCIL
Consultations & Highways
Free
Environment
Regeneration (Daytime)
Lansdown Hall (tbc)
Finance & Policy
Consultations & Highways
Free
Community
Free
Consultations & Highways
Environment
COUNCIL
Regeneration (Daytime)
School Holidays
School Holidays
School Holidays
Consultations & Highways
School Holidays
Bank Holiday
Finance & Policy
COUNCIL
Consultations & Highways
Environment
Free
Community
Regeneration (Daytime)
Consultations & Highways
Free
School Holidays
Personnel
COUNCIL
Consultations & Highways
Free
Environment
Community
Regeneration
Finance & Policy
Consultations & Highways
Free
School Holiday
Bank Holiday

Mon
Mon
Mon
Tue
Thu
Mon
Mon
Mon
Mon
Mon
Mon
Mon
Tue
Mon
Thu
Mon
Mon
Mon
Mon
Mon
Mon
Mon
Mon
Mon
Tue
Mon
Mon
Thu
Mon
Mon
Mon
Mon
Mon
Mon
Mon
Tue
Mon
Thu
Mon
Tue
Mon
Mon
Mon

9 May
16 May
23 May
24 May
26 May
30 May
6 Jun
13 Jun
20 Jun
27 Jun
4 Jul
11 Jul
12 Jul
18 Jul
21 Jul
25 Jul
1 Aug
8 Aug
15 Aug
22 Aug
29 Aug
5 Sep
12 Sep
19 Sep
20 Sep
26 Sep
3 Oct
6 Oct
10 Oct
17 Oct
24 Oct
31 Oct
7 Nov
14 Nov
21 Nov
22 Nov
28 Nov
1 Dec
5 Dec
6 Dec
12 Dec
19 Dec
26 Dec

Draft 13/01/22

2023
Bank Holiday
Consultations & Highways
COUNCIL
Free
Environment
Free
Consultations & Highways
Finance & Policy
Regeneration (Daytime)
School Holidays
Community
COUNCIL
Consultations & Highways
Free
Free
Environment
School Holiday
Bank Holiday
Consultations & Highways
COUNCIL
Regeneration (Daytime)
Bank Holiday

Day
Mon
Mon
Mon
Mon
Tue
Mon
Mon
Mon
Thu
Mon
Mon
Mon
Mon
Mon
Mon
Tue
Mon
Mon
Mon
Mon
Thu
Mon

Date
2 Jan
9 Jan
16 Jan
23 Jan
24 Jan
30 Jan
6 Feb
13 Feb
16 Feb
20 Feb
27 Feb
6 Mar
13 Mar
20 Mar
27 Mar
28 Mar
3 Apr
10 Apr
17 Apr
24 Apr
27 Apr
1 May

2023-24
ANNUAL MEETING
Consultations & Highways
TOWN MEETING

Day
Mon
Mon
Wed

Date
8 May
15 May
17 May

Style Definition: TOC 1
Style Definition: TOC 2

Personnel

HANDBOOK

The contents of this handbook were adopted at the Council meeting 13th December 1999 and apply fully to all
staff appointed after that date. Changes in conditions apply to staff already in post on 13th December 1999 only
in so far as they specifically agree to them as shown in individual statements on their personal files. Some changes
were made to this handbook in September 2000. Further revisions agreed 2012 & 2013 & 2015 & 2016 & 2018,
& 2021
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COUNCIL’S PERSONNEL AND APPEALS COMMITTEES

Deleted: - constitution and responsibilities

The council will appoint a Personnel Committee of at least three members. This committee is
responsible for managing the Council's duties as an employer and matters relating to volunteering with
the council. The Committee meets at least once a year or as required. The Committee’s specific areas of
responsibility are:
•
•
•
•
•

Executive authority in respect of all personnel matters, including:
Senior staff appointments (other than the Town Clerk/RFO)
Training
Terms and conditions of employment
Recruitment and management of council volunteers

The Council will appoint an Appeals Committee of three members, which is responsible for Arbitration on
disputes between personnel and the Council. No member of the Personnel Committee may also be a
member of the Appeals Committee. The Committee will hear appeals following Disciplinary and Grievance
Procedures.
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Deleted: <#>This Committee will be a sub-committee of the
Finance and Policy Committee and will have responsibility
for personnel matters including:¶
¶
Staffing establishment pay and review¶
Appointments committees¶
Grievance and disciplinary procedures¶
Annual Performance Report for Town Clerk¶
All other matters pertaining to staff¶

RECRUITMENT
Appointment procedure
When posts become vacant they will be reviewed to ascertain whether a similar replacement is needed,
or whether there should be a change. The procedure below also applies to new posts.
When full-time, permanent staff are to be appointed the Personnel Committee will set up an Appointments
Panel which will include between three and five members from the following – members of the Personnel
Committee, relevant Committee Chairs, the Town Clerk, Deputy Clerk. If the vacancy is for Green Spaces
Staff, the Green Spaces Manager will be included.
The Personnel Committee will draw up a job outline, agree salary levels in line with Council policy, agree
style, content and range of job advertising, closing dates for applications, etc. The Appointments Panel
will review the applications received and draw up a shortlist for interview, decide the date for interviews
and arrange for the necessary invitations to be sent.

Deleted: Committee
Deleted: Chair of Council, Vice-Chair of Council,
Deleted: Staff

Deleted:
Deleted: Committee

The Appointments Panel will be the interview panel plus any other councillor / staff member it feels
appropriate.

Deleted: Committee

Following interview the Appointments Panel will discuss the suitability of candidates and agree on an
appointee, or that none of the applicants is suitable and the post should be re-advertised. The successful
candidate will be informed by telephone (if possible), confirmed in writing and written acceptance obtained.
On receipt of this, the unsuccessful candidates should be informed in writing of their lack of success.
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The above procedure may be inappropriate for the appointment of temporary or part-time staff (i.e. fewer
than ten hours) e.g. office cleaner, temporary summer workers (i.e. fewer than 13 weeks). Such
appointments can be made by the Town Clerk with (where appropriate) the Green Spaces Manager. The
Chair of the Personnel Committee must be informed of the need and the outcome; the Chair of Green
Spaces must be informed for Green Spaces Staff.
On appointment every member of staff will be issued with a Contract of Employment, a Job Description, a
copy of the Personnel Handbook and relevant safety information.

Equal Opportunities and Recruitment
The Council is proud to be an equal opportunities employer. This means that decisions concerning
recruitment, promotion, dismissal or any other aspect of employment will be based on the needs of the
council and not any assumptions based on sex, race, age, disability, gender reassignment, sexual
orientation, married or civil partnership status, pregnancy or maternity, religion or belief. This is an
important commitment which all employees and councillors are expected to share.
Employees are encouraged to raise with management any discriminatory behaviour, assumptions or
attitudes they encounter at work and are entitled to do so free from any reprisal providing they are acting
in good faith.
The Protected Characteristics are:
•
•
•
•
•
•
•
•
•

Age
Disability
Gender Reassignment
Race
Religion or Belief
Sex
Sexual Orientation
Marriage and Civil Partnership
Pregnancy and Maternity

We aim to ensure that our employees achieve their full potential and that all employment decisions are
taken without reference to irrelevant or discriminatory criteria.
5
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Commitment
We are committed to ensuring that all of our employees and applicants for employment are protected from
unlawful discrimination in employment.
Recruitment and employment decisions will be made on the basis of fair and objective criteria.

Deleted:

Person and job specifications will be limited to those requirements which are necessary for the effective
performance of the job.
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Interviews will be conducted on an objective basis and personal or home commitments will not form the basis
of employment decisions except where necessary and relevant.
All employees have a right to equality of opportunity and a duty to implement this policy. Discrimination is a
serious disciplinary matter which will normally be treated as gross misconduct.
Anyone who believes that they may have been disadvantaged on discriminatory grounds should raise the
matter through the Council’s grievance procedure.
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CONTRACTS
General Conditions
The National Agreement on Pay and Conditions of Service of the National Joint Council (“the NJC”) for
Local Government Services (“the Green Book”) applies to employees’ terms employment except where
amended by their Contract of Employment or this Handbook.
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Deleted: save as
Deleted: your

Standard working week
The standard working week is 37 hours excluding lunch breaks.

Contracts of employment and job description
Permanent staff
On appointment staff will be issued with two copies of their Contract of Employment, one of which must
be signed and returned to the Town Clerk. When a Town Clerk is appointed they must return a signed
copy to the Chair of the Personnel Committee.
New staff will also be issued with a Job Description which will reflect the current duties of the post. Job
Descriptions will include a variation clause e.g. ‘Other duties as required…’ to allow jobs to adapt as
required by the needs of the Council.

Temporary or Casual Staff
All temporary or casual staff will be issued with a Contract of Employment which will include the termination
date of the employment where relevant. If the contract is extended this will be confirmed in writing.

Flexible working
The Council will try, subject to the needs of the organisation, to accommodate requests from employees
who wish to make changes to their working hours or place of work.
Requests for a change in working arrangements can be made by any employee with at least 26 weeks’
continuous service with the Council at the time the request is made.
The request should be made in writing and set out the change requested. The request should also describe
the impact that the change will have on the operation of the organisation and how any difficulties caused
by the change may be addressed.
When a request is received, the employee will be invited to a meeting to discuss the potential change. The
meeting will normally be conducted by the Town Clerk or your manager. The employee will be entitled to
be accompanied by a fellow employee to assist in making any representations that may be appropriate.
The Council will refuse a request if doing so would adversely affect the organisation or create a burden on
other employees. In refusing any request the Council will explain the reasons for the refusal in writing and
may make an offer of an alternative arrangement. Discussions may then take place to try to agree a way
forward. If no agreement is reached then the employee’s terms and conditions will remain unchanged,
subject to the right of employees to appeal the decision
Any meetings should take place in a spirit of cooperation with both sides seeking to reach agreement on
an appropriate way forward.
Any change in working arrangements which results from this process will be confirmed to you in writing.
This policy will not prevent the Town Clerk or your manager agreeing to ad hoc arrangements from time
to time. However, any such arrangement will not amount to a variation in your terms and conditions of
employment unless specifically agreed to the contrary and confirmed in writing. The Council may terminate
any such ad hoc agreement at any time and require you to revert to your agreed working arrangements.
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As there will inevitably be a limit to the amount of flexibility the Council can tolerate without detriment to its
interests, employees must accept that the fact that a particular working arrangement has been granted to
one employee does not oblige the Council to grant it to another.
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TRAVEL AND SUBSISTENCE
Travel
The Council is fully committed to the principles of sustainability and believes that wherever possible and
practical journeys should be made using public transport. There is however an acceptance that many
locations are not readily accessible by public transport. Our aim is to encourage employees to use public
transport, walk or cycle to and from work wherever possible.

Public Transport
Whenever practicable and sensible in terms of travel time etc, employees should endeavour to travel by
public transport. Exceptions can be agreed by line managers if a benefit to the office can be shown for
example because of the time taken to complete the journey; difficulty of carrying substantial paperwork
and equipment or if there is a concern for safety which is a paramount consideration (e.g. someone
travelling alone late at night). Sometimes it may be necessary for officers to take this action without prior
approval, in which case they must exercise judgement and discuss with their line manager on return to the
office.
For travel by rail ALL employees should travel standard class unless:
•
•
•

to do so would hinder the ability to work e.g. because of the need to undertake work of a sensitive
nature
there are no seats available in standard
because of any health or other exceptional reasons.

Agreement to travel first class should be sought from the appropriate Line Manager before purchasing the
ticket. When travelling by public transport tickets should be booked as far in advance as possible in order
to access reduced fares. Train tickets should be purchased online using the Council’s Debit Card facilities
in advance of journeys being made.

Sustainable Transport
Employees should also consider other options for travel i.e. bicycle or motorcycle, for which there are
separate mileage rates. See Appendix A.

Car use
The Council requires certain post holders to have access to a car in order to carry out their duties
effectively. These employees are classed as Casual Users: - “Those for whom it is desirable that a car
should be available when required”.
Casual Users will be reimbursed for mileage expenses in accordance with the mileage rates set out in
Appendix A.

