Seaford Town Council

To the Members of the Full Council

A Meeting of the Full Council will be held at 37 Church Street, Seaford on Thursday 20" April
2017 at 7.00pm which you are summoned to attend.
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Jahes Colxprgan
Town Clerk
13%™ April 2017

AGENDA

Apologies for Absence
To consider apologies for absence.
Disclosure of Interests

To deal with any disclosure by Members of any discloseable pecuniary interests and interests
other than pecuniary interests, as defined under the Seaford Town Council Code of Conduct
and the Localism Act 2011, in relation to matters on the agenda.

Public Participation

To deal with any questions, or brief representations, from members of the public in
accordance with Standing Order 3 and Seaford Town Council Policy.

Minutes

To note the following minutes, approving or not approving recommendations as required:

4.1  Personnel 9'h March 2017 pages 3 and 4
N.S. The policies recommended for adoption within are included separately at item 10
of this agenda.

42  Planning & Highways 16" March 2017 pages 5to 7

43  Finance & General Purposes 23" March 2017 pages 8 and 9

44  Full Council 28 March 2017 pages 10 to 13

Mayor’s Report & Engagements

To consider report 140/16 presenting the Mayor’s Report and details of Mayoral engagements
(pages 14 to 16).

Young Mayor’s Report

To receive a verbal update from the Young Mayor on recent activities.

Clerk’s Report

Report 145/16 presenting the Clerk’s update report will be circulated separately to the agenda.
Proposal for position of ‘Leader of Seaford Town Council’

To consider report 141/16 presenting a proposal from Councillors Latham and Brown for the
Council to establish the position of ‘Leader of Seaford Town Council’. (pages 17 to 19).
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10.

11.

12.

13.

Financial Regulations

To consider report 142/16 presenting the revised Financial Regulations for adoption (pages 20
to 39).

Adoption of Personnel Policies

To consider report 143/16 presenting the Clerk’s Report providing an update on Council
activities (pages 40 to 63).

Solar Panels at The View

To consider report 144/16 regarding a lease for the installation of solar panels at The View
(pages 64 to 74).

Coat of Arms

To consider report 147/16 presenting a report regarding Seaford Town Council’s Coat of
Arms and registering it as a trademark (pages 75 to 79).

Salts Cottage

To consider report 146/16 regarding the offer from Lewes District Council to transfer
ownership of the Salts Cottage to Seaford Town Council (pages 80 to 81).

For further information about items appearing on this Agenda please contact:
James Corrigan, Town Clerk, 37 Church Street, Seaford, East Sussex, BN25 |HG

Email: admin@seafordtowncouncil.gov.uk

Telephone: 01323 894 870

Circulation: All Councillors, Young Mayor, Deputy Young Mayor and all registered email
recipients of agenda.
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Seaford Town Council

MINUTES of a Meeting of the Personnel Committee held at the Council Chambers, 37 Church
Street, Seaford on Thursday 9th March 2017 at 7.30pm.

Present:

Councillor S Adeniji (Chair), R Honeyman, A Latham and P Lower.

James Corrigan, Town Clerk — Seaford Town Council

Georgia Raeburn, PA to the Town Clerk — Seaford Town Council (minutes)
No members of the public were present.

PE07/03/17

PE08/03/17

PE09/03/17

PE10/03/17

Apologies for Absence

Apologies for absence were received from Councillors P Boorman and L Freeman.

Disclosure of Interests

No declarations were made of disclosable pecumary mterests r-mterests other than
pecuniary interests as defined under the Seaford Town Council Code of Conduct and
the Localism Act 2011, in relation to matters on the agenda.

Personnel Policies

The Committee considered report 124/16, discussing the draft’ personnel policies
presented. =

PE09.1 It was RESOLVED. to REC_ ND__-:;that”'iFull Council adopts
the Maternity, Patermty and Adopt1"' Leave Policy, subject to
minor amendments to be made F

PE09.2 It was RESOLVED to RE_CODMEND that Full Councﬂ adopts

It was R_ESOLVED to RECOMMEND that Full Council adopts
the Equ' 'Opportumnes Policy, subject to minor amendments to be
made. -

It was RESOLVED to RECOMMEND that Full Council adopts
the Tevised Training & Development Policy, subject to minor
~ amendments to be made.

PE09.6 It was RESOLVED to RECOMMEND to Full Council that the

h standard terms and conditions for current and new employees be

amended to clarify that employees are employed under the Green

Book save where amended by their terms and conditions of
employment or Council policy.

Exclusion of the Press and Public

It was RESOLVED that in accordance with the Public Bodies (Admission to
Meetings) Act 1960, the press and public be EXCLUDED from the remainder of
the meeting as the item concerned confidential personnel matters.
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PE11/03/17 Pay Grading and Awards

The Committee considered exempt report 125/16 regarding pay grading for Council
employees and the annual pay increases.

PE11.1 It was RESOLVED to APPROVE the annual incremental pay
increases following satisfactory staff appraisals with effect from 1%
April 2017, as set out in exempt report 125/16.

PE11.2 It was RESOLVED to NOTE the inflationary increases for
members of staff with effect from 1% April 2017, as per exempt
report 125/16.

PE11.3 It was RESOLVED to NOTE the national minimum wage
increases for members of staff with effect from IS‘ Apnl 2017, as
per exempt report 125/16. " _f%:-

PE11.4 It was RESOLVED to APPROVE a 1% i
employees not currently contractu:

the casual workers at The View
set out in exempt report 125/16.

e 1n n pay for those

PE11.5
qualified advisor to review the staff struc,_
scope to be set out by the Town Clerk.

The meeting closed at 8.15pm.

Councillor Sam Ademjl
Chairman =




Seaford Town Council

Planning and Highways Committee

Minutes of the meeting of the of the Planning and Highways Committee held at the Council
Chambers, 37 Church Street, Seaford on Thursday 16" March 2017.

Present:

Councillors L Wallraven (Chairman) and R Honeyman (Vice-Chair)
Councillors D Argent, L. Freeman, T Goodman and A Latham.
Geoff Johnson - Planning Officer, Seaford Town Council

3 members of the public present

P 89/03/17 Apologies for Absence and Declaration of Sub's:t-i'tu:i_:é Merﬁbers

P 90/03/17

P 91/03/17

P 92/03/17

Apologies for absence were received from Councillors P B('JOi‘er:ieig?,D Burchett,
P Lower, A McLean and L Worcester. Councillor L Freeman substituted
for Councillor A McLean. == ==

Disclosure of Interests

Councillor L Wallraven declared that as a member of Lewes District Council’s
Planning Applications Committee, she would not vote on any Planning
Application. F = :

Councillor R Honeyman declared that as an employee of East Sussex County Council
he would not speak or vote on Item 5 (ESCC Parking Review).

Public Participation
There was no public participation

Planning Applications

Planning Applications for week ending 17" February 2017

Se‘éfﬁrd 10 Hartfield Road
"LW/17/0063 Planning Application- Erection of two storey extension to front and roof

extension. —

It was RESOLVED to SUPPORT the application.

Seaford ‘Mardon’ Claremont Road
LW/17/0123 “Planning Application- Section 73A retrospective application for the

erection of an enclosed balcony.

It was RESOLVED to SUPPORT the application.

Planning Applications for week ending 24" February 2017

Seaford 43 Blatchington Hill
LW/17/0025&  Planning and Listed Building Consent Applications-Roof extension

0026 including raising ridge height, replacement of the flat roofs to existing
dormers with pitched roofs, enlargement of the existing garage within the
existing building and other alterations.

38
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It was RESOLVED that the applications be GENERALLY
SUPPORTED subject to the advice and comments of Lewes
District Council’s Conservation Officer.

Seaford 54 Belgrave Road
LW/17/0090 Planning Application-S73 A retrospective application for erection
of side and rear single storey extension.

It was RESOLVED to SUPPORT the side extension element of

the application but to OBJECT to the rear extension on the grounds
that it would cause loss of natural light to the rear of the neighbouring
property and thereby be detrimental to the amemtws of that property.

Seaford 21 Church Street 3

LW/170115 Planning Application-Erection of smgIe storey rear extenswn and
Change of use of part of ground floor ﬁ'om ReSIdentlal C3 to Art Gallery
Dl.

Seaford . = =
LW/17/0108 Planning Apphcatlon-Loft co _ersmn with insertion of a front dormer

It was RE VED to SUPPORT the apphcatlon

Seaford - 58 M Drive BlSl_ld]’.}__StOlle

LW/17/01 04 Plannin plication-Erection of a rear extension and conversion of loft
mcludmg an insertion ‘of a small dormer to the front and dormers to both
sides.

It was RESOLVED to SUPPORT the application.

Seaford 10 Blatchington Hill
LW/16/1043 Planning Application-Erection of two storey side extension

#It was RESOLVED to OBJECT to the application on the grounds that,
taking into account its scale, it would constitute an overdevelopment
of the site which would be out of character with and detrimental to the
character and appearance of the surrounding Conservation Area.

P 93/03/17 ESCC Parking Review-Formal Consultation

Members considered report 127/16 on the proposals affecting locations in
Seaford contained in the ESCC Parking Review 2016/17

It was RESOLVED to forward the following responses to East Sussex
County Council’s Highways Department:-
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LW 16 020-Broad Street
No objection.

LW 16 021-Church Street
No objection

LW 16 022-Station Approach
No objection.

LW 16 023-Pelham Road

Members OBJECTED to this proposal as they considered it was
unnecessary, that there was no significant demand for taxis on a Sunday
and that it would block 7-8 useful pa_r_kmg spaces. -

LW 16 024-South Street
Members OBJECTED to this proposal as they considered that the
removal of this single space could not be justified on traffic grounds.

LW 16 027-Sutton Drove
No objection. e

LW 16 028-Chyngton Gardens £
No objection. , E

LW 16 029-Aifrlst0n Road —

Members OBJECTED to the proposed ‘No Waiting’ restrictions as they

re not Justlﬁed on traffic grounds but SUPPORTED the provision of
isabled Parking Bay.

_"B_road Strget North

LW 16 034-Steyne Road etc.
No objectién'.

P 94/03/17 Update Report
Members considered report 126/16 informing the Committee of Lewes
District Council decisions on previous planning applications since the
- last meeting

It was RESOLVED to NOTE the report.
The meeting closed at 7.37pm.
Councillor L Wallraven

Chairman
40



Seaford Town Council

Finance & General Purposes Committee

Minutes of a meeting of the Finance & General Purposes Committee held at the Council Chamber,
37 Church Street, Seaford on Thursday 23" March 2017 at 7.00pm.

Present:

Councillor M Brown (Chairman)
Councillors D Argent, P Boorman, B Burfield, T Goodman, R I—Iayder and R Honeyman.
Mr James Corrigan, Town Clerk - Seaford Town Council ;

Mrs Lucy Clark, Support Services Manager - Seaford Town Councﬂ

1 member of the public =

F18/03/17 Apologies

Apologies for absence were received from Councill_b:fé S __aéniji and L Worcester.

F19/03/17 Disclosure of Interests

There were no disclosures of interest. =

F20/03/17 Public Participation

My E Hill Questioned _whether ‘the ,lzght outs
repazred - :

the emergency exit has been

Town Clerk

F21/03/17  Finance

F211 Receipts, Paym
= 2016, January- 017 & February 2017

Members consi _éred report 129/16 advising of receipts, payments and bank
reconciliation for November 2016, December 2016, January 2017 and February
2017. Members asked for clarity on certain income and payments.

_;_f-i;It was RESOLVED to NOTE the balance brought forward from
~ October 2016 was £511,631.02.

. It was RESOLVED to NOTE November 2016 total receipts of
F £45,879.29 and total payments of £167,317.73 leaving a balance to
' carry forward of £390,192.58.

F21.1.3 It was RESOLVED to NOTE December 2016 total receipts of
£56,084.25 and total payments of £142,966.51 leaving a balance to
carry forward of £303,310.32.

F21.1.4 It was RESOLVED to NOTE January 2017 total receipts of
£62,092.13 and total payments of £127,095.68 leaving a balance to
carry forward of £238,306.76

F21.1.5 It was RESOLVED to NOTE February 2017 total receipts of
£45,346.27 and total payments of £108,725.09 leaving a balance to
carry forward of £174,927.94.
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F21.2 Finance Report

Members considered report 130/16 informing of income and expenditure from 1%
April 2016 to 28" February 2017 compared to the annual budgets.

It was RESOLVED to APPROVE the information detailed in the report.

F22/03/17 Internal Control Review

Members considered report 131/16 updating the Committee on the review of Intemal
Controls.

It was RESOLVED to NOTE the contents of the report and AGREE that the Council has
adequate internal control mechanisms in place.

¥23/03/17 Council Risk Assessments =

F24/03/17 Hire Charges for use of Council Facilities and Open Spa

Members considered report 133/ 16 proposmg new fee structure for_the use of Council Office

2017/2018.

The meeting closed at 7.28pm.




Se:ycord Town Council

MINUTES of a Meeting of the Full Council held at the Council Chambers, 37 Church Street, Seaford
on Tuesday 28" March 2017 at 7.00pm.

Present:

Councillor L Freeman (Mayor), Councillor M Brown (Deputy Mayor)

Councillors S Adeniji, D Argent, P Boorman, D Burchett, B Burfield, N Freeman, T Goodman,
R Hayder, O Honeyman, A Latham, A McLean, L Wallraven, M Wearmouth, B Webb and C White.
Tom Exley, Deputy Young Mayor of Seaford

James Corrigan, Town Clerk — Seaford Town Council

Georgia Raeburn, PA to the Town Clerk — Seaford Town Council (minutes)

7 members of the public. =

C86/03/17 Apologies for Absence

Apologies for absence were received from Councillors R Ho
Jessica Batchelor, Young Mayor.

C87/03/17 Disclosure of Interests

Councillors Latham and McLean each declared a pecuniary interest in Street Markets, through
their respective partner’s businesses. ==

C88/03/17 Public Participation

Sylvia Dunn Voiced her SUpport :
than those mcorpo

Sheltered seatmg

f ed the Council to consider having one unit of male urinals in

Christine Bret
t_@_e. new Martello toilet facility, for both hygiene and safety measures.

Speakmg on behalf of the owner of Oscar’s Computers and following
consultation with other traders in Sutton Road.

Fiona House

& Requested that the concerns of several traders in response to the
Council’s Street Markets proposal be addressed before increasing
markets to a fortnightly basis. These included business taking's
tending to be down for traders on current market days, issues with
incoming and outgoing deliveries, environmental issues from the
generators used and inconsistent marshalling practices.

Confirmed that the traders spoken with were generally in favour of
the fortnightly markets providing considerations were made to allow
them to continue with their day-to-day business with minimum
disruptions. This included sympathetic placement of generators, stall
10
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fronts facing shops and reserving parking at the end of Sutton Road
for deliveries.

Raised concerns by traders that during Christmas Magic, Sutton
Road becomes a dead zone. Requested that the Council work with the
traders to bring activity along this road.

Highlighted that the Chamber of Commerce feedback referred to only
includes 2 of the 11 shop front businesses in Sutton Road.

Town Clerk Confirmed that the feedback from traders would be listened to and
looked at with the Market Manager; these issues should be easily
addressed.

Confirmed that the Councﬂ w111 work with the traders to ensure

Dom Smith

work together to do their best
taken.

C89/03/17 Minutes

recommendations therein:
C89.1 Council
C89.2 Planning & Highways
C89.3 Planning & Highways
C89.4 Community Services
C89.5 Golf & The View

regarding the potential sale of five beach huts. The Council
rocess, sale process and fees, the financial plan to ensure the Council is not
.om any projaéts within the Seafront Development Plan, the potential financial

"es in place, and the Council’s fiduciary duty to achieve the best price when

selling capital assets

It was PROPOSED to APPROVE the sale of beach hut numbers 52, 56, 58, 59, 60 to fund the first
phase of the Seafront Dévelopment Plan.

A RECORDED VOTE was requested;

Councillor S Adeniji For
Councillor D Argent For
Councillor P Boorman Against
Councillor M Brown For
Councillor D Burchett For
Councillor B Burfield For
Councillor L Freeman For
Councillor N Freeman For
Councillor T Goodman For
Councillor R Hayder For 11
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Councillor O Honeyman For

Councillor A Latham For

Councillor A McLean For

Councillor L Wallraven For

Councillor M Wearmouth  For

Councillor B Webb For

Councillor C White For
The motion was CARRIED.

(C91/03/17 Seafront Development Plan

The Council considered report 135/16 presenting the draft Seafront Development Plan for adoption.
The Council went through the aspects and finances of the draft plan individually, scrutinising the
details of the three-year works programme and costings. Amandments and. .,aadltlonal items to be
included in the plan were discussed and confirmed. 4

It was confirmed that any design projects would be brought b%
finalisation; this includes the Martello toilet facility, linkage
toilet/café facility, art features and the executive beach chalets

C91.1 It was RESOLVED to REJECT the option of se
promenade.

C91.2
facility. y

C91.3 It was RESOLVED to REJECT f{ s incorporated within the new
Martello toilet facility.

C91.4

C92/03/17 Beach Huts

The Council considered report 117/16 regarding the project plan for the town’s beach huts. The
Council discussed the works programme and specifications, the sale and rental process and associated
fees, the provision of utilities, the Disability Discrimination Act compliance requirements and the
Council’s plans to exceed the minimum, and covenants on any sales.

C92.1 It was RESOLVED to APPROVE the design of the roof and door location from the
beach huts being offset.

C92.2 It was RESOLVED to APPROVE the doors of the beach huts be in different colours,
in blocks of 10, as per report 117/16.

at Bonningstedt Parade
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(93/03/17 Street Markets

The Council considered report 134/16 regarding the Town Council providing street markets in the
town.

Councillors Latham and McLean abstained from the discussion and voting due to both having declared
a pecuniary interest in the agenda item.

The Council discussed consultation with and feedback from traders, and the methods through which
to measure the impact of the markets including footfall at various locations around town and different

days/times of day.

It was RESOLVED to APPROVE an initial 3-month trial of a bi-weekly: arket to operate in Sutton
Road, or such other location that may be trialled. = =

(C94/03/17 Adoption of Financial Policies

C94.1 Tt was PROPOSED to ADOPT the Financi

y decument and recommend
120" April 2017.

C94.2
C9%4.3
C9%4.4

The meeting closed at 9.48pm.

indsay Freeman

13
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Seaford Town Council

Report 140/16
Agenda Item No: 5
Committee: Council
Date: 20 April 2017
Title: Mayor’s Report & Engagements
By: Sharan Brydon, Mayor’s Secretary
Purpose of Report: To present the Mayor’s update report and details of Mayoral
engagements,
Recommendations

You are recommended:

1. To note the contents of the report.

1. Information

1.1  Attached at Appendix A is the Mayor’s report for the period from January
2017 to date.

1.2 At Appendix B are details of the Mayor’s engagements for the same period.
2. Financial Appraisal
There are no financial implications as a result of this report.
3. Contact Officer

The Contact Officer for this report is Sharan Brydon, Administration Assistant/Mayor’s

Secretary. S
T A A

Mayor’s Secretary i

Town Clerk
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Report 140-16 Appendix A
Mayor’s Report — April 2017

Our new Councillors have settled in and rapidly become part of our Town Council. Sadly,
Councillor Les Worcester passed away on 1 1™ April, he will be much missed by all of us.