Passengers
Where more than one person is travelling to the same destination, cars should be shared wherever
possible. Drivers will be entitled to claim an additional payment per mile for each passenger who is either
an employee or an elected member of the Council. This allowance must be claimed on the form
provided. For passenger rate see Appendix A.

Documentation
All vehicles driven on Council business must be suitably insured for Business use (policies covering use
for Social, Domestic and pleasure purposes, or for commuting use may not be sufficient). If in any doubt,
drivers should check with their insurers.
Officers authorising claims must have seen all of the following documentation before mileage can be paid:
•
•

Insurance certificate (to include business use)
UK Driving Licence

This information will be recorded and checked on an annual basis.
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Parking and Other Costs
The Council will reimburse parking costs when an employee is away from the workplace on business,
where it is not possible to park for free, on production of a ticket, receipt or voucher indicating the date and
fee paid. These costs must be on the form provided, with any receipts retained with a copy of the claim.
The Council will not reimburse any costs arising from parking penalties, fees or excess charges, or
motoring fines or convictions.

Mileage Claims
When submitting claims for mileages allowances, employees who are making their first call of the day
(outside their normal workplace) direct from home or returning direct to home from their last call of the
day, are entitled to claim any excess mileage above their usual home to workplace to workplace to home
journey. Employees must never claim anything for their normal home to office journey.

Subsistence Scheme
Subsistence
Employees who are required to work away from their normal office base on official business will be able
to claim the following on production of receipts.

Duration of absence
in any one day
Over 5 hours
Between 10-12 hours
More than 12 hours

Number of meals that
can be claimed
1 meal
2 meals
3 meals

These costs may only be claimed if you spend over and above what you would normally spend if at the
workplace. Maximum sums reimbursable are shown in Appendix A

Overnight Accommodation
In most cases overnight accommodation will be part of the package paid for directly by the Council e.g.
attendance at conferences or residential training courses. In these cases the nominated accommodation
should be reserved at the time of booking the event.
In some cases, an employee will be responsible for booking his/her own overnight accommodation e.g.
attendance at a non-residential training course where returning home at night is impracticable. In these
situations, they should reserve a room with en-suite facilities with breakfast included (and evening meal if
appropriate) and arrange for a VAT detailed invoice to be sent to the Council. Normally a 3-star hotel
should be able to provide such facilities.
In all overnight accommodation the employee is responsible for paying for sundries such as telephone
calls, newspapers, mini-bar consumption etc., and should settle that part of the account, separately upon
departure.
Employees attending a residential training course will be entitled to claim an allowance for each night of
residence to cover out-of-pocket expenses at the rate shown in Appendix A.

Claiming For Travel and Subsistence
Claims should be submitted monthly using the form provided by the end of the month prior to the next
payday and the relevant original receipts attached. They will be by the Finance Administrator for inspection
by HMRC or VAT Inspectors when required.
Claims submitted later than 3 months after the expenditure has been incurred will not be paid.
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Motor vehicle travelling expenses for both Councillors and Staff
will be paid at the lowest (i.e. up to 999cc) rate as determined
by the National Joint Council for Local Government Services –
Car Allowances for Local Council Clerks Scale. The same rate
will be paid regardless of the size of engine. For round trips in
excess of 100 miles, 2nd class rail fare will be paid or mileage
allowance one third of the NJC rate. There will also be a
mileage allowance for bicycle use.¶

Cycle To Work Scheme
The Council has signed up to the Cycle To Work scheme which enables employees to purchase a bicycle
and associated equipment to enable them to ride to work.
Full information is available at www.cyclescheme.co.uk/
Stroud Town Council's code is: 87e2f3
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TRAINING AND DEVELOPMENT
This section should be read in conjunction with Stroud Town Council’s Training and
Development Policy
Stroud Town Council is committed to the ongoing training and development of all Councillors and
employees to enable them to make the most effective contribution to the Council’s aims and objectives.
The Council recognises training and development are key to enhancing the organisation
management, capacity and efficiency of the Council.

The Identification of Training Needs
Employees will identify their development needs with advice from their line manager during their annual
appraisal or regular meetings with their line manager. Special arrangements will be made to provide
induction training for new members of staff.
Employees who wish to be nominated for a training course should discuss this in the first instance during
their appraisal; where it will be determined whether the training is relevant to the Council’s needs and/or
service delivery.

Corporate Training
Corporate training is necessary to ensure that employees are aware of their legal responsibilities or
corporate standards.

Financial Assistance
It is important to note that all supported training must be appropriate to the needs of the Council, be relevant
to the individual’s role and is subject to the availability of financial resources. Training support for
employees will be assessed against the following priorities:

Priority
1

Training
Training identified in risk assessments as
essential for the safe performance of the
role (including periodic refresher courses)

Examples (not a complete list)
Manual handling
First aid
Fire warden

2

Skills and qualifications described as
essential in the job description and person
specification

3

Refresher training or continual professional
development requirements to maintain skills
and qualifications in priority 2

CiLCA or equivalent (Town Clerk/Deputy)
Bookkeeping
Customer service
Planning
Health and safety management
Attendance at relevant
conferences, seminars and branch events
for relevant sector bodies.

4

Skills and qualifications described as
desirable in the job description and person
specification

5

Other training which supports
personal/career development

SLCC Community Governance course
(levels 4 to 6)

Each request will be considered on an individual basis and the benefits to the individual and the
organisation will be identified. Other considerations include the following:
•
•
•

Implication of employee released for training course(s) on the operational capability of the council
The most economic and effective means of training
Provision and availability of training budget
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For approved courses employees can expect the following to be sponsored:
•
•
•
•
•

The course fee
Examination fees
Associated membership fees
One payment to re-take a failed examination
Travel and accommodation costs (see the BENEFITS section above)

For some courses there will be a need for employees to study in their own time or take TOIL, although
reasonable time off will be allowed to attend mandatory study days and exams.
Consideration will be given to purchasing study books and materials. Where these are purchased by
the Council they will remain the Council’s property and should be returned if the employee leaves the
Council’s employment either during or having completed the course,
Where the Council is covering the costs of an employee’s training course or qualification at priority level 4
or 5 a written agreement may be required that if the employee leaves the Council’s employment within a
set period of time during of having completed the course, the employee will be expected to reimburse the
Council for some or all of the course fees.

Feedback and Evaluation of Training
Records of all training undertaken by employees will be kept in the personnel files of each member of
staff. A register of courses completed by members will be maintained.
As part of Stroud Town Council’s continuing commitment to training and development, employees are
expected to provide a summary report to Town Clerk, Committee or Council. This report will summarise
the training and identify any key implications of new legislation, guidance and/or good practice for the
ongoing efficiency and effectiveness of the Council. This report will also contain feedback on the value
and effectiveness of the training

Reporting on Progress
The Clerk will report annually to the Personnel Committee detailing attendance at training over the year
and provide a summary of staff feedback and evaluation of courses attended.
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PERFORMANCE
Annual performance review and report
Purpose: to encourage and facilitate high standards of performance.
Each autumn every member of staff will participate in a review of their performance. Reviews will be carried
out by:
•
•
•
•

Town Clerk – two members of Personnel Committee
Deputy Clerk – Town Clerk
Green Spaces Manager – Town Clerk
All other staff – line managers

Deleted: and Chair of Environment Committee

. The review will identify areas of strong, average and weak performance, and in the areas of weak
performance will identify means of improvement. The review will also identify ways in which management
can better support the employee’s work. The Town Clerk and line managers should seek feedback from
relevant Committee Chairs to inform discussion at reviews.

Deleted: For office staff and the Green Spaces Manager the
review will be with the Town Clerk and a member of the
Personnel Committee; for Green Spaces staff the review will
be with the Town Clerk and the Green Spaces Manager; for
the Town Clerk the review will be with members of the
Personnel Committee…

The outcome of the review will be an agreed performance report which will list objectives to be achieved
by employee and manager(s), and dates for completion. One copy will be held by the member of staff, and
one by the Town Clerk.
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The Personnel Committee will consider a report on any outcomes of reviews that impact on terms and
conditions of employment.

Salaries
Annual pay settlement
Unless otherwise stated in your contract of employment, the Terms and Conditions for Council
employees are based on the National Agreement on Pay and Conditions of Service of the National Joint
Council for Local Government Services, under which salaries rise annually, by automatic increase from
the 1st April each year.
Some employees’ salaries are based on the Foundation Living Wage which is also reviewed annually,
normally in November. Any increases to the Foundation Living Wage will be implemented as soon as
possible. For more information please visit: www.livingwage.org.uk

Salary Progression
If you have been appointed to a fixed salary point this section does not apply.
The salaries for the majority of Council posts are based on a range of points on the scale set by the
National Joint Council for Local Government Services (NJC). Where this is the case the Personnel
Committee will approve an appropriate starting Scale Point (SP) for the new employee based on the
factors described below.
Further progression through the scale will be approved by the Personnel Committee based on the
Annual Performance Review.
In determining the appropriate scale point the Personnel Committee will take into consideration the
following factors:
•

Previous experience – having regard to the employee’s experience in the same or a similar role
before joining the Council (only applies at first appointment)

•

Achievement of qualifications relevant to the post up to Level 6. The qualifications that are
either essential or desirable to the role will normally be set out in the Person Specification for the
post, but consideration will be given to alternatives if they meet the requirements of the Council’s
Training Policy.
14
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Before embarking on a new qualification the employee should check with the Clerk whether it
meets the requirements for the post and qualifies for salary progression.
Each level of qualification equates to one Scale Point. See the diagram below which shows how
different types of qualification relate to the various levels.

•

Performance improvement – the Council wishes to recognise employees’ personal growth and
development in their roles, which may not be associated with achieving qualifications. Improvement
may be demonstrated by:
o
o
o

Learning new skills on the job
Improving competence on tasks
Developing new behaviours

Length of service will not normally be a determining factor in scale point progression but may be taken
into account in parallel with the other factors.
The timetable for payment of salary increments is as follows:
Type of increment
For achieving qualifications

Process
Automatic on receipt of
confirmation from the awarding
body

Applied from
The next month’s
pay.

For personal development or
performance improvement

Based on annual reviews held
in the Autumn

April of the
following financial
year

.
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TIME OFF WORK
Bright HR
The Council will provide employees with a log in and training on how to use its HR management system
Bright HR which can either be accessed online or through a mobile phone APP. The system is used to
record Annual Leave, Time off in Lieu, Sickness and other absences of work.
Requests to take time off as Annual Leave or Toil, should be discussed with the employee’s Line
Manager before they are logged. Sickness absence will be logged by the Line Manager.
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Annual leave
The holiday year runs from 1st April to 31st March each year. Full-time employees are entitled to 22 days
annual leave per annum rising to 25 days per annum in the holiday year following completion of 5 years’
service. A proportion of 3 additional days leave will be allocated pro rata in the year in which an employee
reaches 5 years’ service. Employees are also entitled to public holidays and an additional 2 statutory days
and 2 local days for the period of closure over Christmas and New Year. The closure period will be decided
by the Town Clerk and, if it is for fewer than 3 days, the remaining additional day(s) will be added to the
employee’s holiday allowance for the year.
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With the agreement of the Town Clerk (and Green Spaces Manager where appropriate), up to 5 days
holiday can be carried forward at the end of the leave year. Any holidays over 5 days still outstanding at
the end of the holiday year will be forfeited unless there are exceptional circumstances.
All allocations apply pro rata to part-time employees.
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In exceptional circumstances and at the discretion of the Personnel Committee unpaid leave can be given.
Holidays may only be taken with the prior consent of the Town Clerk (and Green Spaces Manager where
appropriate) and within the contingencies of the service. A minimum of three weeks’ notice should be given
by the employee of requested dates for a block of a week or more of annual leave.