My first engagement after the January Council Meeting was to attend a Tea Dance at the
Clinton Centre; excellent music, real 40’s swing and some excellent dancing by people
attending. The cakes were delicious.

I went to the performance of Oliver at Seaford Head; it was brilliant, such talent in acting
and singing by the students taking part, especially in the lead characters, and very ably
produced by Mr Dave Faulkner, Head of Axts.

On 4t March T went to Seaford Rotary Club’s Young Musician of the Year to present the
prizes. What an amazing evening, such talent and such a variety of music, from 60’s to
classical. The title was won by Rose Lee, who had played Nancy in Seaford Head School’s
production of Oliver; she is very talented and I hope we see more of her in the future. L also
had the pleasure of meeting with Keith Carlisle who was the Head when I taught at Seaford
Head School. I met him again when I was invited to present the prizes at the Rotary Club’s
Young Writer competition. This was open to 10/11 year olds and such sensitive and
excellent writing, it was so good that 2 prizes were given, one for poetry and one for prose.

I managed to get away for a long weekend, just to Amman in Jordan. I was taken to
Madaba where I saw the Church of the Virgin Mary and the actual palm tree under which
Jesus was said to have been born. Those of you who came to my Carol Service will
remember the reading from the Qur’an. I also had a good time bartering in the shops in
downtown Amman, the oldest part of the city.

I went to the performance of Cinderella, including a certain Mr James Bond, at the Barn
Theatre performed by Seaford Musical juniors, absolutely stunning and very funny.
Newhaven’s Mayor took part as a policeman. I have an idea which I hope Paula Woolven
and I can develop, but it’s a secret, for now.

[ attended both sessions of the public consultation for the Seafront Development. This
looks really exciting and, I hope, will make the seafront better whilst still remaining
unspoilt and natural. Many members of the public who came showed enthusiasm for the
projects and were pleased to find we had no plans for Seaford to become like Brighton.

[ was invited to a celebration at The Bengal Palace to celebrate 30 years of being in
Seaford. Fabulous food; tandoori to start with followed by a mixed plate of chicken bhuna,
lamb dopiazi with spiced potato, rice and naan. The highlight of the evening was Elias
singing a Bangladeshi song accompanied by Councillor Harun Miah from Eastbourne
Council.

On the Tuesday before Easter, I helped judge the Easter cake competition in the Clinton
Centre, competition was stiff. There were two of us judging and we managed to agree on
all the marks, we marked once for appearance then for taste and texture. The winner
produced an excellent chocolate cake beautifully decorated with chicks and eggs.

[ am looking forward to attending St Andrews Church at Bishopstone to celebrate St
George's Day, a topic I teach about in my lessons to foreign students on British Culture. I
have also seen the amazing mosaics at St George’s Church in Madaba, many of St George
killing the dragon. The Royal Society of St George have been kind enough to invite us to
join their celebrations on 23" April followed by a dinner at Dean’s Place in Alfriston.

We have some elections coming up, first for East Sussex County Council and then for
Lewes District Council in Seaford West Ward. May the best candidates win.
15



Report 140/16

Appendix B

Mayor’s
Engagements
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Agenda Item No:
Committee:
Date:

Title:

By:

Purpose of Report:

Seaford Town Council
Report 141/16

8
Council
20" April 2017

Proposal for position of ‘Leader of Seaford Town
Council’

James Corrigan, Town Clerk

To present a proposal submitted by two Councillors to
establish the position of ‘Leader of Seaford Town
Council’.

Recommendations

You are recommended:

1. To consider the attached proposal.

1. Information

1.1 Attached at Appendix A is a proposal submitted by Councillors Latham and
Brown for the Council to establish the position of ‘Leader of Seaford Town

Council’.

1.2 Appendix B is the proposed job description for the proposed role of ‘Leader of
Seaford Town Council’.

1.3 Officers have not contributed to the production of this attached report.

2. Financial Appraisal

The are no financial implications as a result of this report.

3. Contact Officer

The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk

LOCAL COUNCIL
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Apptndix A

Agenda Item No: 8

Committee: Council
Date: 20™ April 2017
Title: Agree to establish the position ‘Leader of Seaford Town Council’ to

support the Mayor and Town Clerk
Proposed by: Clir Alan Latham and Clir Mark Brown
Seconded by: ClIr Lindsay Freeman, Mayor

Recommendations
You are recommended:

1. To agree to add Leader to the post of Deputy Mayor thereby creating the position ‘Deputy
Mayor and Leader’ of Seaford Town Council’.

2. To elect a councillor to the position of Deputy Mayor and Leader for the Municipal Year 2017
- 2018 and annually thereafter.

Background

1. Historically Seaford Town Council has been represented by a Mayor to undertake formal civic
functions and a Leader to drive projects and manage business activities in association with
the Town Clerk.

2. To depoliticise the Council, in 2013 Council agreed to abolish the role of Leader of the
Council.

3. Traditionally both Mayor and Leader were elected positions, but represented the majority
party. In 2016 the first Mayor who was not from the majority party was elected and from that
time the elected Mayor was the best candidate regardless of political affiliation.

4. Subsequently the Mayor has undertaken both the role of Mayor and activities which
previously were the responsibility of the Leader.

5. Since late in 2014, under the stewardship of the Town Clerk, the Council's turnover has
increased significantly (i.e. by more than 50%) to the extent that a Mayor cannot be expected
to fulfil both roles adequately.

6. It is proposed to expand the role of Deputy Mayor to include Leader. As with the Mayor,
Deputy Mayor and Leader will be non-political with election of the most suitable councillor to
undertake the role of providing councillors with a focal point with particular emphasis on
projects and business activities agreed by the Council thereby easing the burden on the
Mayor and the Town Clerk.

Page 1 of 1
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TITLE: Deputy Mayor/Leader of Council

Person Specification

1. Business - Must have proven commercial and business experience, including
— proven management skills (such as running a company or large
department), project management, finance, business planning, working
knowledge of contracts, negotiating skills and high level work experience.

2. Education - Ideally but not necessarily have some educational qualifications,
degree, diploma, other similar certification, membership of a recognised
Institution to aid research and report writing.

Be up to date with modern IT and Communication systems.
Personal - Able to interface with all levels of management and staff.

Experience of 3 or more years as an elected Councillor.

o o b~ ©»

Ability to be diplomatic.

Job Description

1. To have a dual role as Deputy Mayor and Leader of the Council

2 To interface with the Town Clerk and staff managers and provide support,
help and guidance on projects and plans to improve the wellbeing of Seaford.

3. To act as a non-political focal point for councillors to provide up to date
information and support on commercial and business matters affecting the
Council.

4. The post holder will NOT have any authority to make decisions on behalf of
the Town Council and will act merely in an advisory capacity.

5. To support the Town Clerks report at council meetings.

6. To support the Mayor with civic and ceremonial responsibilities.

Page 10f 1 —
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Seaford Town Council

Report 142/16
Agenda Item No: ]
Committee: Council
Date: 20" April 2017
Title: Financial Regulations
By: James Corrigan, Town Clerk
Purpose of Report: To present the revised Financial Regulations for
adoption.
Recommendations
You are recommended:
1. To recommend the revised Financial Regulations as presented.

1. Information

1.1

1.2

1.3

1.4

1.5

LOCAL COUNCIL
AWARD SCHEME
" FOUNDATION

Further to the decision of the Council at its meeting on 28™ March, the
members of the Council’s Finance & General Purposes Committee were
invited to a working group meeting to review the Financial Regulations.

The working group meeting was held on 7% April, with Councillors Brown,
Argent and Boorman in attendance.

Members went through the Financial Regulations thoroughly, considered
submissions received from Councillors, explanations and clarification was
given by the Town Clerk.

Councillors are reminded that the changes are as a result of recommendations
from the Internal Auditor, consultant accountant, officers and Councillors
themselves.

Whilst the model Financial Regulations are based on the NALC model
regulations it is noted that these are generic so cover Council’s from a budget
of £100 per year up to the largest local councils in the country with a budget of
£3,000,000. The vast majority of local councils have a budget of less than
£100,000 with only a handful having a turnover comparable to Seaford Town
Council’s £1,800,000 plus. Accordingly, the model regulations do need
adjusting to meet the needs of larger councils such as Seaford Town Council
and are routinely amended to reflect the practicalities of managing such sized
organisation.

20



1.6 After considering all the comments and submissions the attached draft
Regulations (Appendix A) were agreed to and are recommended to the Council
for adoption.

1.7 All changes are clearly marked on the amended version; changes in blue are
those presented to the Council on 28" March, those in red are additional
changes now being recommended.

1.8 Please ignore the page indexing as this will change on the final version which
will not depict changes.

2. Financial Appraisal

The are no financial implications as a result of this report.

3. Contact Officer

The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk

21



-y

- i S

T e G A . G R {
T B T U R A

Seaford Town Council

FINANCIAL REGULATIONS
(Based on NALC 2014 model Financial Regulations)
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These Financial Regulations were adopted by the Council at its meeting held on 20" April - { Formatted: Superscript

2017 9%-Apri-2015.

1. GENERAL

11. These Financial Regulations govern the conduct of financial management by the
Council and may only be amended or varied by resolution of the Council. Financial
Regulations are one of the Council's three goveming policy documents providing
procedural guidance for members and officers. Financial Regulations must be
observed in conjunction with the Council's Standing Orders'—and—any—individual
Einancial Regulations-relating-to-contrasts,

1.2.  The Council is responsible in law for ensuring that its financial management is
adequate and effective and that the Council has a sound system of internal control
which facllitates the effective exercise of the Council's functions, including
arrangements for the management of risk.

1.3. The Council's accounting control systems must include measures:
s  forthe timely production of accounts;
« that provide for the safe and efficient safeguarding of public money;
»  toprevent and detect inaccuracy and fraud; and
. identifying the duties of officers.