Unpaid Additional Leave Policy
We may grant up to 20 working days (pro rata for part time staff) unpaid leave in addition to an employee's
normal holiday entitlement. This is a discretionary policy and the Personnel Committee reserves the right
to refuse any application for unpaid leave.
Reasons why the Personnel Committee may not approve the request include but are not limited to the
following examples, operational or technical reasons, or health and safety concerns.
In normal circumstances an employee must give to his/her direct line manager 2 months’ notice, in writing,
indicating when they are likely to wish to take the leave.
You will not normally be paid during the period of absence, but in exceptional circumstances consideration
will be given to making deductions from your salary on a monthly basis over the course of the remaining
leave year. Pension contributions will be calculated on your resulting reduced salary.
Once your application for additional unpaid leave has been accepted there is no automatic right for you to
change your mind without the agreement of the Personnel Committee. If the additional holiday is not taken
in the year there is no automatic carry over provision.
This policy applies at the entire discretion of the Personnel Committee and may be modified or withdrawn
at any time.
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Public Duties Policy for Employees of the Council
Scope
Employees have the right to time off work for a number of statutory reasons, including time off for public
duties. This policy sets out which duties qualify for time away from work, the notice required and whether
paid leave will be offered.
Examples of public duties include if they are a:
•
•
•
•
•
•
•
•
•

a magistrate (also known as a justice of the peace)
a local councillor
a school governor
a member of any statutory tribunal (for example an employment tribunal)
a member of the managing or governing body of an educational establishment
a member of a health authority
a member of the Environment Agency or the Scottish Environment Protection agency
a member of the prison independent monitoring boards (England or Wales) or a member of the
prison visiting committees (Scotland)
a trade union member (for trade union duties)

Jury service and membership of the reserve armed forces (reservists) are separate public duties, governed
by law and aredealt with in separate sections below.

Employees have the right to a reasonable amount of time off work to attend meetings or to do what is
needed to fulfil certain public duties and services.

Eligibility
This right is extended to employees, but not agency workers or self-employed contractors.
This right extends to all employees from the start of their continuous employment with the Council,
including those in a probationary period.

Duration
Although the law does not give a specific amount of time which is deemed ‘reasonable’, consideration will
be given under the following criteria;
how long the employee needs to complete the duties
whether they have previously taken time off
how their absence will affect the business.

Time off must be agreed between the Council and the employee before any time is taken.

Notice and Procedure
Employees should ensure that adequate notice is given when requesting time off. A minimum period of
two weeks is required. If a reservist is called into urgent mobilisation, this time period does not apply.
Requests for time off must be made through the Bright HR portal as unpaid leave. The employee is also
entitled to use holiday or lieu time for public duties.

Pay
The Council will not pay for employees to take time off for the following duties:
•
•
•
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Reason for the policy

•
•
•
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a magistrate (also known as a justice of the peace)
a local councillor
a school governor
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•
•
•
•
•
•

a member of any statutory tribunal (for example an employment tribunal)
a member of the managing or governing body of an educational establishment
a member of a health authority
a member of the Environment Agency
a member of the prison independent monitoring boards (England or Wales)
a trade union member (for trade union duties)

Jury Service
All employees, including agency workers and contractors are allowed to take time off for jury service.
All Council employees will be paid for their time on jury service. Agency workers and contractors may claim
for loss of earnings through the court.

Reservists
Financial support is available for both employers and reservists when they’re called up. Reservists are
able to claim financial assistance through the Ministry of Defence to cover the difference between
their civilian pay and service pay. For further information visit: www.gov.uk/employee-reservist
Employers are not required to offer time of for training, but the Council will consider offering reasonable
additional leave as set out in the sections relating to Public Duties above.

Compassionate leave and domestic emergencies
If you suffer bereavement or face some other personal emergency you should talk to your line manager
who will discuss what arrangements can be made to grant you compassionate leave. These arrangements
will always be at the discretion of the Council and will depend on the circumstances of the case and the
impact that any absence on your part may have on the business. However, the Council will be sympathetic
to your need for time off (which may be paid or unpaid at our discretion) to deal with the situation and make
any arrangements that may be necessary.
Once you have discussed the matter with your line manager, the arrangements will be confirmed to you in
writing. If paid time off has been granted, then the amount of time that will be paid will be clearly set out.
While on compassionate leave you should wherever possible inform your line manager of any
developments that will affect your needs.
If an emergency occurs and it is not possible for you to inform your manager in advance of any absence
you should contact your manager as soon as possible to inform them of the situation. Appropriate
arrangements may then be put in place.

Sickness payment scheme
Scale of Allowances
Subject to the provisions of the Scheme, an employee absent from duty owing to illness (which term is
deemed to include injury or other disability) is entitled to receive an allowance in accordance with the
following scale.
For a period of illness beginning:
During 1st year of service

1 month’s full pay and (after completing 4 months service) 2 months
half-pay
During 2nd year of service
2 months’ full pay and 2 months half pay
During 3rd year of service
4 months’ full pay and 4 months half pay
During 4th & 5th years of 5 months’ full pay and 5 months half pay
service
After 5 years’ service
6 months full pay and 6 months half pay
Note: “one month” shall be deemed to be a calendar month e.g. if the period of sickness starts of the 6th
day of a month the second month will start on the 6th day of the following month.
18
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The employee’s basic weekly / monthly salary will be used in determining the normal pay of an employee
during sick leave
The Council has discretion to extend the application of the foregoing scale in exceptional cases and should
review the position of employees at an early opportunity and before their entitlements to paid sick leave
expires.

Calculation of Allowance
All continuous service will be included.
All the days and half days on which the employee was absent through illness over the twelve-month period
immediately preceding the first day of the present illness will be added together and the total compared to
the above Scale of Allowances to ascertain how much paid sick leave the employee is currently entitled
to. Unpaid sick leave will not be taken into account.
If there has been no sickness allowance paid in the previous 12 months the scales above will apply fully.
If, for example, three months’ sick leave has been taken in the previous 12 months the employee’s
payment entitlement will be as in the fourth month onwards. If, for example, nine months off sick the
payment entitlement will be as in the tenth month onwards. For employees with less than five years’ service
there may be no further sickness payment entitlement if they have been off sick in the previous 12 months.
In periods of full pay the allowance payable under this Scheme to any employee will be added to the total
amount of benefits, allowances and payments referred to below only until the ‘Full Pay’ level of the
employee is reached. Hence, there shall be offset against an allowance equal to full pay the following, as
appropriate:
•
•
•

the gross amount of statutory sick pay receivable
the gross amount of incapacity benefit for the employee and dependants
other similar benefits or allowances.

In the case of half pay periods the allowance is a sum equal to half pay less an amount equivalent to the
statutory sick pay entitlement and / or other benefits receivable as in “c.” above. It could be that benefit
entitlement will be greater than the half pay entitlement.
All employees shall be under an obligation to declare to the Council their entitlement to benefit and any
subsequent alteration in circumstances on which such entitlement is based. In default of which the Council
will assume the maximum benefit obtainable is being received by the employee.

Grant of Sick Pay to Victims of Crimes of Violence
Where an employee is absent from work because of an injury in respect of which a claim is being made to
the Criminal Injuries Compensation Scheme and the employee is otherwise qualified to receive sick pay,
the employee will not be required to refund any proportion of it from the sum which the Compensation
Board may award.
Where an award has been made by the Compensation Scheme and includes compensation for future loss
of earnings the Council may at its discretion take this into account in calculating the employee’s future
entitlement to sickness pay.

Conditions
An employee who is prevented by illness from reporting for duty must notify their line manager as soon as
possible. If absence continues after the third day they should provide further notification as to the nature
and probable duration of the illness. A doctor’s certificate (or other medical certificate) may be required
after the eighth working day’s absence; and again later in the period of absence.
No allowance will be paid in a case of accident due to active participation in sport as a profession; nor if
the absence arises from or is attributed to an employee’s misconduct.
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A period of absence due to injury sustained by an employee in the actual discharge of his duty and without
his own default shall not be recorded for the purpose of this Scheme.
An employee who is absent as the result of an accident shall not be entitled to an allowance if damages
may be receivable from a third party for loss of earnings in respect of such accident. In this event, the
Council may, having regard to the circumstances of the case, advance to the employee a sum not
exceeding the sickness allowance provided under the Scheme, subject to the employee undertaking to
refund the Council the total amount of such allowances or the proportion thereof represented in the amount
of damages received. Any period of absence in such a case where a refund of the monies advanced is
made in full, shall not be recorded for the purposes of this Scheme. Where, however, the refund is made
in part only, the Council will decide to what extent, if any, the period of absence will be so recorded.
The Council may at any time require an employee who is unable to perform his duties as a consequence
of illness to submit to an examination by a medical practitioner nominated by the Council subject to the
provisions of the Access to Medical Reports Act 1988 (as amended) where applicable. Any expenses
incurred in connection with such an examination shall be met by the Council.
If it is reported to the Council that an employee has failed to observe the conditions of this Scheme or has
been guilty of conduct prejudicial to recovery and the Council is satisfied that there is substance in the
report, the payment of the allowance shall be suspended until the Council has made a decision thereon.
Provided that before making a decision the Council shall advise the employee of the terms of the report
and shall afford him an opportunity of submitting observations on the Report and of appealing or being
represented before the Council or its appropriate committee. If the Council decides that the employee has
failed without reasonable excuse to observe the conditions of the Scheme or has been guilty of conduct
prejudicial to recovery, then the employee shall forfeit the right to any further payment of allowance in
respect of that period of absence.

Contact with Infectious Disease etc. – Persons Deemed to be Incapable of Work
An employee who is unable to attend their place of employment because of contact with infectious disease
must notify the Town Clerk immediately and will be entitled to receive full pay less any benefits payable.
A period of absence on this account will not reckoned against the employee’s entitlement to normal sick
leave. The employee will be required to provide doctors’ statements on absence from work and on return.

Reimbursement of Cost of Doctors’ Statements
If for the purpose of qualifying for an allowance under this Scheme, Council requires a doctor’s statement
from an employee, Council will reimburse any cost incurred.

Time off for health-related appointments
Paid leave of absence will be permitted for the required period of time for health-related appointments
including:
•
•
•
•
•
•
•
•

GP and hospital appointments
dental appointments (excluding cosmetic procedures)
tests
check-ups
health screenings
antenatal appointments for pregnant women
postnatal appointments for new mothers
rehabilitation and on-going treatment of long-term health conditions

Staff will be expected to endeavour to arrange their appointments for outside of normal working hours so
as to minimise time off work, but it is accepted that such appointments are not always available.
Disabled staff members will additionally be permitted time away from work

• to attend medical appointments related to their disability,
• to become familiar with reasonable adjustments, or
•

when adjusting to a new or worsened disability or medical condition.
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Time off may be permitted for medical treatment or therapy provided outside of the NHS, for example by
a physiotherapist or counsellor, if it is recognised by the NHS. Please consult your line manager.
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Time off in lieu
With the exceptions detailed below, each hour worked on routine duties additional to contracted time and
with the agreement of management will be compensated by an hour off in lieu. These hours may be taken
only with the prior approval of the Town Clerk (and Green Spaces Manager where appropriate). Up to 5
days untaken lieu time can be carried forward at the end of the leave year. Any lieu time over 5 days still
outstanding at the end of the holiday year will be forfeited unless there are exceptional circumstances.

Exceptions to hour-for-hour lieu time
Members of staff other than managerial staff (grade 24 and above) can claim 1.5 hours for every 1 hour
additional to their contracted time that they are requested to work outside of normal hours for the following
purposes:
•
•
•
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To attend a scheduled meeting of the Council, a Committee or working group, the Town Meeting or
other meeting at the Town Clerk’s discretion after 6pm in the evening or on Saturday
To carry out a scheduled burial outside normal Green Spaces team hours
To cover the duties of the member of staff responsible for cleansing operations on Saturday

Members of staff other than managerial staff can claim 2 hours for every 1 hour additional to their
contracted time that they are requested to work outside of normal hours for the following purpose:
•

To cover the duties of the member of staff responsible for cleansing operations on Sunday, public,
statutory or local holidays

For these purposes, normal hours are currently defined as follows: 9.00am-5.00pm Mon-Fri for office staff;
8.30am – 4.30pm Mon-Thurs and 8.30am – 4pm Fri for Green Spaces staff.

Assignment of routine out of hours tasks
Assignment of work outside normal hours covering cleansing operations and undertaking scheduled
burials is by voluntary agreement where possible. Where it is not possible to cover these essential services
of the Council by agreement, the work will be assigned by rota. Staff members are contractually obliged
to work the hours assigned by rota unless they make their own arrangements to swap with another member
of staff.
Attendance at meetings outside normal hours is assigned by the relevant manager.