14. These financial regulations demonstrate how the Council meets these
responsibilities and requirements.

1.5. At least once a year, prior to approving the Annual Govemance Statement, the
Council must review the effectiveness of its system of internal control which shall be
in accordance with proper practices.

1.6. A broach of these Regulations-by-an-employee-s-gross-riseondustAny breaches of

the Financial Requlations may be liable to disciplinary action against the individual in
accordance with the Council's disciplinary policy-

1.7. Members of Council are expected to follow the instructions within these Regulations
and not to entice employees to breach them. Failure to follow instructions within
these Regulations brings the office of Councillor into disrepute.

18.  The Responsible Financial Officer (RFO) holds a statutory office to be appointed by
the Council. The Town Clerk has been appointed as RFO for this Council and these
regulations will apply accordingly.

1 Model standing orders for Councils are available in Local Councils Explained © 2013 National Association
of Local Councils

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS & 4RRIL204520 8- MARCH APRIL 2017 Page 2 of 18
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19. TheRFOQ;

e

acts under the policy direction of the Council;

administers the Council's financial affairs in accordance with all Acts,
Regulations and proper practices;

determines on behalf of the Council its accounting records and accounting
control systems;

ensures the accounting control systems are observed;

maintains the accounting records of the Council up to date in accordance
with proper practices;

assists the Council to secure economy, efficiency and effectiveness in the
use of its resources; and

produces financial management information as required by the Council.

1.10. The accounting records determined by the RFO shall be sufficient to show and
explain the Council's transactions and to enable the RFO to ensure that any
income and expenditure account and statement of balances, or record of receipts
and payments and additional information, as the case may be, or management
information prepared for the Council from time to time comply with the Accounts
and Audit Regulations?.

1.11. The accounting records determined by the RFO shall in particular contain:

entries from day to day of all sums of money received and expended by the
Council and the matters to which the income and expenditure or receipts and
payments account relate;

a record of the assets and liabilities of the Council; and

wherever relevant, a record of the Council's income and expenditure in
relation to claims made, or to be made, for any contribution, grant or subsidy.

1.12. The accounting control systems determined by the RFO shall include:

procedures to ensure that the financial transactions of the Council are
recorded as soon as reasonably practicable and as accurately and
reasonably as possible;

procedures to enable the prevention and detection of inaccuracies and fraud
and the ability to reconstruct any lost records;

2 Accounts and Audit (England) Regulations 2011/817 and any subsequent amendments and current
regulations (but see 1.15 as this may contradict??)
| SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS 2 ARRIL 201520 8 MARCH APRIL 2017 Page 3 of 18
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° identification of the duties of officers dealing with financial transactions and
division of responsibilities of those officers in relation to significant
transactions;

. procedures to ensure that uncollectable amounts, including any bad debts
are not submitted to the Council for approval to be written off except with the
approval of the RFO and that the approvals are shown in the accounting
records; and

° measures to ensure that risk is properly managed.

143. The Council is not empowered by these Regulations or otherwise to delegate
certain specified decisions. In particular, any decision regarding:

® selting the final budget or the precept (Council tax requirement);

° approving accounting statements;

° approving an annual governance statement;

. borrowing;

° writing off bad debts above the approved delegated limit;

° declaring eligibility for the General Power of Competence; and

. addressing recommendations in any report from the internal or external
auditors unless of high importance as determined by the Town Clerk and / or
a matter of security which will be adopted and reported to the Finance &
General purposes Committee Ceunsil Mmeeting as soon as practicable
afterwards .

shall be a matter for the full Council only.

1.14. In addition the Council must:

. determine and keep under regular review the bank mandate for all Council
bank accounts;

o in respect of the annual salary for any employee have regard to
recommendations and resolutions about annual salaries of employees made
by the relevant committee in accordance with its terms of reference.

145. In these financial regulations, references to the Accounts and Audit Regulations or

‘the regulations’ shall mean the regulations issued under the provisions of section

27 of the Audit Commission Act 1998, or any superseding legislation, and then in

force unless otherwise specified.

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall

refer to guidance issued in Governance and Accountability for Local Councils - a

Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group

(JPAG), available from the websites of NALC and the Society for Local Council

Clerks (SLCC).

SEAFORD TOWN COUNGIL FINANCIAL REGULATIONS 89-4PR1-20:520 8 MARGH APRIL 2017 Page 4 of 18
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2,

21.

22.

23.

24.

25.

26.

2.7,

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All accounting procedures and financial records of the Council shall be determined
by the RFO in accordance with the Accounts and Audit Regulations, appropriate
guidance and proper practices.

On a regular basis, at least once in each quarter, and at each financial year end, a
member other than the Mayor {era-chagque-signaieryl-shall be appointed to verify
bank reconciliations (for all accounts) produced by the RFO. The member shall sign
the reconciliations and the original bank statements (or similar document) as
evidence of verification. This activity shall on conclusion be reported, including any
exceptions, to and noted by the Finance and General Purposes Committee.

The RFO shall complete the annual statement of accounts, annual report, and any
related documents of the Council contained in the Annual Return (as specified in
proper practices) as soon as practicable after the end of the financial year and
having certified the accounts shall submit them and report thereon to the Council
within the timescales set by the Accounts and Audit Regulations.

The Council shall ensure that there is an adequate and effective system of internal
audit of its accounting records, and of its system of internal control in accordance
with proper practices. Any officer or member of the Council shall make available
such documents and records as appear to the Council to be necessary for the
purpose of the audit and shall, as directed by the Council, supply the RFO, internal
auditor, or external auditor with such information and explanation as the Council
considers necessary for that purpose.

The internal auditor shall be appointed by and shall carry out the work in relation to
internal controls required by the Council in accordance with proper practices.

The internal auditor shall:
° be competent and independent of the financial operations of the Council;

° report to Council in writing, or in person, on a regular basis with a minimum of
two annual written report during each financial year;

° to demonstrate competence, objectivity and independence, be free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and

. have no involvement in the financial decision making, management or control
of the Council.

Internal or external auditors may not under any circumstances:

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS 9 APRIL 201520 8 MARCH APRIL 2017 Page 5 of 18
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2.8.

29,

. perform any operational duties for the Council;
. initiate or approve accounting transactions; or

o direct the activities of any Council employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts including the opportunity to inspect the accounts, books, and vouchers
and display or publish any notices and statements of account required by Audit
Commission Act 1998, or any superseding legislation, and the Accounts and Audit
Regulations.

210.  The RFO shall, as soon as practical witheut undue delay, bring to the attention of

3.

3.

32

The Finance & General Purposes Committee all-Geuneillers any correspondence or
report from internal or external auditors.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

capital receipts-and-paymentsincome and expenditure. Having regard to the forecast,
it shall thereafter formulate and submit proposals for the following financial year to
the Coundil not later than the end of December each year including any proposals for
revising the forecast.

The RFO must each year, by no later than the end of January, prepare detailed
estimates of all reesipts and-paymentsincome and expenditure including the use of
reserves and all sources of funding for the following financial year in the form of a
budget to be considered by the Council.

3.2.3.3. The Council will move towards a 3-year budgel as soon as practicable.

33.3 4. The Council shall consider annual budget proposals in relation to the Council's three-

year forecast of revenue and capital receipts and payments including
recommendations for the use of reserves and sources of funding and update the
forecast accordingly.

34.3.5. The Council shall fix the precept (Council tax requirement), and relevant basic

amount of Council tax to be levied for the ensuing financial year not later than by the
end of January each year or a date agreed with the billing authority. The RFO shall
issue the precept to the billing authority and shall supply each member with a copy of
the approved annual budget.

3.5.3.6. The approved annual budget shall form the basis of financial control for the ensuing

year.

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS & ARRH—20 1520 8MARGH APRIL 2017 Page 8 of 18
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4, BUDGETARY CONTROL AND AUTHORITY TO SPEND

41. Expenditure by the RFO on revenue items up to the amounts included for that class
of expenditure in the approved budget is authorised. This authority is to be
determined by the Council when setting the Annual Budget.

42. No expenditure may be authorised that will exceed the amount provided in the
revenue budget for a Committee Budget other than by resolution of the Council.
During the budget year it is expected that Account Codes will vary to budget and that
consequently Cost Centres will also. However the Committee spend has to be within
budget unless approved otherwise by Council. It is noted that some budgets are
dependent on external factors for income such as the Golf and The View. Any
deviations due to loss of income does not require approval but should be reported to
the relevant Committee as soon as practicable. There is no need to undertake
virements with the exception of 4.3 below -

4.3 In cases of extreme risk, determined by the Town Clerk, -to the delivery of Council
services, the Town Clerk may authorise revenue expenditure on behalf of the
Council which in the Town Clerk's judgement it is necessary to carry out. Such
expenditure includes repair, replacement or other work, whether or not there is any
budgetary provision for the expenditure. subject to a limit of £10.000. The Town Clerk
shall report such action to the Council as soon as possible praeticable thereafter.

4.3.4.4. Unspent provisions in the revenue or capital budgets for completed projects shall not
be carried forward to a subsequent year. Any such funds will be considered for
allocation to earmarked reserves at the same meeting that approves the Annual
Return.

4.4.4 5 The salary budgets are to be reviewed at least annually and by each year end for the
following financial year and such review shall be evidenced by a hard copy schedule
signed by the Clerk and the Mayor. The RFO will inform committees of any changes
impacting on their budget requirement for the coming year in good time.- This is not
budgetary contral just normal budget process

4.5 In cases-of extreme risk-to-the-delivery of Council- services the Clesk-may-autherise
ravenus expenditure-on-behalfef-the-Couneil-which—in-the Clerdcs-judgementitis
pecessary-to carpy-out-—Such-expendidraincludes repair-replacementoratherwark;
whatherornotthera-is-any-budgetary-provisionfor the-expenditure subjectHlo-a-imit

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS 8 ARRIL 201520 8 MARCH APRIL 2017 Page 7 of 18
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o££10.000The Glark shall repertsuch-actiento-the Counei-as soon-as-practicable
thereatar

46. No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the Council is
satisfied that the necessary funds are available and where necessary the requisite
borrowing approval has been obtained subject 1o 4.3 above..