Other out of hours tasks
Compensation for other out of hours tasks, such as training courses, community engagement events,
maintenance of plants etc. will be by negotiation, with the normal expectation being that assignment of
such tasks will be by voluntary agreement and compensation will be on an hour-for-hour basis.

Lieu time for travel to training events
a) Where the training is deemed by the line manager to be entirely or overwhelmingly for the benefit
of the council, with little or no direct benefit to the staff member concerned, then travel time may
be included in any lieu time due.
b) Where the training is deemed by the line manager to be substantially for the staff member’s
personal development as well as to the benefit of the council, then travel time may be excluded
from any lieu time due.
c) Where the line manager (in consultation with the Town Clerk, where applicable) is unable to make
a judgment as to whether the training fits category a) or b) above, the Personnel Committee should
be consulted.
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Maternity leave
All employees who give birth are entitled to take maternity leave which lasts for a maximum of 52 weeks.
Employees with at least six months’ service will also be entitled to be paid Statutory Maternity pay (SMP)
for up to 39 weeks of their absence. Because this is a statutory payment there are a number of procedural
requirements that must be met in order to make sure that an employee qualifies. The most important
requirements are set out below, but if you have any doubts about the rules that apply you should speak to
the Town Clerk or your manager who will make sure that you have all the appropriate information.

Notification
To qualify for maternity leave you must notify the Council that you are pregnant, giving the date of the
week your baby is due (your expected week of childbirth or EWC) and indicating when you intend your
maternity leave to start (this date can be changed later – see below).
You should give the Council this information no later than the end of the 15th week before your EWC (when
you are approximately 6 months pregnant). If this is not possible then you should give the information as
soon as is practicable.
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You must also give the Council the Maternity Certificate (MATB1) that will be issued to you by your doctor
or midwife some time after the 20th week before your EWC. In some circumstances the Council may be
able to accept other medical evidence of when your baby is due, so if there is any difficulty in providing
the MATB1 certificate you should discuss this with the Town Clerk.
If you intend to take advantage of the right to shared parental leave, you should inform the Council of this
fact at the same time as you notify the intended start date of your leave.

Start of maternity leave
Generally it is up to you to decide when to start your maternity leave. However, your leave cannot begin
any earlier than the beginning of the 11th week before your EWC.
Where it is safe to do so, you may choose to continue working right up to your child’s birth. However, your
maternity leave will begin automatically if you are off sick for a pregnancy-related reason at any stage in
the four weeks immediately before your EWC.
If your baby is born before the date that you have notified as the start date for your maternity leave, then
your maternity leave will begin on the day following the birth.
You may change the date on which you intend to start your maternity leave, but you must notify the Council
of your new start date at least 28 days before the original date given (or the new date, if that is sooner). If
there is a reason why you cannot give this notice then you should explain the situation to the Town Clerk
or your manager and the Council will attempt to accommodate your changed circumstances. However, the
Council may need to insist on delaying the start of your leave until at least 28 days have passed since your
notification of a changed date.
When your baby is born you should inform the Council of this fact as soon as is reasonably practicable.

Duration of maternity leave
The standard length of maternity leave is 52 weeks. Once you indicate the intended start date of your
leave, the Council will send you a written notification of your expected date of return.
Unless you give due notice to the Council of an earlier date of return, it will be assumed that you intend to
take your full 52-week entitlement and you will not be expected back at work before your leave ends. You
do not then have to give any notice of your return although it would be sensible to contact your manager
some time in advance to discuss any arrangements that may need to be made.
At the end of your maternity leave you are generally entitled to return to the same job as you had before
your leave began. If you are away for more than 26 weeks, however, there may be circumstances in which
that is not reasonably practicable. In that case, the Council will provide you with a suitable and appropriate
role at the same level of seniority and on no-less favourable terms and conditions.
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Dismissal or resignation
While on maternity leave you remain employed by the Council and bound by your contract of employment.
If you decide that you want to leave your employment you will need to submit your resignation in the normal
way.
The Council will not dismiss you for any reason related to your pregnancy or your exercise of any right
which arises from it. However, if separate circumstances require your dismissal (for instance, because of
redundancy) then that will bring your maternity leave to an end.
If your position becomes redundant during your maternity leave then you will be offered any suitable
alternative work that is available.
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Maternity pay
Statutory Maternity Pay (SMP) is paid to employees who have at least 26 weeks’ service immediately
before the 15th week before the expected week of childbirth and whose pay is above the Lower Earnings
Limit for paying National Insurance Contributions (this changes each year). Employees who earn below
that amount may be entitled to a state benefit called Maternity Allowance (MA). The Council will provide
you with an appropriate form to help you claim this, where appropriate. However, if you have more than
one year’s continuous local government service immediately before the 11th week before your expected
week of childbirth, additional rights apply, see below.
To pay SMP, the Council needs to be given at least 28 days’ notice that you intend to claim it. This will
normally be given when you inform the Council of your intended start date for maternity leave. If it is not
possible to give 28 days’ notice, you should give as much notice as is reasonably practicable.
SMP is paid for a maximum total of 39 weeks. The first 6 weeks are paid at 90 per cent of your normal
weekly earnings 1 and the remaining 33 weeks are paid at a flat rate specified in legislation. This changes
from year to year. Where you have more than one year’s continuous local government service as referred
to above, you will be eligible to be paid by the Council 90 per cent of your normal weekly pay2 for the first
six weeks (offset against any MA payable) even if you are not eligible to be paid SMP.
Where you have more than one year’s continuous local government service as referred to above, and you
declare in writing to the Council an intention to return to work after your maternity leave for at least three
months, then, after the first six weeks of maternity leave, you will be paid for the next 12 weeks half a
week’s pay per week in addition to SMP or MA, subject to a maximum payment per week of your normal
weekly earnings. In the event that you do not return to work for three months following your leave period,
you will be required to repay the Council any payments made to you in the 12-week period in excess of
SMP or MA, or such part thereof as the Council may decide.
Your entitlement to SMP will be affected if you undertake any paid work (other than Keeping in Touch
days, described below) or are taken into legal custody at any time during your period of SMP entitlement.
You should inform the Council immediately of any such change in your circumstances.

Returning to work early
Not every employee will want to take the full 52 weeks of maternity leave. Some may simply want to return
to work early and others may wish (with their partner) to take advantage of the right to shared parental
leave (see below).
In order to make arrangements to accommodate an early return the Council is entitled to ask for 8 weeks’
notice of the new date, and if that is not given may delay your return until 8 weeks have passed since your
notification.

This is based on an average of your total earnings in the eight weeks immediately preceding the 14th week before your
expected week of childbirth
[2For these purposes, a week’s pay is as stated in the contract of employment for normal working hours or, where there are
no normal working hours, the average over the last 12 working weeks.]
1
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In any event the law requires that you must not be permitted to return to work during the two weeks
immediately following the birth.

Returning to work late
Following your maternity leave, you are required to return to work on the date notified to you as your
expected date of return. If you are unwell on that date then you should follow the sickness absence
procedure set out in Section 6.2 of this handbook.
If you are entitled to begin some other period of leave (such as annual leave or parental leave) then you
should ensure that you have followed the appropriate procedure for taking such leave as set out in this
handbook.

Maternity suspension (health and safety reasons)
Depending on the nature of your job, there may be circumstances in which it is unsafe for you to continue
working while you are pregnant. In some circumstances the law requires a pregnant employee to be
suspended on full pay or transferred to alternative duties. Jobs which may come under this category are
identified in the risk assessments that the Council has carried out under its health and safety policy. If you
are affected by any health and safety issues connected with your pregnancy then the Council will discuss
any detailed arrangements that need to be made until it is safe for you to return to your original duties.

Adoption leave
Employees who are matched with a child for adoption may be entitled to take up to 52 weeks’ adoption
leave. Adoption leave is also available to individuals fostering a child under the "Fostering for Adoption"
scheme.
Where two parents are adopting a child, only one of them may take adoption leave, and the other (whether
a man or woman) is entitled to take paternity leave. If both adoptive parents qualify, they may each take
shared parental leave.
Employees who are proposing to adopt may take time off work to attend up to 5 adoption appointments in
certain circumstances. Where there are joint adopters, only one adopter is entitled to take paid time off
work for these purposes.
The arrangements for taking adoption leave are similar to the arrangements for taking maternity leave, but
there are several important differences. The key ones are set out below, but if you believe you are entitled
to adoption leave you should discuss the situation with the Town Clerk who will ensure that you have all
the necessary information.
If you intend to take adoption leave you should notify the Council of this within seven days of being notified
that you have been matched with a child for adoption (or as soon as is reasonably practicable).
Your notification should set out the date when the child is expected to be placed with you and the date
when you want to start your adoption leave. You can change your mind about the start date provided the
Council is given at least 28 days – or as much notice as is reasonably practicable.
The Council is entitled to require proof of the adoption which usually takes the form of a matching certificate
provided by the agency placing the child.
Adoption leave will last for 52 weeks unless you choose to return early or take advantage of shared
parental leave. You may choose to start the leave from the date when the child is placed with you or at
any time in the preceding two weeks.
If, for any reason, the placement is brought to an end – for example because the match turns out to be
unsuitable – then adoption leave will continue for 8 weeks beyond the end of the placement. After that
period you will be expected to return to work as normal.
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The arrangements for statutory adoption pay are similar to those for SMP. If you have more than one
year’s continuous local government service by the week in which you are notified that you have been
matched with a child, additional rights apply in line with the maternity pay provisions above.
Your return to work at the end of your adoption leave is on the same basis as for the end of maternity
leave (set out above).

Paternity leave
Employees with six months’ service will be entitled to take paternity leave if they expect to have parental
responsibility for a child and they are either the mother’s partner or one of the adoptive parents. The
purpose of the leave must be either to care for the child or to provide support for the child’s mother or
adoptive parent.
There are a number of administrative requirements that must be met in relation to taking paternity leave
and employees should discuss their plans with their line manager at as early a stage as possible. The
following paragraphs set out the basic requirements, but there are additional requirements that must be
met when adopting a child from overseas and employees in this position should talk to their manager who
will make sure that full information is provided.
Employees entitled to take paternity leave are entitled to take either one or two weeks of leave. If two
weeks are taken they must be consecutive and no individual days can be taken except with the agreement
of the Council.
Paternity leave cannot start before a child is born and must be taken at some stage within the first eight
weeks following birth (except when the child is born prematurely in which case the leave must be taken
within the eight weeks following the expected week of childbirth).
Most new parents choose to begin paternity leave on the date their child is born, but you may if you wish
begin the leave at any time you choose provided that the whole of the leave is taken by the end of those
eight weeks.
In order to qualify for paternity leave you must notify the Council at least 15 weeks before the expected
week of your child’s birth or within 7 days of having been notified that a child will be placed for adoption.
Your notification should specify how much leave you intend to take and when you intend the leave to begin.
Should your plans change, you will need to give the Council 28 days’ notice of any revision.
Paternity leave is payable at the statutory rate, which is subject to change every year. You can check the
most up-to-date figure with the Town Clerk or your manager.
Where the Green Book applies: Where an expectant mother nominates a Council employee to assist in
the care of her child and to provide support to the mother at or around the time of birth, the Council may
grant the employee paid Maternity Support Leave. The employee may take up to 5 days paid time off at
or around the time of childbirth, as agreed with the Town Clerk or their manager. There is no requirement
to have a specific period of service to be eligible for this leave.

Parental leave
Parental leave is a flexible form of unpaid leave designed to help employees spend time caring for children.
It is usually taken in instalments over the first eighteen years of a child’s life and is available to employees
who have at least one year’s service and who have formal parental responsibility for a child.
The basic entitlement is to 18 weeks of unpaid leave in respect of each child. It must usually be taken
before each child’s eighteenth birthday.
Parental leave must usually be taken in blocks of one week or more and no more than four weeks’ leave
will be granted in a single year. However, more flexibility is available in respect of disabled children and
you should discuss your requirements with the Town Clerk or your manager if this applies to you.
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A request to take parental leave should be submitted 21 days in advance. While the Council will always
try to accommodate requests for parental leave, it has the right to postpone any leave for up to six months
in order to accommodate the needs of the organisation.
No postponement will be required if you choose to take your first instalment of leave immediately after the
birth or adoption of your child. In such circumstances you need only inform the Council of your intention
21 days before the expected date of birth or placement. The leave will then begin automatically when your
child is born or placed with you.
Parental leave is an entitlement that can be transferred from one employment to another. You may
therefore join the Council with some outstanding parental leave attaching to a particular child. In such
circumstances you should be aware that the qualifying period for taking parental leave still applies and you
will need to have been employed for at least one year before you can resume taking parental leave.