47. Al capital works shall be administered in accordance with the Council's standing
orders and financial regulations relating to contracts.

4.7.4.8.

48 The RFO shall regularly provide the relevant Committee Ceudnel with a statement of
eceipts—and—paymentsincome and expenditure to date under each head of the
budgets, comparing actual expenditure to the appropriate date against that planned
as shown in the budget. These statements are to be prepared at least at the end of
each financial quarter and shall show explanations of significant materal variances.
Eorthis purpesamaterial shallbe-in-excess of456% of tha-budget

4.9, Changes in earmarked reserves shall be approved by Council as part of the
budgetary control process.

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

851, The Counail's banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the Council; banking arrangements may not be delegated
to a committee. They shall be regularly reviewed for safety and efficiency.

5.2 All invoices for payment shall be examined, verified and certified by the budget
manager and then the RFO or Supports Services Manager (SSM) to confirm that the
work, goods or services to which each invoice relates has been received, carried out
and examined

83 The SSM shall examine invoices for arithmetical accuracy and analyse them to the
appropriate_expenditure heading. The SSM shall take all sieps to pay all invoices
submitied, and which are in order, in a timely fashion.

5.4. The RFO and Support Services Manager shall have delegated authority to authorise
the payment of all items that are necessary O provide the services of the Council on
line with the Council's scheme of delegation and the budgets set by the Council.

5255 The Finance and Administration Assistant shall prepare a schedule of payments to
be made for at least iwo Councillors to authenticate each-paymentfor compliance as
well as the RFO.

5.3.5.6. Following the repeal of $150, payments are authorised and sianed by the RFO and
Support Services Manager. A summary Fhe schedule of payments made will be

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS - ARRIL201520 8 MARGH APRIL 2017 Page 8 of 18
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presented to the Finance and General Purposes Committee on a quarterly basis as
part of the budgetary process. The Finance and General Purposes Committee shall
review the schedule for compliance and, having satisfied itself shall accept payments
are for eomphonceandhaving sausioditsellsbal secopt napmentswware s in order
by a resolution of the Firance—and-General-Purposes—Committee.—The-approved
schedule—shall-be-initiallad by the Chalrman-el-hetlesting—A—detalled list-alall
paymenis-shallbedisclosedwithinoras-analtachmentlo-the-minutes-of the-meeting
atwhich paymentwas-adthersed, The summary and Personal payments (including
salaries, wages, expenses and any payment made in relation to the termination of a
contract of employment) may be summarised to remove public access to any
personal information.

54— All-inveices for-payment-shall-be-examined—verified and-certified by the-budget
managerandthenthe REC o sonfirm-thatthe workgoods-orsenisestowhichaash
inveicerelates-has-beenteceived—caried-eut and examined-

55 The RFO shallexamine-inveicesforarithmetical-accuracy-and analyse them-o-the
aporopriate-expeonditre-heading. The REQ—shaliskealctaps to-pay-—al-rusices
Sobite bt chese sl o Lo Do b

56— The-Clerk-and-REO-shall-have-delegated-authorityto-authorse the payment-ofb-all
Hems—that-are—necessanto-providethe-sendcesof the Council on-lisewith the
GCounpcils-scheme of delegaticn-and the budgels set-by-the Coupcik

57— Foreach financialyearwithinthe-budget-spreadsheet the Clark-and REO shall draw
i a st el i paymaptaahion anse on-ategularbasts sstherasullelaeantning
and NL-Superarpuation-Fordand-grognds-mairtenance contracts and the likey-The
Cogrcibwibasthensopaanonttar o paan

58.5.7. In respect of grants the Finance and General Purposes Committee shall approve
expenditure in accordance with the Grants Policy and within any limits set by
Council.

5058 Members are subject to the Code of Conduct that has been adopted by the Council
and shall comply with the Code and Standing Orders when a decision to authorise or
instruct payment is made in respect of a matter in which they have a disclosable
pecuniary or other interest, unless a dispensation has been granted.

5 40— The Gounsibwill-aimi-e retate-the dulies obmembersinthese-Begulationsse-that
cnatous dulissare sharadout as evenlyaspocsblo ever me:

6. INSTRUCTIONS FORTHEMAKING OF PAYMENTS

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS 8- ARRIL 201570 8 MARCH APRIL 2017 Page 9 of 18
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‘el will_make—safeand—efficient arrangements—for—the— making—otits

5.2.6.1. Following authentication authorisatien under Financial Regulation 5.5 above, the
RFO shall give instruction that a payment shall be made.

63.6.2. All payments shall be effected by electronic payment wherever possible. The
Council shall where possible reduce the number of cheque payments.

6.4-6.3. Cheques or orders for payment drawn on the bank account shall be signed by two
members of Council, and countersigned by the Clerk. If a member who is also a
bank signatory has declared a disclosable pecuniary interest, or has any other
interest, in the matter in respect of which the payment is being made, that Councillor
shall be required to consider Standing Orders, and thereby determine whether it is
appropriate and / or permissible to be a signatory to the transaction in question.

6.5 To indicate-agreement of the-details shewn-en-the- chegue-ororderfor-paymentwith
the-counterfoil-and-the-invoice-or-simiar documentation—the-signatodes-shall-eaeh
alzo ipitial the-Purchase lnvelce-Authorisation-slip:

66.6.4. If thought appropriate by the RFO, payment for utility supplies (energy, telephone
and water) and any National Non-Domestic Rates may be made by variable direct
debit provided that the instructions &rs signed-by-two-members-and-any-payments
are reported to Finance and General Purposes Committee as made. The approval of
the use of a variable direct debit shall be renewed by resolution of the Council at

least every two years.

67 _If thought-appropriate-by-the Couneil—payment for-cedain-items {orincipally-salaries)
Ma\r't}eéx--waae»by—ﬁaﬁkep-%--s&amimﬂwéeppff,wid od that the instructions-are-sigred—oF
othervisa-avidenced-by-two-rembers-are _and-any-payments-are repored
to Einance-and General Purpeses-Cem o as made_The aporovalof-the-useofa
basker's stapding ordershall-be renawed byresolution-of-the-Ceuncil-at-least-every
byo-years:

5.2.6.5. Where internet banking arrangements are made with any bank, the Clerk [RFQ] shall
be appointed as the Service Administrator or Mominee. The bank mandate approved
by the Council shall identify a number of Councillors_and officers who will be
authorised to approve transactions on those accounts. The bank mandate will state
clearly the amounts of payments that can be instructed by the-use-of the-Serdes
Administrator alope—or by—the Service Administrator with a stated number of
approvals.

5.0.6.6. Changes to account details for suppliers, which-are used-for-internet-banrking-may
only be changed on written hard copy notification by the supplier and supported by
hard copy authority for change signed by the Support Services Manager and the
Town Clerk. A programme of regular checks of standing data with suppliers will be
followed.

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS =425 201520 8 MARGH APRIL 2017 Page 10 0f 18
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610-6.7. Any Debit / Credit Card issued is to be used in accordance with the Council's Debit

Card Policy and procedure.

6-11.6.8. The Support Services Manager shall provide petty cash to officers for the purpose

7.

7.

7.2,

+
I

of defraying operational and other expenses. Vouchers for payments made shall be
forwarded to the Support Services Manager with a claim for reimbursement.

a) The Support Services Manager shall maintain a petty cash float of £250 for the
purpose of defraying operational and other expenses. Vouchers for payments
made from petty cash shall be kept to substantiate the payment.

b) Income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.

c) Payments to maintain the petty cash float shall be shown separately on the
schedule of payments presented to Council under 5.2 above.

PAYMENT OF SALARIES

As an employer, the Council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with contracts of
employment payroll records and the rules of PAYE and National Insurance currently
operating, and salary rates shall be as agreed by Council, or duly delegated
committee.

Payment of salaries and payment of deductions from salary such as may be required
to be made for tax, national insurance and pension contributions, or similar statutory
or discretionary deductions must be made in accordance with the payroll records and
on the appropriate dates stipulated in employment contracts.

asrovidad-thal each paymentis reported-to-the naxl available Counclb-mseting—as-sat

i reghilEaas-ah

74-7.3. No changes shall be made to any employee’s pay, emoluments, or terms and

conditions of employment without the prior consent of the Personnel Sub-Committee
or Council otherwise than in accordance with the Scheme of Delegation.

7Z5.7.4. Each and every payment to employees of net salary and to the appropriate creditor

of the statutory and discretionary deductions shall be recorded in a separate
confidential record. This confidential record is not open to inspection or review (under
the Freedom of Information Act 2000 or otherwise) other than:

a) by any Councillor who can demonstrate a need to know;
b) bythe internal auditor;
¢) bythe external auditor; or

d) by any person authorised under Audit Commission Act 1998, or any
superseding legislation.
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7.6 The totalof suchpaymenis-in-sash calendarmeonth-shall-be reported-with-at-elher
payrenisas-made-as-may ’ae-reeim‘reei—under—uqesc}giF.ea@ta%—Reg%lah&ns.—M ensure
tha%—eniyaaysr;:fe;‘eks—éa:wim—th&ae@ie{-‘f- have-actually-been-paid:

7.7.7.5. Any termination payments shall be supported by a clear business case and and
Fa';')Giiieﬂ—tﬁ-;—U'le—@GkH1(‘-.ii.—TE!H'Fah—‘-at%GHri)a\,«'l-“.'\'e{iwlsha“ only be authorised by Council
otherwise than in accordance with the Scheme of Delegation.

8. LOANS AND INVESTMENTS

8.1. Al borrowings_and financial arrangements shall be effected in the name of the
Council, after obtaining any necessary borrowing approval. Any application for
berewirg approval shall be approved by Council as to terms and purpose. The
application for besrewine-approval, and subsequent arrangements ferthe loan-shall
only be approved by full Council.

82— Any-finaneial arrangement-which-dees-not roguireformal borrewing-approval from
the Secratary-of-State (sush-as-Hire Purchase or Leasing of tangible-assels)shall-be
subject-to—approvat laHb&JuH—Geg—u1@!,—-“‘14}3(:44—@359_3—@;% in-writing—shall-be
provided to-CounsiHA-respest of value-for-rmaney-forthe-propesed-transaction:

8_3—7J—he{;@:a-mﬁ-pmmﬂr-;rangya—‘,;'th the Couneils banks—and-in rastment-providersfor-ihe

sending-sf-a copy-of-each statament-ef-aceeunt to-the Mayor-at-the-same—ime-as
ene-isissued-to the Clerk-or RFO:

a.4.8 7. All loans and investments shall be negotiated in the name of the Council and shall be
for a set period in accordance with Council policy.

5.8.3. The Council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the Council at least annually.

2.6.8.4. All investments of money under the control of the Council shall be in the name of the
Coungcil.

2.7.85. All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.

3.8.86. Payments in respect of short term or long term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 (Authorisation of payments) and Regulation 6
(Instructions for payments) -REVIEW

9. INCOME

SEAFORD TOWN COUNCIL FINANCIAL REGULATIONS 8-ARRIL2
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9.1.

9.2.

9.3.

94.

9.5.

9.6.
9.7.
9.8.

9.9.

The collection of all sums due to the Council shall be the responsibility of and under
the supervision of the RFO.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the Counil, notified to the RFO and the RFO
shall be responsible for the collection of all accounts due to the Council.

The Council will review all fees and charges at least annually, following a report of
the Clerk.

Any sums found to be irrecoverable and any bad debts shall be reported fo the
Council and shall be written off in the year.

All sums received on behalf of the Council shall be banked intact as directed by the
REO-lp-alleases allreceints and shall be deposited with the Council's bankers with
such frequency as the RFO considers necessary.

The origin of each receipt shall be entered on the paying-in slip.
Personal cheques shall not be cashed out of money held on behalf of the Council.

The RFO shall promptly complete any VAT Return that is required. Any repayment
claim due in accordance with VAT Act 1994 section 33 shall be made at least
annually coinciding with the financial year end.

The RFO shall ensure systems are in place so that wherever practical and possible

receipts will be issued by staff at the point of receiving a cash payment.

9.0.910. Where in excess of £100 any-sighificantsums-ef-cash-are-regulary is received by

the Council and it is not practical to immediately issue a receipt, the RFO shall take
sueh-steps-as-are-agreed-by-the-CouneiHe-ensure that systems are in place so that
more than one person is present when the cash is counted-in-the-firsbinstance, that
there is a reconciliation to some form of control.—such—as-tickatissues: and that
appropriate care is taken in the security and safety of individuals banking such cash.

10. ORDERS FOR WORK, GOODS AND SERVICES

10.1.

10.2.
10.3.

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained.

Order books shall be controlled by budget managers and the RFO.

All members and officers are responsible for obtaining value for money at all times.
An officer issuing an official order shall ensure as far as reasonable and practicable
that the best available terms are obtained in respect of each transaction, wsually-by
ebtaining-three ormore quetations-erestimates-from-appropriate suppliers, subject to
apy-de-minimis provisionsin-Regulation 11.1 below.
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10.4. A member may not issue an official order or make any contract on behalf of the
Council.

10.5. Budget managers are responsible for the placing of orders within their overall budget.

10.6. The RFO shall verify the lawful nature of any proposed purchase before the issue
of any order or as soon after the order is placed by the budget manager.-aac-iri the
case of-pew oraf

s the REO-shall-epswe-that-the

e

GuentpUrehass

statutory-authoriy ILbe reported to-the meeting-atwhich-the-order is-agf

co thatthe minutes-caprecord- the-pewerh

11. CONTRACTS

114. Procedures as to contracts are laid down as follows:

a.  Every contract shall comply with these financial regulations, and no exceptions
shall be made otherwise than in an emergency provided that this regulation
need not apply to contracts which relate to items (i) to (vi) below:

i. for the supply of gas, electricity, water, sewerage and telephone services;

ii. for specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants;

i, for work to be executed or goods or materials to be supplied which consist of
repairs to or parts for existing machinery or equipment or plant;

iv. for work to be executed or goods or materials to be supplied which constitute
an extension of an existing contract by the Council;

v. for additional audit work of the external auditor up to an estimated value of
£2,000 (in excess of this sum the Clerk and RFO shall act after consultation
with the Mayor or Deputy Mayor); and

vi. for goods or materials proposed to be purchased which are proprietary
articles and / or are only sold at a fixed price.

b. Where it is intended to enter into a contract exceeding £20,000 in value for the
supply of goods or materials or for the execution of works or specialist services
other than such goods, materials, works or specialist services as are excepted
as set out in paragraph (a) the Clerk shall invite tenders from at least three
fims to be taken from the appropriate approved list or appropriate
contractors/suppliers.

c.  When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the Council.
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d.  Such invitation to tender shall state the general nature of the intended contract
and the Clerk shall obtain the necessary technical assistance to prepare a
specification in appropriate cases. The invitation shall in addition state that
tenders must be addressed to the Clerk in the ordinary course of post. Each
tendering firm shall be supplied with a specifically marked envelope in which
the tender is to be sealed and remain sealed until the prescribed date for
opening tenders for that contract.

e. All sealed tenders shall be opened at the same time on the prescribed date by
the Clerk in the presence of at least one member of Council.

i If less than three tenders are received for contracts above £60,000 or if all the
tenders are identical the Council may make such arrangements as it thinks fit
for procuring the goods or materials or executing the works.

g. Any invitation to tender issued under this regulation shall be subject to Standing
Order 18, 2

h. Whenitis to enter into a contract of less than £20,000 in value for the supply of
goods or materials or for the execution of works or specialist services other
than such goods, materials, works or specialist services as are excepted as set
out in paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced
descriptions of the proposed supply); where the value is below £7,000 and
above £3.000 £4000-the Clerk or RFO shall strive to obtain 3 estimates.
Otherwise, Regulation 10 (3) above shall apply.

i. The Council shall not be obliged to accept the lowest or any tender, quote or
estimate.

j. Electronic tenders can be accepted where specified by Seaford Town Council's
where contracts are for less than £20,000 in value.

k. Should it occur that the Council, or duly delegated committee, does not accept
any tender, quote or estimate, the work is not allocated and the Council
requires further pricing, provided that the specification does not change, no
person shall be permitted to submit a later tender, estimate or quote who was
present when the original decision making process was being undertaken.

|. The European Union Procurement Directive shall apply and the terms of the
Public Contracts Regulations 2006 and the Utilities Contracts Regulations 2006
including thresholds shall be followed.

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

3 Based on NALC's model standing order 18d in Local Councils Explained © 2013 National Association of
Local Councils
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12.1.

12.2.

12.3.

13.

13.1.

13:2.

13.3.
13.4,

14,

14.1.

14.2.

14.3.

Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO upon authorised certificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

Where contracts provide for payment by instalments the RFO shall maintain a record
of all such payments. In any case where it is estimated that the total cost of work
carried out under a contract, excluding agreed variations, will exceed the contract
sum of 5% or more a report shall be submitted to the Council.

Any variation to a contract or addition to or omission from a contract must be
approved by the Clerk to the contractor in writing, the Council being informed where
the final cost is likely to exceed the financial provision.

STORES AND EQUIPMENT

The officer in charge of each section shall be responsible for the care and custody of
stores and equipment in that section.

Delivery notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.

Stocks shall be kept at the minimum levels consistent with operational requirements.

The RFO shall be responsible for periodic checks of stocks and stores at least
annually.

ASSETS, PROPERTIES AND ESTATES

The Clerk shall make appropriate arrangements for the custody of all title deeds and
Land Registry Certificates of properties held by the Council. The RFO shall ensure a
record is maintained of all properties held by the Council, recording the location,
extent, plan, reference, purchase details, nature of the interest, tenancies granted,
rents payable and purpose for which held in accordance with Accounts and Audit
Regulations.

No tangible moveable property shall be purchased—orotherwise-acquired—sold,
leased or otherwise dispased of, without the authority of the Council, together with
any other consents required by law, save where the estimated value of any one item
of tangible movable property does not exceed £1000.

No real property (interests in land) shall be sold, leased or ctherwise disposed of
without the authority of the Council, together with any other consents required by law,
In each case a report in writing shall be provided to Coungil in respect of valuation
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14.4.

445

and surveyed condition of the property (including matters such as planning
permissions and covenants) together with a proper business case (including an
adequate level of consultation with the electorate).

No real property (interests in land) shall be purchased or acquired without the
authority of the full Council. In each case a report in writing shall be provided to
Council in respect of valuation and surveyed condition of the property (including
matters such as planning permissions and covenants) together with a proper
business case (including an adequate level of consultation with the electorate).

shott-the-actherily-of the Full Counc
reparbating shalbbeprovidest e Counatlbastba il ousmess casa

+4-8:14.5. The RFO shall ensure that an appropriate and accurate Register of Assets and

Investments is kept up to date. The continued existence of tangible assets shown in
the Register shall be verified at least annually, possibly in conjunction with a health
and safety inspection of assets.

15. INSURANCE

156.1.

15.2.

15.3.

15.4.

15.5.

Following the annual risk assessment (per Financial Regulation 17), the RFO shall
effect all insurances and negotiate all claims on the Council's insurers.

Section Managers and the Clerk shall give prompt notification to the RFO of all new
risks, properties or vehicles which require to be insured and of any alterations
affecting existing insurances.