Shared parental leave
Shared parental leave is a flexible form of leave available to both parents designed to encourage shared
parenting in the first year of a child’s life. It allows a more flexible pattern of leave than the traditional
arrangement under which the mother takes extensive maternity leave and the father takes a short period
of paternity leave.
Employees who give birth or adopt remain entitled to take the full 52 weeks of leave if they choose to do
so and the arrangements described above for maternity and adoption leave continue to apply. However,
an employee may choose to share part of that leave with their partner provided that certain qualifying
conditions are met. When leave is shared in this way, there is no need for the ‘primary’ leave taker to have
returned to work. Both parents can be on leave at the same time, provided that the combined amount of
leave taken by the parents does not exceed 52 weeks and provided that all of the leave is taken before
the end of 52 weeks following the birth of the child or its placement for adoption.
Generally, parents will qualify for shared parental leave provided that both are working and that each has
at least 26 weeks’ service with their respective employers. To exercise the right, both parents must inform
their employer that they intend to take shared parental leave – usually at the same time as the employer
is notified that an employee is pregnant or plans to adopt. They must also give an indication of the pattern
of leave that they propose to take.
A parent proposing to take a period of shared parental leave must give the Council 8 weeks’ notice of any
such leave. Depending on the circumstances, it may be possible for the Shared Parental Leave to be taken
in intermittent blocks, with one parent returning to work for a time before taking another period of shared
parental leave. Such an arrangement can only be made with the agreement of the Council. While every
effort will be made to accommodate the needs of individual employees, the Council may insist on shared
parental leave being taken in a single instalment. Any decision as to whether to permit intermittent periods
of leave is entirely at the Council’s discretion.
An employee absent on shared parental leave will be entitled to a weekly payment equivalent to the lower
fixed rate of SMP. The number of weeks for which payment will be made will vary depending on the amount
of SMP paid to the mother while on maternity leave. Essentially, if the mother ends (or proposes to end)
her leave with 10 weeks of SMP entitlement remaining, the parent taking shared parental leave will be
entitled to be paid for the first 10 weeks of leave.
Because of the number of options available, shared parental leave can be quite a complicated entitlement.
If you want to take advantage of shared parental leave you should discuss this with the Town Clerk or your
manager who will check that you qualify and help guide you through the procedure.

Keeping in touch days
We may agree, during your period of maternity or shared parental leave that you will come into work to
catch up on the latest developments, undergo training or some other development activity or to take part
in important meetings. These ‘keeping in touch days’ are entirely voluntary and employees will not be
required to take part. Nor is the Council under any obligation to arrange for keeping in touch days. Any
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payment for attending work on such days will be agreed between the Council and the employee at the
time the keeping in touch day is arranged.

During maternity or shared parental leave
The Council is keen to keep in touch with employees who are on extended periods of leave, to inform them
of any news and consult them over any changes which may take place in the organisation. However, we
appreciate that many employees would prefer to be left alone at this very important time in their lives. In
order to get the balance right, the Town Clerk or your manager may, before your leave begins, discuss
with you how best we can keep in touch while you are away.
Please be aware, however, that if an important issue arises on which you need to be consulted, the Council
may have a legal obligation to discuss the issue with you and keep you informed.

Parental Bereavement Leave
Employees are entitled to statutory parental bereavement leave (SPBL) if a child for whom they have or
were due to have parental responsibility has died or been stillborn after 24 weeks of pregnancy, on or after
6 April 2020.
Leave can be taken as one week, two consecutive weeks, or two separate weeks, at any time within the
first 56 weeks after the child’s death.

Notification
During the first eight weeks after a child has died, you, or someone on your behalf as necessary, need
only give notice to the Council to take SPBL before you are due to start work on the first day of leave. If
you have already started work, then officially your SPBL period will start on the following day. If you want
to cancel it at any time during the first seven weeks you can do so as long as it has not started.
After eight weeks, you need to give at least a week’s notice to the Council to take SPBL. You can cancel
it with a week's notice, or re-book it by giving a week's notice.
When giving notice to take SPBL, you must tell the Council: the date of the child’s death; when you want
your leave to begin; and whether you want to take 1 or 2 weeks leave). You can give notice by telephone
or by email or by letter.

Parental Bereavement Pay
To qualify for statutory parental bereavement pay (SPBP) during such leave you must have at least six
months’ continuous employment and normal weekly earnings of at least the lower earnings limit. It is paid
at the same rate as other statutory family leave pay, which is subject to change every year. You can check
the most up-to-date figure with your line manager.
To claim SPBP, you must confirm the following information in writing within 28 days of starting any period
of SPBL: your name; your entitlement to SPBP; the dates of SPBL you want to claim the pay for; the date
of the child's death; and your relationship to the child. You can provide this information at the same time
as giving notice to take SPBL, as set out above, so long as it is in writing.

Other leave entitlements
In addition to parental bereavement leave, if you qualified for:
•
•

maternity or paternity leave and pay and your child has died or been stillborn, you are still entitled to
such leave and pay.
adoption leave and pay, then the adoption leave entitlement runs for another eight weeks from the
end of the week in which the child died (unless it would already have ended sooner).

If your planned period of SPBL coincides with another statutory family leave right, your SPBL will end at
the start of that other leave. If you wish to take SPBL at the end of the other statutory family leave period,
then a fresh notice to take the leave will be required, as per the above notice requirements.
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Compassionate or Dependants leave may be available under our Compassionate or Dependants Leave
Policy at our discretion. Please speak to your manager if you require time off in addition to parental
bereavement leave.
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BEHAVIOUR AT WORK
Unacceptable outside work activities and behaviour
Activities
It is required that in accepting a position with the Council an employee will not engage in any other paid
activity which the Council would consider to be inappropriate or as having an adverse effect on his/her
employment with the Council. Failure to comply with this condition will render an employee liable to
disciplinary action.
Public confidence requires that Council employees are seen to be politically impartial. Employees of the
Council may not engage in political activity (in support of their own or any other person’s candidate or in
support of any political party or other organisation involved in a political process) within the Parish. Such
activity is deemed to encompass elections for areas where part or the whole of the Parish forms only part
of a relevant electoral area. Failure to comply with this condition will render an employee liable to
disciplinary action.

Behaviour
Staff must not behave in a manner likely to bring the Council into disrepute.

Member/Officer Protocol
Introduction
The purpose of this protocol is to provide guidance to both members and officers over the way they are
expected to work together for and on behalf of the Town Council.
This document is not exclusive and members specifically are also minded to give consideration to the
Council’s Code of Conduct, which they are bound by.
It is also important to note that the Council has a legal duty of care in respect of its employees and therefore
this is reflected throughout the protocol.

The Role of Members and Officers
The role and remit of individual members is to represent the Ward to which they were elected including a
duty in respect of the whole community in playing an active part in the decision-making process and setting
of Council policy for the town of Stroud.
The Town Clerk is directly responsible to the Council as the corporate entity and the role of the Town Clerk
is to provide advice and manage the day-to-day operation of the organisation ensuring that projects and
services are delivered both in accordance with the policy direction of the Council and in meeting statutory
and legal requirements.
Under law, whilst responsibilities can be delegated by Council to committees, sub-committees and
individually named officers this does not extend to individual members.
Individual members must ensure that they do not get involved in issues relating to the day-to-day
management of the organisation nor undermine this in any way.
Professional conduct between members and officers should be maintained at all times, both at work and/or
when socialising.
Members must respect the workplace impartiality, integrity and political neutrality of Council officers.
At no time, under any circumstance, must an individual member or group of members seek to persuade
an officer to undertake any course of action outside of Council policy or procedure.
Officers must demonstrate respect at all times for the role of members as they seek to serve their
respective elected representatives and co-operate as far as is reasonably possible when local concerns
are raised.
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Guidelines for relationships within Stroud Town Council¶
Purpose: to define the way in which business should be
conducted and the way in which councillors and staff should
work with each other.¶
¶
General¶
¶
All dealings between staff and councillors must be based on
mutual respect for all parties.¶
¶
Public criticism of others is not acceptable.¶
¶
Undermining the role and position of others is equally
unacceptable.¶
¶
Comment and criticism should be based on policy not
personality.¶
¶
Council decisions must be respected by all personnel
irrespective of personal views.¶
¶
Members of the public must be treated with courtesy by all staff
and councillors.¶
¶
Staff have a duty¶
¶
To offer impartial advice.¶
¶
To support Council in achieving its aims. Where an officer
advises against a particular course of action, an alternative
means of achieving the aim should be suggested.¶
¶
To assist progress in achieving these aims, these should not
be delayed either by inaction or obstruction.¶
¶
Staff must never alter council policy or give the impression that
the council has changed its policy without clear instruction to
do so from the council. Any letter of a sensitive nature that may
affect council policy must be cleared by the appropriate Chair.¶
¶
Councillors¶
¶
Must listen to and consider impartial advice from the Proper
Officer.¶
¶
Should not expect instant advice from staff at meetings.
(Previous warning of an issue will result in a more thorough
research option).¶
¶
Must respect the professionalism of the staff.¶
¶
Must respect and support other councillors and give serious
consideration to all views.¶
¶
Must make it clear whether they are speaking as an individual
or as a council member when making statements to the press;
if the latter they must never alter council policy or give the
impression that council has changed its policy without a clear
instruction to do so from the council.¶

If there are problems relating to specific service areas individual members should seek in the first instance
to raise this through the respective Committee Chair who will liaise with the respective officer. Where
members are unsure or if a matter does not clearly fit under the remit of one committee, members should
seek the advice of the Town Clerk/officers on how best to proceed.
Whilst officers will do all they reasonably can to resolve any issue raised by a Committee Chair, there may
be occasions when expectations cannot be met and explanation of the reasons why will be provided; under
such circumstances the decision taken by an officer should be respected. If the issue continues the matter
will be referred to Council.

Members’ Access to Information and Council Documents
The exceptions to this are in the case of draft working documents which, if there is good reason, may not
be available before the matter is formally reported to Council or the relevant committee/group, or in the
case of personnel matters or legal disputes where restricted circulation can be justified. Members may
challenge any restriction placed on information through the Council’s complaints policy.
In accordance with Standing Orders a member may, for the purpose of his or her duty (but not otherwise)
view any document in the possession of the Council or a committee or working group, and if copies are
available can be supplied with a copy.

Breach of Confidentiality
Officers and members should never disclose or use confidential information for personal advantage or to
the disadvantage or discredit of the Council or anyone else.
Any unauthorised disclosure of confidential information by a member constitutes a breach of the Code of
Conduct and in respect of officers could lead to disciplinary action being taken.

Equality and Diversity Issues
The Council has statutory duties with regard to equality and diversity issues and in accordance with the
Council’s Code of Conduct members must not discriminate against others.
Officers and members must not, by their behaviour, speech or in writing, act in a way which is or could be
interpreted as being discriminatory; due regard must also be given in respect of a person’s human rights,
gender, race, disability, faith/religion, ethnicity, nationality or sexual orientation.

Bullying and Harassment
Bullying and harassment is in breach of the Council’s Code of Conduct, employment policies and that of
the duty of care. The Council has a legal obligation to ensure this is complied with at all times.
Members must not raise matters which directly relate to the conduct, capability or otherwise of any named
or inferred individual or group of officers at meetings of Council or any meeting where the public are or
may be present.

Officer Advice
Officers must ensure that impartial advice is given to individual members, the Council and its committees
and groups.