The RFO shall keep a record of all insurances effected by the Council and the
property and risks covered thereby and annually review it.

The RFQO shall be notified of any loss liability or damage or of any event likely to lead
to a claim, and shall report these to Council at the next available meeting.

All appropriate members and employees of the Council shall be included in a
suitable form of security or fidelity guarantee insurance which shall cover the
maximum risk exposure as determined by the Council.

16. CHARITIES

16.1.

Where the Council is sole managing trustee of a charitable body the Clerk and RFO
shall ensure that separate accounts are kept of the funds held on charitable trusts
and separate financial reports made in such form as shall be appropriate, in
accordance with Charity Law and legislation, or as determined by the Charity
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16.2.

Commission. The Clerk and RFO shall arange for any audit or independent
examination as may be required by Charity Law or any Governing Document.

This section currently does not apply to Seaford Town Council.

17. RISK MANAGEMENT

17.1.

The Council is responsible for putting in place arrangements for the management of
risk. The Clerk shall prepare, for approval by the Councll, risk management policy
statements in respect of all activities of the Council. Risk policy statements and
conseguential risk management arrangements shall be reviewed by the Council at
least annually.

\When-considering-any-naw-activity-theClerk-shal propare-a-draftrisk-assessment

iaeluding--;is%management-faFe,z_;@sms—fepeensiéeraaewandeéeﬁﬁen-bwhe-eeuﬂeik

18, SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

18.1.

18.2.

It shall be the duty of the Council to review the Financial Regulations of the Council
from time to time. The Clerk shall make arrangements to monitor changes in
legislation or proper practices and shall advise the Council of any requirement for a
consegquential amendment to these financial regulations.

The Council may, by resolution of the Council duly notified prior to the relevant
meeting of Council, suspend any part of these Financial Regulations provided that
reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all members of Council.
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Seaford Town Council

Report 143/16

Agenda Item No: 10
Committee: Council
Date: 20 April 2017
Title: Adoption of Personnel Policies
By: James Corrigan, Town Clerk
Purpose of Report: To present reviewed and amended policies for

adoption.
Recommendations

You are recommended:

1. To adopt the Maternity, Paternity and Adoption Leave Policy as presented;

To adopt the Parental Leave Policy as presented;

2
5 To adopt the Equal Opportunities Policy as presented;
4

To adopt the Training & Development Policy as presented.

1. Information

1.1

1.2

1.3

14

LOCAL COUNCIL
AWARD SCHEME
" FOUNDATION

The instruction from the Council meeting in November 2016, was that the
Personnel Committee review and scrutinise any new or amended personnel
policies, as the best forum for this to be done in, and then recommend an
agreed policy to Council for adoption.

The Personnel Committee therefore met on 9" March 2017 to consider the
following policies which are now presented to Council for adoption;

a. Maternity, Paternity and Adoption Leave Policy (Appendix A, pages 42 to 56)
b. Parental Leave Policy (Appendix B, page 57)

c. Sickness Absence Policy (Appendix C, pages 58 to 59)

d. Equal Opportunities Policy (Appendix D, page 60)

e. Training & Development Policy (Appendix E, pages 61 to 63)

A to D are new policies where the Council did not have any formal policies in
place. These have been written in accordance with the guidance on all topics
from ACAS (The Advisory, Conciliation and Arbitration Service) and current
practice of the Council.

The Training & Development Policy has been revised at the Council’s request.
The policy includes training for members in greater detail but is less restrictive
and detail laden in general than the previous version, which is available on the
Council’s website and in the Councillor Information Packs.
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1.5 The Personnel Committee scrutinised each draft policy and has subsequently
made minor amendments to finalise the drafts ready for presentation to the

Council for adoption.

2. Financial Appraisal

The are no financial implications as a result of this report.

3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk
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Seaford Town Council
Maternity, Paterntiy and Adoption Leave Policy

Introduction
This policy sets out the statutory rights and responsibilities of employees who are;

Pregnant or have recently given birth (Maternity Leave, below)

An expectant father or partner of the expectant mother (Paternity Leave, page 5)
Due to adopt a child (Adoption Leave, page 7)

Seeking to take share lease between parents (Shared Parental Leave, page 11)
The intended parent of a child through surrogacy (Surrogacy, page 3). '

Where the policy refers to ‘the Council” being notified or taking actmn this should b EEFread as the Town Clerk
carrying out these responsibilities on behalf of the Council.

9 i by s

MATERNITY LEAVE

An employee who becomes pregnant may be entitled to up to 52 weeks’ maternity leave and up to 39 weeks’
maternity pay. The sections below set out the enutlements not1ﬁcat1on requirements and other considerations
for the Council and the employee.

1. Notification

On becoming pregnant, an employee should nofify the Town Clerk as soon as theyshe feels able to do so. This
is important because there are health and safety con51derat1ons for the Council and the Council may need to
make contingency arrangements during ’[11-"1 lanned absence pegio

By the end of the Qualifying Week (the 15" week before the Expected Week of Childbirth), or as soon as
reasonably pract1cable afterward an emponee is required to provide the following information in writing to
the Council:

a. That tasyshe-are is pregnant- ~ -
b. 'Ihe Expected Week of Childbirth (EWC)
¢ date on which theyshe infends to start theirher maternity leave

In adéition the uncil should be provi& d with a MATBI certificate (issued by your doctor or midwife) stating
when the baby is du"'

If an employee fails to follow the above notification requirements, thevshe may not be eligible for Statutory
Maternity Pay. = =

The Council will respond: writing within 28 days of notification, setting out the employee’s rights and
entitlements and conﬁrmmg the date on which theyshe arels expected to return to work if theyshe takes theither
full 52 week entitlement to maternity leave.

If an employee wishes to change theirher maternity leave start date, theyshe should give the Council at least 28
days’ notice where possible. Where a baby arrives early or an expectant mother is off with pregnancy-related
illness within four weeks of the EWC, maternity leave will automatically begin.

2. Antenatal Appointments

Once the Council has been advised that an employee is pregnant, the employee is entitled to take reasonable
time off work with pay to attend antenatal clinic and other antenatal appointments made on the advice of theizher
doctor, registered midwife or registered health visitor.

If required, the Council may ask for proof of appointments with exception of the first appointment.
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3. Maternity Leave Entitlement

All pregnant employees arc entitled to take 26 weeks’ ordinary maternity leave and up to 26 weeks’ additional
maternity leave, making a total of 52 weeks.

This entitlement is for all pregnant employees regardless of hours of work or length of service. This does not
however apply to casual workers, only employees.

Ordinary maternity leave can start at any time after the beginning of the 11" week before the EWC (unless the
child is born prematurely before that date). Maternity leave will start on whichever date is earlier of;

a. The chosen start date

b. The day after the birth

¢. The day after any day on which the employee is absent for a pregnancy-related reason in the four weeks
before the EWC

The law requires all employees to take a minimum of two weeks of cgmpulfs_’orymatemﬁy leave immediately
after the birth of their child. = =

If an employee chooses to take additional maternity leave, this will ="Ec__gin the dayré_f’t_éfitﬁ’e 26 weeks’ ordinary
maternity leave has ended. == == E -

4. Maternity Pay
Statutory Maternity Pay
Apré;mployee is entitled

Statutory Maternity Pay (SMP) is payable for up to 39 weeks during matemit)-i
to SMP if; - :

a. TheyShe hasve been continuously employed by the Counc
Qualifying Week and: == £ =

b. TheirHer average weekly earnings in the eight weeks up to and including the Qualifying Week are not
less than the lower earnings limit for National Insurance contributions aud.

c. ThexShe areis still pregnant eleven weeks before the start of theirher EWC (or have already given birth)
and; = =

d. FheyShe hasve provided a MATBT certificate stating the EWC and:

e. TheyShe hasvegiven the Cou et riotification of the pregnancy in accordance with the rules at
section 1 of this policy ' = E

for at 1east.26r weeks at the end of the

:_:e, SMP is paid at the rate of 90% of the average weekly earnings
o and including the Qualifying Week.

ate of SMP is then paid for the remaining 33 weeks (or less if the employee decides to return to
he rate of SMP is reviewed every April by the Government. From April 2016 SMP is £139.58
April 2017, £140.98 per week. If, when calculated, 90% of an employee’s average weekly
vecks leading up to Qualifying Week is less than the rate of SMP, the employee will

For the first _s_iiéi\;eeks of materni
calculated over a period of eight wee

per week and
earnings in the eigh
receive the lower figur

SMP is treated as earnings Viaigjl;_;_s:"’therefore subject to income tax and National Insurance contributions. If part
of the pension scheme, contributions will be taken based on the amount of maternity pay received. The Council
will continue to contribute for any time the employee is in receipt of SMP.

Payment of SMP cannot start before the 11" week before your EWC. SMP can start from any day of the week
in accordance with the date an employee starts tzeither maternity leave. SMP is payable whether or not theyshe
intends to return to work after theirher maternity leave.

SMP is still payable in the event of; a baby being born early, a stillbirth after the start of the 24" week of
pregnancy, or the death of the baby after being born.

The Council is eligible to reclaim a percentage of SMP payments made (currently 92%).

If the employee has not been working for the Council for 26 weeks at the Qualifying Week theyshe will not be
eligible to receive SMP. +heyShe may however be able to apply to the Department for Work and Pensions for
maternity allowance, see below.
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Maternity Allowance

If an expectant mother is not eligible to receive SMP tsexshc may be entitled to up to 39 weeks of maternity
allowance from the Department for Work and Pensions.

To qualify thesshe must have been in employment or self-employed for at least 26 of the previous 66 weeks
before the EWC (not necessarily consecutive). From these 26 weeks, theyshic must have earned on average at
least £30 per week for 13 weeks.

An expectant mother can claim maternity allowance once theyshe are 26 weeks pregnant and payment can start
from the 11" week before the EWC.