Mayor/Deputy Mayor/Committee Chairs/Officers - Working Relationship
It is important that there is a constructive working relationship between the Mayor, Deputy Mayor and the
Committee Chairs and officers of the Council.
Although, whenever possible, officers will consult with respective members as part of the process of
drafting agendas and reports for meetings, the Town Clerk has ultimate responsibility for the final content
of that agenda because setting the agenda constitutes an executive act which cannot be delegated to any
individual member.
Officers are fully responsible for agendas and the content of reports which are prepared in their name.
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Officers are solely accountable to the Town Clerk and whilst officers should always seek to assist
members, they must not, in so doing, go beyond the bounds of whatever authority they have been given.

Correspondence
Correspondence between an individual member and officer may be copied to others with a relevant interest
at the officer’s discretion unless it has been marked “confidential”.
Where correspondence from a member relates to Council policy, or the interpretation of Council policy, a
copy should be sent to the Mayor, Chair of the relevant committee/group and the Town Clerk.
Under no circumstances should ‘silent copies’ be made available to a third party and copies should only
be sent to third parties with the express permission of the author.
Official letters on behalf of the Council should, unless express authority has been given by Council, be
normally sent out in the name of the appropriate officer.

Ward Members
Whenever a public meeting is organised by the Council to consider a local issue, all members representing
the Ward or Wards affected should, as a matter of course, be invited to attend the meeting. Similarly,
whenever the Council undertakes any form of consultation on a local issue, the Ward Members should be
notified at the outset of the exercise.
When there is a specific matter of concern within a Ward or Wards, whenever reasonably practicable to
do so, Ward Members should be advised and kept informed. The same procedure should be followed in
respect to the delivery of projects or any changes to services etc.
Officers must ensure that Ward members are kept informed and up to date on any Ward related and
relevant matters of importance.

Council Policies and Procedures
Officers are expected to explain and promote, on behalf of the Council, its policies and procedures, but
not to engage in any party-political matters. Where there is, or is likely to be, criticism from whatever source
of Council policy and/or service delivery, officers must assist the Council in explaining the particular policy
or service issue to the public/media.

Breach of Protocol
Where any member or officer considers that the protocol has been breached, the matter should be drawn
to the attention of the Town Clerk who will refer the matter to the Personnel Committee for consideration
and resolution.
Data Protection
We will process personal data and sensitive personal data (also known as ‘special categories of personal
data’) relating to you in accordance with our Data Protection Policy and our Data Protection Privacy Notice
(provided to you separately), as well as in accordance with the relevant data protection legislation.
We may monitor staff in accordance with our policies relating to email, internet and communications
systems and monitoring at work, as detailed in this Personnel Handbook and in accordance with the
relevant data protection legislation.
You will comply with your obligations under our data protection policy and other relevant policies as
directed.

Social Media
Council Equipment
•

Use of the internet (especially chat rooms and community sites such as Facebook) slows the system
and encourages accidental downloading of viruses.
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•

Employees are prohibited from using social networking website such as Facebook or instant
messaging services on Council computers or during working hours other than for business purposes.
• Employees are prohibited from downloading or saving music on the Council’s computer systems.
Your council email address must not be used:
•

•
•

to register an account on any website being used for personal reasons, or to receive communications
from such websites e.g. Social networking sites such as Facebook and eBay or similar sites, message
boards or any blog sites
to receive communications relating to any personal businesses or income generating ventures, such
as property letting
to subscribe to regular update emails for social activities such as cinema or theatre listings or other
non-business purposes.

Personal Equipment
If you use social networking sites at home or outside of work any comments you make may still have an
impact on your work and your colleagues. Please note that you may still be subject to the Council’s
Disciplinary Procedures if you make any defamatory, inappropriate and/or offensive comments about the
Council, its clients or your colleagues when online.

Deleted: ¶

Deleted: ;

Deleted: ;

Deleted: <#>Employees should not under any
circumstances use our systems to participate in any internet
chat room, “twitter” system, any on-line
auction website, post messages on any internet message
board or set up or log text or information on a blog or wiki,
even in their own time. ¶

Please ensure therefore that you do not use systems like Facebook or Twitter to:
•
•
•
•

gossip about colleagues in relation to work issues
gossip or complain about management or management policies
give out any information in relation to your workplace
directly communicate with or harass a colleague in relation to an issue of dispute

Such comments are capable of amounting to gross misconduct and may therefore result in the termination
of your employment.

Code of Conduct for employees
(A separate Code of Conduct applies to Councillors)

Misconduct
Behaviour which is disruptive, disrespectful to colleagues, or which falls short of the requirements set out
in this handbook will be treated as misconduct under the disciplinary procedure. While employees will not
usually be dismissed for a first offence a failure to remedy the behaviour or to adhere to required standards
may ultimately lead to dismissal once appropriate warnings have been given.
The Council reserves the right not to follow the disciplinary procedure in full for employees who are within
the first two years of their employment with the Council.

Gross Misconduct
Gross misconduct is behaviour which is fundamentally at odds with the employee’s duty to the Council
and their colleagues. In accordance with the disciplinary procedure, gross misconduct will usually result in
dismissal without notice, or payment in lieu of notice, even in cases of a first offence.
It is not possible to list every example of gross misconduct which may arise, but the following provides an
illustration of the sort of conduct that will fall into this category – some of which are then explained in more
detail below:
•
•
•
•
•
•

Theft
Deliberate acts of discrimination or harassment
Refusal to carry out reasonable instructions
Violent or intimidating behaviour
Wilful damage to property
Reckless behaviour posing a risk to health and safety
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•
•

Any illegal act during working time or on Council premises, and
Any act described as gross misconduct elsewhere in this handbook.
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Dishonesty
It is important to stress that any form of dishonesty, however minor, will be regarded as gross misconduct.
This includes theft of property, whether belonging to the Council, colleagues or any third party. However,
it also includes an employee seeking to gain any advantage through deception - such as making a false
claim for expenses or overtime, falsely claiming to be sick or falsely claiming to have completed a particular
task.
It does not matter if any amount of money at issue is small. The Council regards any dishonesty by
employees as gross misconduct which will usually result in dismissal.

Refusal to carry out instructions
The Council expects employees to work in a spirit of cooperation with their colleagues and managers for
the good of the business as a whole. Employees are required to carry out their managers’ instructions and
a deliberate and wilful refusal to do so will be gross misconduct.
If you believe that you have been instructed to do something that does not fall within your duties, or which
is in some other way unreasonable then the appropriate way of dealing with this is to raise a grievance
under the grievance procedure (see Section 6). However, doing so will not prevent a refusal to carry out
an instruction from amounting to gross misconduct if it is found to have been a reasonable one in all the
circumstances.

Breach of a requirement set out in this Handbook
This handbook sets out a number of requirements aimed at ensuring the smooth running of the Council
and the fair treatment of all employees. A number of these are so important that any breach of them will
amount to gross misconduct and these are clearly identified throughout the handbook. Your attention is
drawn in particular to the following:
•
•
•
•
•
•

The rules on gifts and hospitality
The policy on smoking
The policy on alcohol and drugs
The rules concerning the use of computers, the internet and email
The policy regarding social media, and
The policies on driving and the use of Council vehicles.

Allegations of Misconduct and Gross Misconduct
The Council is committed to treating all employees fairly and allegations of misconduct and gross
misconduct will be dealt with in accordance with the disciplinary procedure.

Grievance Procedure
The Council aims to be responsive to concerns raised by employees and if you are unhappy with
something affecting you at work you are encouraged to raise this with your manager or in the case of the
Town Clerk this should be addressed to the Personnel Committee on an informal basis. If that is not
possible then you should speak to another manager who will try to assist you in resolving any issue you
may have. The following procedure is designed to be used when these informal attempts to resolve any
dispute have not been successful.
Any written complaint or grievance raised which alleges that a member or co-opted member of the authority
has failed to comply with the authority’s Code of Conduct will be dealt with under the Code of Conduct
Procedure.
This procedure does not include: disciplinary matters, pension scheme rules, rules of income tax, national
insurance and allied matters.
The employee may be accompanied by his/her partner, a Trade Union representative or a colleague at all
stages in this procedure.
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Grievances should be raised initially with the employee’s immediate superior i.e. the Town Clerk or the
Green Spaces Manager. The Town Clerk should raise grievances with the Mayor. In the event that a
member of staff asks to bypass the normal procedure and go straight to the Personnel Committee, such
a request must be passed immediately to the Personnel Committee; however, it is probable that the
Personnel Committee will rule that the complainant must go through the normal procedure.
The person with whom the grievance is raised should reply orally as soon as possible, but always within
5 working days.
If the complainant continues to be aggrieved, that grievance should be submitted in writing to:
the Town Clerk, if the complainant is a member of Green Spaces staff,
the Chair of the Personnel Committee, if the complainant is the Town Clerk, Green Spaces Manager
or a member of office staff,
and a copy of the written grievance should be sent to the immediate superior (see 3 above).
Following the written complaint, and within 10 working days, the Town Clerk or Chair of the Personnel
Committee should arrange a meeting with the interested parties.
As a result the grievance may be accepted, in which case a means of remedying it must be identified; or
the grievance may be rejected. Within 7 working days of the meeting the decision should be confirmed in
writing to all parties.
If the employee is not satisfied with the outcome in respect of the original complaint they may then take
the grievance to:
•
•

the Personnel Committee, if the complainant is a member of Green Spaces Staff
the Appeals Committee, if the complainant is the Town Clerk, Green Spaces Manager or a member
of office staff.

This must be done in writing stating the grounds for appeal within 10 working days of the original decision.

Disciplinary and Appeals Procedure
Purpose and scope
This policy is designed to help and encourage all employees to achieve and maintain standards of conduct
and attendance. The aim is to ensure consistent and fair treatment for all in the organisation.

Principles
Informal action will be considered, where appropriate, to resolve problems.
No disciplinary action will be taken against an employee until a reasonable investigation of the allegations
has been undertaken.
An employee will be advised of the nature of the complaint against them and will be given the opportunity
to state their case before any decision is made at a disciplinary meeting.
Employees will be provided, where appropriate, with written copies of evidence and relevant witness
statements in advance of a disciplinary meeting. Witness statements may be, in appropriate
circumstances, anonymised.
No employee with over 24 months’ service will be dismissed for a first breach of discipline except in the
case of gross misconduct, when the penalty will be dismissal without notice or payment in lieu of notice.
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The procedure may be implemented at any stage if the employee's alleged misconduct warrants this.

Procedure
The employee may be accompanied by his/her partner, a Trade Union representative or a colleague at all
stages in this procedure.
When an employee’s work, conduct or omission apparently warrants disciplinary action the Town Clerk in
conjunction with the Chair of the Personnel Committee shall arrange a Disciplinary Hearing within 10
working days of learning of the alleged offence. The Town Clerk and one member of the Personnel
Committee will be present at the Hearing.
If the Town Clerk’s work, conduct or omission apparently warrants disciplinary action the Chair of the
Personnel Committee shall arrange a Disciplinary Hearing within 10 working days of learning of the alleged
offence; at least two members of the Personnel Committee must be present at the Hearing.
The Council has the right to suspend the employee on full pay during the disciplinary procedure.
The employee shall be given at least 3 working days’ notice in writing of the time and place of the Hearing.
Both sides can call relevant witnesses or produce relevant documents at the Hearing. Both parties can
question all witnesses.
The seriousness of the offence, whether a similar offence has been committed and whether the current
offence is another in a series of offences will determine the decision.
Instances of gross misconduct may lead to summary dismissal. Such offences include:
•
•
•

Theft or fraud
Incapacity to perform duties through influence of alcohol or drugs
Physical violence

This list is not comprehensive
Having considered the facts the Town Clerk / Personnel Committee will adjudicate and will:
•
•
•
•
•

Dismiss the allegation or
Issue a written warning or
Issue a final written warning or
Suspend the employee or
Dismiss the employee

The decision must be confirmed in writing to the employee within 5 working days of the Disciplinary
Hearing. This written notification must contain details of the employee’s right of appeal. A copy of this
written notification must be placed in the employee’s Personal File.
The employee has the right of appeal. If they choose to appeal they must appeal in writing to the Appeals
Committee stating the grounds for the appeal within 10 working days of notification of the Disciplinary
Hearing decision.
The Appeals Committee should hear the appeal within 10 working days of receipt of the appeal.
The Appeal Hearing should be conducted in a manner similar to that of the original Disciplinary Hearing
(see above).
On conclusion of the Hearing, the Appeals Committee must confirm its decision in writing to the appellant
within 5 working days of the Appeal Hearing. The Appeals Committee can dismiss or uphold the Appeal
(in full or part) and can confirm, increase, reduce or dismiss the decision of the Disciplinary Hearing.
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Performance Improvement Procedure
It is in everybody’s interest for employees to perform well at their jobs and the Council aims to ensure that
all employees are given the support needed to ensure that they are able do so. Where there are issues
with performance then the employee should receive feedback from their manager setting out any
concerns. Discussions should take place about how that performance can be improved. This procedure is
designed to be used when such informal discussions do not lead to the employee’s performance improving
to an acceptable level.
Where an employee’s poor performance is believed to be the result of deliberate neglect, or where serious
errors have been made to the detriment of the Council then it may be more appropriate to use the
disciplinary procedure. Which procedure to use shall be at the discretion of the Council.
The Council also reserves the right not to follow this procedure in full for employees who are within their
first two years of employment with the Council.

The Right to be Accompanied
Employees are entitled to be accompanied at any meeting held under this procedure by a representative
of their choice, this many include a fellow employee or trade union official. The Council will provide any
chosen companions who are fellow employees with appropriate paid time off to allow them to attend the
meeting. It is, however, up to the employee in question to arrange for a companion to attend the meeting.
If the chosen companion cannot attend on the day scheduled for the meeting, then the Council will agree
a new date. This will usually be within 5 working days of the date originally scheduled. If the companion is
not available within that timescale, then the employee may need to find someone else to take their place.
The Companion’s role is to advise the employee during the meeting and make representations on their
behalf. However, both the employee and their companion are required to cooperate in ensuring a fair and
efficient meeting. The companion is not entitled to answer questions on the employee’s behalf.

Stage One
The employee’s manager will inform them of the nature of the problem and confirm this in writing. The
employee will be invited to a meeting to discuss the issues raised by the manager’s concerns. The meeting
will be conducted by the employee’s line manager and will consider any representations the employee
may make about their performance, whether it needs to be improved, and if so what steps can be taken
to help the employee reach the appropriate level.
Following discussion of the problem, the line manager may choose to take no further action; to refer the
matter for investigation under the disciplinary procedure or to issue a formal Performance Improvement
Plan.

Performance Improvement Plan
A Performance Improvement Plan (PIP) is a series of measures designed to help improve the employee’s
performance. Each measure will ideally be agreed with the employee, though the Council reserves the
right to insist on any aspect of the PIP in the absence of such agreement.
Each PIP will be tailored to the particular situation, but will contain the following elements:
•

Timescale: the overall timescale in which the necessary improvement must be achieved will be set
out, together with the timescale for reaching individual milestones where appropriate.

•

Targets: The PIP will specify the particular areas in which improvement is needed and set out how
and on what criteria the employee’s performance will be assessed. Where appropriate, specific targets
will be set which will need to be achieved either by the end of the plan or at identifiable stages within
it.

•

Measures: The PIP will specify what measures will be taken by the Council to support the employee
in improving their performance. Such measures may include training, additional supervision, the
reallocation of other duties, or the provision of additional support from colleagues.
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•

Feedback: As part of the PIP the employee will be given regular feedback from their line manager
indicating the extent to which the employee is on track to deliver the improvements set out in the plan

If at any stage the Council feels that the PIP is not progressing in a satisfactory way, a further meeting
may be held with the employee to discuss the issue. As a result of such a meeting the employer may
amend or extend any part of the plan.

Review
At the end of the PIP the employee’s performance will be reviewed. If satisfactory progress has been made
the employee will be notified of this fact in writing. If the manager feels that progress has been insufficient,
then they may decide to extend and/or amend the PIP to such extent as seems appropriate. Alternatively,
the manager may refer the matter to a meeting under Stage Two of this procedure.
Following the successful completion of a PIP the employee’s performance will continue to be monitored.
If at any stage in the following 12 months, the employee’s performance again starts to fall short of an
acceptable standard, their line manager may decide to institute stage two of this procedure.
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Stage Two
If a PIP has not led to sufficient improvement in the employee’s performance, the employee will be invited
to attend a formal performance management hearing. The invitation will set out the respects in which the
line manager believes that the employee’s performance still falls short of an acceptable standard.
The hearing will be conducted by a member of the senior management team.
At the hearing, the employee will be given an opportunity to respond to any criticism of their performance
and to make representations about any aspect of the way in which the process has been managed.
If the hearing concludes that reasonable steps have been taken which should have allowed the employee
to perform to an acceptable standard but that these measures have not worked then a formal final
warning may be issued. The warning will explain the nature of the improvement which is required in the
employee’s performance and state that the improvement must be immediate and sustained. It will also
explain that if this improvement does not take place then the employee may be dismissed. Where it is
appropriate, the warning may be accompanied by an extended or revised PIP.
The warning will remain current for a period of 12 months, after which time it will cease to have effect.

Stage Three
If an employee has been issued with a warning under Stage Two which remains current, and the
[appropriate manager] believes that the employee’s performance is still not acceptable then the matter
may be referred to a further performance management hearing.
The employee will be informed in writing of the grounds of which the hearing is being convened and in
particular will be told of the respects in which their performance continues to fall below an acceptable
standard.
The hearing will be conducted by an appropriate manager.
At the meeting the employee will be able to respond to any criticisms made of their performance and make
representations about how the situation should be treated.
The manager conducting the meeting may take such action as is judged appropriate up to and including
a decision to dismiss the employee.
Any dismissal under this procedure will be with notice or payment in lieu of notice and the decision to
dismiss together with the reasons for dismissal will be set out in writing and sent to the employee.

37

Deleted:

Appeals
An employee may appeal against any decision taken under this procedure. The appeal should be
submitted in writing within one week of the action complained of. An appeal hearing will then be convened
to consider the matter. Any PIP that is in force, together with any measures or objectives included within
it, will continue in place during the appeal process.
The outcome of the appeal will be confirmed to the employee in writing explaining the grounds of which
the decision was reached. The outcome of the appeal will be final.

Redeployment
There may be circumstances in which it becomes clear that an employee would be better suited to a
different role within the Council. However, any offer to redeploy the employee will be entirely at the
Council’s discretion and will only be made when the Council is confident that the employee will be able to
perform well in the redeployed role and where there is a suitable available vacancy.
Redeployment may be offered as an alternative to dismissal where the Council is satisfied that the
employee should no longer be allowed to continue to work in their current role. While the employee is free
to refuse any offer of redeployment, the only alternative available in these circumstances will usually be
dismissal.

Whistleblowing Policy
Formatted: Heading 3

What Is Whistleblowing?
A “whistleblower” is someone who discovers something that is wrong and alerts his employer or the
relevant authorities to what is going on. The law protects whistleblowers from their detrimental
treatment by reason of their having “blown the whistle”. To be protected by the law, the act of
whistleblowing must fall within the legal rules and the whistleblower must reasonably believe that their
disclosure of wrongdoing is made in the public interest.
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Background
The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to provide protection
for workers who raise legitimate concerns about specified matters in the public interest. These are called
"qualifying disclosures". A qualifying disclosure is one made by an employee who has a reasonable
belief that:
•
•
•
•
•
•

A criminal offence was committed or is being or is likely to be committed
A person has or is or is likely to fail to comply with a legal obligation
A miscarriage of justice has occurred or is or is likely to occur
The health and safety of any individual has been or is being or is likely to be endangered
The environment has been, is being or is likely to be damaged
That information tending to show any matter falling within any one of the above categories has been,
is being, or is likely to be deliberately concealed.
Formatted: Heading 3

Our Policy
Our Council is run in accordance with the law. No employee will suffer a detriment for speaking up if they
believe that something is wrong. The aim of this policy is to provide an internal mechanism for reporting,
investigating and remedying any wrongdoing in the workplace.

Formatted: Heading 3

Principles
•

•
•

Everyone should be aware of the importance of preventing and eliminating wrongdoing at work. Staff
and others working on behalf of the council should be watchful for illegal or unethical conduct and
report anything of that nature that they become aware of.
Any matter raised under this procedure will be investigated thoroughly, promptly and confidentially,
and the outcome of the investigation reported back to the person who raised the issue.
No employee or other person working on behalf of the council will be victimised for raising a matter
under this procedure. This means that the continued employment and opportunities for future
promotion or training of the worker will not be prejudiced because they have raised a legitimate
concern.
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•
•
•
•

Victimisation of an individual for raising a qualified disclosure will be a disciplinary offence.
If misconduct is discovered as a result of any investigation under this procedure our disciplinary
procedure will be used, in addition to any appropriate external measures.
Maliciously making a false allegation is a disciplinary offence.
An instruction to cover up wrongdoing is itself a disciplinary offence. If told not to raise or pursue any
concern, even by a person in authority such as a manager, you should not agree to remain silent. You
should report the matter to the Clerk or the Mayor.

Procedure
Please raise your concerns immediately using the procedure set out below. In most cases you should not
find it necessary to alert anyone externally.
However, you will still be protected in law if you disclose the information to the following:
•
•
•

A legal adviser in the course of getting legal advice
A Minister of the Crown
One of the prescribed persons set out in the Public Interest Disclosure (Prescribed Persons) Order
1999. (See full list set out in Stage 3 below.)

Disclosure to any other person is not generally protected except in very limited circumstances.
It is not necessary for you to have proof that such an act is being, has been, or is likely to be, committed
- a reasonable belief is sufficient. You have no responsibility for investigating the matter - it is the
council’s responsibility to ensure that an investigation takes place.
If you make a protected disclosure you have the right not to be dismissed, subjected to any other
detriment, or victimised, because you have made a disclosure. We encourage you to raise your
concerns under this procedure in the first instance.
Stage 1
In the first instance, any concerns should be raised with the Clerk, who will arrange an investigation of the
matter. The investigation may involve you and other individuals involved giving a written statement. Any
investigation will be carried out in accordance with the principles set out above. Your statement will
be taken into account, and you will be asked to comment on any additional evidence obtained. We will
endeavour to complete investigations within a reasonable time.
The Clerk (or delegated officer) will take any necessary action, including reporting the matter to the
Council, or any appropriate government department or regulatory agency. The Clerk (or delegated
officer) will also invoke any disciplinary action if required. On conclusion of any investigation, insofar as
confidentiality allows, you will be told the outcome and what the council has done, or proposes to do,
about it. If no action is to be taken, the reason for this will be explained.
Stage 2
If you are concerned that the Clerk is involved in the wrongdoing, has failed to make a proper
investigation or has failed to report the outcome of the investigations to the relevant person, you should
escalate the matter to the Mayor. The Mayor will arrange for a review of the investigation to be carried
out and make any necessary enquiries.
If necessary, the Deputy Clerk or Deputy Mayor may be called upon if you are concerned that the Clerk
or Mayor are involved in the wrongdoing.
Stage 3
If on conclusion of stages 1 and 2 you reasonably believe that the appropriate action has not been taken,
you should report the matter to the relevant body. This includes:
•
•
•
•

HM Revenue & Customs
The Health and Safety Executive
The Environment Agency
The Serious Fraud Office
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•
•
•
•

The Charity Commission
The Pensions Regulator
The Information Commissioner
The Financial Conduct Authority

You can find the full list in The Public Interest Disclosure (Prescribed Persons) Order
2014: www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79blowing-the-whistle-to-a-prescribed-person.pdf
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LEAVING EMPLOYMENT
Notice periods
Notice periods required from Employees are as stated in individual contracts of employment.
Notice periods that will be required from the Council are set out in the table below:
Service
Up to 4 weeks
Between 4 weeks and 5
years
5 years or more

Notice
1 week
4 weeks

Deleted: 2

Increasing by 1 week for each
complete year of service up to a
maximum of twelve weeks

Deleted: 2 or more years
Deleted: per year up to 12 weeks

Pension scheme
Eligible employees will be automatically enrolled in the Gloucestershire County Council Pension Scheme
on appointment, and details of the scheme will be supplied at that time. Information for members of the
Scheme is available at: www.lgpsmember.org/
Any member wishing to opt out of the scheme may do so only by contacting the Scheme’s managers at
Gloucestershire County Council. Stroud Town Council is not permitted to issue opting out forms or to give
advice on opting out.
The normal retirement age for members of Gloucestershire County Council Pension Scheme will be as
set down by the Scheme’s managers.

Flexible Retirement Policy

Those staff aged over 55 who have met the 2 years vesting period 2 in the scheme can request to either take
a job at a lower grade/rate of pay or reduce their hours and gain access to their pension even though they
have not retired.
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Deleted:
Deleted: 3 months’ scheme membership

An employee who wishes to consider flexible retirement must make a request via their line manager to the
Town Clerk. In considering such requests, the impact on service needs and the demonstration of a valid
business case will be taken into account.
Any pension benefits will be reduced where appropriate in accordance with Local Government Pension
Scheme (LGPS) regulations and Government Actuaries Department (GAD) guidance. Staff considering
flexible retirement are strongly advised to speak to the Pensions Section at Gloucestershire County
Council at the earliest opportunity.

Adopted at Council
26th February 2007
Includes revisions agreed by All Staff Meetings and Personnel Committee in 2000-21

2

The vesting period is normally two years, but exceptions may apply – for more information visit:
www.lgpsmember.org/more/vesting.php
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Appendix A
Travel and subsistence rates (employees)
Casual car user mileage 46.9p per mile (regardless of size of engine)
expenses
Additional passengers
5p per mile per passenger
Bicycle or motorcycle
20p per mile
Subsistence – per meal where Breakfast
not included in accommodation
or training/conference fees
Lunch

£7.50
£10.00

away from home for more than 4 hours
before 11am
away from home for more than 4 hours
including 12 to 2pm
Deleted: Tea

Out-of-pocket expenses for
attendance at residential
training course

Evening
meal
£5 per night

£17.50

away from home for more than 4 hours
ending after 7pm
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6pm
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STC Personnel Handbook review 2021
The Personnel Working Group have reviewed and updated the Council’s staff handbook, with support from HR consultants
Worknest (formerly Ellis Whittam). A summary of the changes is provided below.
All staff have been consulted on the proposed changes and no comments or suggestions for changes were received.
The updated Handbook is therefore recommended for approval.

Table of changes
Section
Personnel and Appeals
Committees
Page 4
Subsistence and
Accommodation
Expenses
Page 9
Appendix A – Page 43

Update 2021
Amendments to text to include new Terms of
Reference agreed January 2020

Reason
General updates based on new STC ToR

New rates and policy added

To provide clarity around accommodation and subsistence
rates while working away from your usual location.

Training and
Development
Page 12
Salaries
Page 14
Time Off Work
Page 16
Public Duties for
Employees
Page 17

Amendments to policy

Clarity around process and policy

Amendments to existing policy

Clarity on salary progression

Section added about Bright HR

New HR software introduced

New policy added

Clarity for anyone considering additional public duties
including armed forces reservists

Section
Time off for Health
Related Appointments
Page 20
Parental Bereavement
Leave
Page 27
Guidelines for
relationships
Page 29
Member Office Protocol
Page 30
Leaving employment
Page 42
Flexible Retirement Policy
Page 42

Update 2021
Policy amended

Reason
Clarity on policy

New policy added

Recommended addition from Ellis Whittam (Worknest)

Policy removed

This policy is covered in the adopted ‘Member Officer
Protocol’

Additional policy added into handbook

Existing policy at STC added into the handbook for clarity

Amendments to notice periods for any new staff
joining the Council
Amendments to policy

Existing contracts are not affected however any new staff
will be subject to the new policy
Rule changes from LGPS reflected in amendments

COTSWOLD CANALS TRUST PROPOSAL TO THAMES
WATER
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AUTHOR
Kate Montgomery – Deputy Clerk and Helen Bojaniwska – Town Clerk

CONSULTEES
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Kevin Cranston – Mayor
Cotswolds Canal Trust

FOR MEETING
Council
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Deleted: To support the research of
Deleted: the works proposed

DATE
7th March 2022

RECOMMENDATION
Issue a statement supporting further research on a proposal by Cotswold Canals Trust to
develop a scheme for transferring excess water through the canal system to the
south-eastern part of England.
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REPORT
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Thames Water PLC have been researching ways to mitigate flooding along the River
Thames for a number of years. The proposal is set out in a response to their Water
Resource Management Plan (WRMP) – see https://www.thameswater.co.uk/aboutus/regulation/regional-water-resources .
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The Cotswolds Canals Trust (the Trust) are calling on their supporters to respond to a
consultation about the WRMP expressing support for their proposal to route excess water
through the canal system to the south eastern part of the country. See:
https://cotswoldcanals.org/water-resources-south-eastern-regional-plan/
This approach is thought to have a much lower impact on wildlife than other plans suggested
by Thames Water. Other potential benefits include extending the Trust’s important historic
preservation work; a positive impact on the tourism offer for the area. In addition, it is
believed that this route will create far-reaching social benefits through volunteering
opportunities and job creation.
The Trust would like the Town Council to support their proposal and respond to the
consultation. The following statement is recommended by council officers:
‘Stroud Town Council is a long-time supporter of Cotswold Canals Trust and the
important restoration projects it has led. The restoration of Cotswold Canals is
nationally and locally important and popular project. The Town Council supports
further research into the use of the proposed route through the Cotswold Canals
network to transfer water into the drier south-eastern part of England.
Although the use of Cotswold Canals for transferring water does not appear in the
current draft plans, Stroud Town Council believe this should be added and further
research conducted to ensure it is compared robustly to the other options proposed.’
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LEGAL IMPLICATIONS
The support of further research into the proposal from Cotswold Canals Trust does not
predetermine the Council’s support of this scheme should it not be deemed appropriate for
the project.
There are no further legal implications.

FINANCIAL AND STAFFING IMPLICATIONS
Some staff time to write draft a letter of support.

EQUALITY IMPLICATIONS
The Council has a general duty to consider the following matters in the exercise of any of its
functions: Equal Opportunities (age, race, sexual orientation, faith, marital status and
disability)

CO2 IMPLICATIONS
N/A

DECISION
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Gloucestershire Armed Forces Covenant
AUTHOR
Town Clerk

CONSULTEES
Mayor Cllr Kevin Cranston

FOR MEETING
Council 7/3/2022

RECOMMENDATION
Agree to sign up to the Gloucestershire Armed Forces Community Covenant

REPORT

The 10th anniversary of the original signing of the Gloucestershire Armed
Forces Covenant is approaching.
Gloucestershire County Council have invited all original signatories, or their
replacement bodies, to re-sign the Covenant to reaffirm their continued
commitment to honouring the Armed Forces Community. Stroud Town Council
has not previously signed up to the Armed Forces Community Covenant, but
Stroud District Council and several other parish and town councils have.
The Covenant is a promise from Government and those who sign up to it to
ensure that those who serve or have served in the Armed Forces, and their
families, are treated with fairness and respect, and do not face disadvantage as
a result of their service.
The aims of the Covenant are to:
•
•

•
•
•

Encourage local communities to support the Armed Forces community in
their areas.
Encourage the Armed Forces community to help and support the wider
community, whether through participation in events and joint projects or
other forms of engagement.
Promote understanding and awareness among the public of issues
affecting the Armed Forces community.
Recognise and remember the sacrifices made by the Armed Forces
community.
Encourage activities which help to integrate the Armed Forces
community into local life.

The Community Covenant also presents an opportunity to bring together
knowledge, experience and expertise to bear on the provision of help and
advice to members of the Armed Forces community to make it easier for
Service personnel, families and veterans to access the help and support
available to them. It is intended as a two-way arrangement and the Armed
Forces community are encouraged to do as much as they can to support their
community and promote activity which integrates the Service community into
civilian life.

Gloucestershire County Council signed the Covenant in 2011, along with its
partners including District councils, local NHS representatives, the Police and
Crime Commissioner, Gloucestershire Fire and Rescue, and many others
(Armed Forces Community Covenant). A number of Gloucestershire’s Town
and Parish Councils signed the Covenant a few years later.
Cllr. Andrew Gravells MBE Armed Forces Champion at Gloucestershire County
Council has extended an invitation to join him in signing the Covenant in a
virtual event to be held on the 16th March. The County Council are hopeful that
more of their partners will join them in showing their commitment to supporting
the Armed Forces community, particularly Gloucestershire’s parish and town
councils.

LEGAL IMPLICATIONS
None

FINANCIAL AND STAFFING IMPLICATIONS
Financial implications – no direct implications. Existing grant funds are available
to support relevant community groups or projects.
Staffing implications – minimal work involved.

EQUALITY IMPLICATIONS

The Council is legally bound by the public sector equality duty to prevent and
eliminate discrimination, establish and promote equality and equal
opportunities, and foster good relations between people with different protected
characteristics.

CO2 IMPLICATIONS
None
HB
28/02/2022

THIS PUBLIC PATH CREATION AGREEMENT is made on the [

] day of March

2022 between STROUD TOWN COUNCIL, Thanet House, 58 London Road, Stroud,
Gloucestershire, GL5 2AD (hereinafter called “the Owner”) of the first part and
GLOUCESTERSHIRE COUNTY COUNCIL of Shire Hall, Westgate Street, Gloucestershire
GL1 2TG (hereinafter called “the Council”) of the second part

WHEREAS:
1. The Owner is the registered proprietor with freehold title absolute under Title No.
GR293023 at HM Land Registry subject only as shown on the registers thereto but
otherwise free from incumbrances inter alia of land known as Long Ground,
Gannicox (“the Land”) and shown edged with a broken red line on the Creation
Agreement Plan annexed hereto (“Plan”) in the Town of Stroud in the County of
Gloucestershire and intends to dedicate a length of public footpath more particularly
described in Schedule 1 hereto (“the Footpath”) across the Land and being shown
for the purposes of identification only by a continuous black line between points A-B
on the Plan
2. The Footpath is to be dedicated across the Land under the provisions of this
Agreement
3. The Council is the highway authority for the area in which the Land is situate and has
agreed to accept the dedication of the Footpaths by the Owner
4. The Council has consulted with Stroud District Council in accordance with section
25(3) of the Act before entering into this Agreement
5. The Council has had due regard to the needs of agriculture and forestry and nature
conservation
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NOW THIS DEED WITNESSETH pursuant to the provision of Section 25 of the Highways
Act, 1980 (“the Act”) as follows: 1. The Owner hereby
a) dedicates the Footpath to the intent that it shall hereinafter be enjoyed by
the public as footpath and shall become maintainable at public expense;
and
b) agrees with the Council that the rights conferred on the public under this
Agreement shall be subject to the limitation(s) and condition(s) specified in
Schedule 2 hereto; and
2. The Owner hereby indemnifies the Council against any loss suffered by the Council
as a result of the exercise of any third-party rights (except such rights as may be
pursuant to statute) in the Footpath which shall have been granted or reserved prior
to the date hereof
3. The Footpath shall on execution of this Agreement become for the purposes of the
Act highways maintainable at the public expense

SCHEDULE 1
Description of the Footpath to be dedicated
A length of public footpath to be numbered ZST114 in the Town of Stroud that
commences at a point marked A on the Plan at Ordnance Survey Grid Reference
OSGR SO8446/0519 at the junction with the county highway 61242 then extends in
a generally east north easterly direction for approximately 34 metres to a point
marked B at OSGR SO8449/0520 at its junction with Public Footpath ZST69 and
being shown by a continuous black line and having a width of 3 metres between
points A-B.
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SCHEDULE 2
Limitations and Conditions
Location

Ordnance Survey Grid Reference

Limitation

NONE

IN WITNESS whereof this agreement has been executed as a Deed by the Owner and the
Council the day and year first before written
SIGNED as a DEED by
STROUD TOWN COUNCIL

In the presence of:
Witness Signature:
Witness Name:
Witness Address:

Witness Occupation:

THE COMMON SEAL of
GLOUCESTERSHIRE COUNTY COUNCIL
was hereunto affixed
in the presence of:

Assistant Director of Legal Services
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Dated [

] day of March 2022

STROUD TOWN COUNCIL

and

GLOUCESTERSHIRE COUNTY
COUNCIL

Ref: HBL

Legal Services
Shire Hall
Westgate Street
Gloucester
GL1 2TG
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