5. Contact/KIT days

An employee may decide theyshe wants to keep in touch during theirher matermty leave. Legally theyshe arels
entitled to work up to 10 days without losing theither entitlement to SMP Any days vorked are known as ‘keep
in touch’ days (KIT days) and will be paid in full and will be subject to the usual ational Insurance and
pension deductions.

There is no obligation for an employee to work during theirher materm :'leave Matermty 1eave

pay will not
be extended due to the fact that work has been carried out during the leave period. :

act during the leave period to
10 K_I_:T—‘days and does not

Legislation allows for the Council and the employee to make reasénable
discuss such issues as the return to work. This contact does not count towards
bring the maternity leave to an end.

If a risk is identiﬁed__
sultable work with 1

Ifa ﬁiiegnan't ¢
should be raised
7. Sickness

If a pregnant employee is 'éi_‘b om work during theirher pregnancy due to sickness, theyshe will receive sick
pay in the same manner as any other sickness absence provided theyshe hasve not yet begun maternity leave.

If, however a pregnant er'ﬁployee is absent from work due to a pregnancy-related illness within four weeks of
theisher EWC, maternity leave will automatically commence from the day after theizher first day of absence.

8. Annual Leave

An employee will continue to accrue annual leave during maternity leave (ordinary and additional) and
substitute days for Bank Holiday leave. The employee should discuss with theirher manager the options for
using leave before or after maternity leave if tiesshe wishes to. It is not possible to use annual leave entitlement
during maternity leave.
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9. Return to Work

On resuming work after maternity leave, the employee is entitled to return to the same job on the same terms
and conditions of employment as if theyshe hasd not been absent. HresShe also haswe the right to receive any
pay rises or improvements to terms and conditions for the job as if theyshe hasd not been on leave.

If however there is a reason why it is not reasonably practicable for the Council to take them back in theirher
original job, theyshe will be offered suitable alternative work of equivalent status and responsibility and on
terms and conditions that are no less favourable than would have applied if theyshe had not been absent.

Date of Return

Unless the Council is notified otherwise, the employee will be expected to return to work on the date in which
the 52 week maternity leave period ends.

If the employee intends to bring forward theirher return to work date, theyshe should notify the Council in
writing providing at least eight weeks’ notice where possible. If theyshe fails to do so, the Council has the right
to postpone theirher return to such a date as will give the Council eight weeks’ no’_tfié_éf’provided this is not later
than theirher expected return date. E—

If the employee is unable to return to work due to sickness or injﬁi
sickness absence will apply.

he Council’s normal arrangements for

Breastfeeding / expressing

Where an employee is seeking to return to work and will require time or as S
express, she should notify the Council of this so that suitable arrangements can be iscussed.

Part time / changed hours = =
If thesshe decides to return to work after maternity leag_'\_?i;, an emfﬁb’yi has a__ff;figh't: to request changed hours if
thexshe wishes, either on a temporary or permanent basis. The Council will consider this request and to look at
whether this can be accommodated. = = =

In order to allow the Council time to give_-_;fu]_'l consideration

writing as far in advance of the return to work date as possible, 3

Council will respond in writing as soon as pr. lly possible, within 14 days at the latest. The Council will
ests in line with the operational requirements of the Council’s business.

always consider such requests in

Resignation

k after maternity leave thexrshe should submit theirher resignation

If an employféizaecides not to return tc ‘
otice as per theirhicr terms and conditions of employment.

in the normal manner, providing adeq{l’@
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PATERNITY LEAVE

An expectant parent or partner of a mother may be entitled to up to two weeks” paternity leave and up to two
weeks” paternity pay. The sections below set out the entitlements, notification requirements and other
considerations for the Council and the employee.

For paternity leave entitlements where a child is adopted please see ‘Adoption Leave’ below.

10. Notification

On becoming an expectant parent, an employee should notify the Town Clerk as soon as they feel able to do
$0.

By the end of the Qualifying Week (the 15" week before the Expected Week of Childbirth), or as soon as
reasonably practicable afterwards, an employee is required to notify the Council when the baby is due, whether
or not they are seeking to take one or two weeks’ paternity leave and when they expect the leave to begin.

If an employee fails to follow the above notification reqmrements they may not b: cligible for Statutory
Paternity Pay.

The Council will respond in writing within 28 days of not1ﬁcat10n setting out the employee’ s_nghts and
entitlements to and clurmg patermty leave. =3

Council understands the importance of attendance at- antenatal classes and éppg)mtments and will therefore allow

paid time off for these appointments, prowded a' equate not1c
a request for time off work.

to the employee’s line manager of such

If required, the Council may ask for proof of appointments.

12. Patermty Leave- nti

Paternity leave s ava1lable for a pe iod of one or two weeks. The leave must be consecutive and not taken as

due and be empl red contmuously during the pregnancy up to the actual date the baby is born

Casual workers will not be ent1tled to paternity leave, only employees of the Council.

Paternity leave must be ta_lgen w1th1n 56 days of the child being born and may only start after the actual birth.

13. Paternity Pay
Statutory Paternity Pay (SPP) is payable for up to two weeks. An employee is entitled to SPP if;

a. They have been continuously employed by the Council for at least 26 weeks at the end of the Qualifying
Week and:
. They are employed up to the actual date of birth and:
c. Their average weekly earnings in the eight weeks up to and including the Qualifying Week are not less
than the lower earnings limit for National Insurance contributions and:
d. They have given the correct notice as per section 10

The rate of SPP is reviewed every April by the Government. From April 2016 SPP is £139.58 per week and
from April 2017, £140.98 per week. If, when calculated, 90% of an employee’s average weekly eamings in the
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eight weeks leading up to Qualifying Week is less than the rate of SPP, the employee will receive the lower
figure.

SPP is treated as earnings and is therefore subject to income tax and National Insurance contributions. If part
of the pension scheme, contributions will be taken based on the amount of paternity pay received. The Council
will continue to contribute for any time the employee is in receipt of SPP.

SPP is still payable in the event of; a stillbirth after the start of the 24™ week of pregnancy or the baby being
born alive at any point of pregnancy.

The Council is eligible to reclaim a percentage of SPP payments made (currently 92%).

14. Annual Leave

An employee will continue to accrue annual leave during paternity leave and substitute days for Bank Holiday
leave. The employee should discuss with their manager the options for using leave before or after paternity
leave if they wish to. It is not possible to use annual leave entitlement during paternity leave.

15. Employment Rights

All employment rights are protected and the employee shall suffer nbﬁétrjmeﬁ{from taklng—

employee is entitled to return to the same job after up to two weeks’ paternity leave. =

ﬁ%;t_emitygleave. An
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ADOPTION LEAVE

Qualifying employees (inale or female) who have been matched with a child for adoption may take up to 52
weeks’ adoption leave and may be entitled to 39 weeks of Statutory Adoption Pay. If a couple jointly adopt a
child, one may take adoption leave and the other parent may be able to take paternity leave or shared parental
leave.

16. Notification

Within seven days of being matched with a child, the employee should tell the Council (in writing preferably):

a. How much leave they want
b. Their leave start date
c. The ‘date of placement’ — the expected or actual date the child is placed with them

art and end date and the

Within 28 days the Council will write to the employee conﬁnmng their leav';'
employee’s nghts and entitlements. :

a. The date of their ‘official notification’ and the expected date the ¢
days of getting the notification and:
b. The actual date the child arrives in the UK — W1thm 28__days of this date and:

a. On the date the child s
(UK adoptions) or:
b. When an employee has bee

n d to be placed with them by a UK adoption agency or:
c.  When the child arrives in the

within 28 days of this date (overseas adoptions)

An employee
entitlement.

18. Adoption Pay

Statutory Adoption Pay (SAP) is payable for up to 39 weeks during adoption leave. An employee is entitled to
SAP if; '
a. They have been continuously employed by the Council for at least 26 weeks by the week they were
matched with the child and:
b. Their average weekly earnings in the eight weeks up to and including the point they were matched with
the child are not less than the lower earnings limit for National Insurance contributions and:
¢. They have given the Council proper notification of the pregnancy in accordance with the rules at section
16 of this policy and:
d. They have given the Council proof of the adoption (see section 19 below)

For overseas adoptions, the conditions are the same as above except they;

d. Must have ‘official notification’ (permission for a UK authority) that they can adopt from abroad and.
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e. Must fill in the declaration on online form SC6 if they are adopting with their partner (this form
confirms they are not taking paternity leave or pay)

For the first six weeks of adoption leave, SAP is paid at the rate of 90% of the average weekly earnings
calculated over a period of eight weeks up to and including the week they were matched with a child.

The standard rate of SAP is then paid for the remaining 33 weeks (or less if the employee decides to return to
work sooner). The rate of SAP is reviewed every April by the Government. From April 2016 SAP is £139.58
per week and from April 2017, £140.98 per week. If, when calculated, 90% of an employee’s average weekly
earnings in the eight weeks leading up to the week they were matched with a child is less than the rate of SAP,
the employee will receive the lower figure.

SAP is treated as earnings and is therefore subject to income tax and National Insurance contributions. If part
of the pension scheme, contributions will be taken based on the amount of adoption pay received. The Council
will continue to contribute for any time the employee is in receipt of SAP.

The Council is eligible to reclaim a percentage of SAP payments made(chrrently

19. Proof of Adoption _

In order to qualify for SAP the employee must give the Council P_ 0
entitlement to adoption leave unless the Council wishes to request it.

For adoption, the proof must show the:

Name and address of the agency and employee and:

Date the child was matched e.g. the matching certificate and: _
The expected or actual date of placement (.g. a Jetter from the agency) and:

The relevant UK authority’s ‘official notification’ confirming the parent is allowed to adopt (overseas
adoptions only) and: = £

e, The date the child arrived in the UK e.g. a plane ticket (overseas adoptions only)

pe oPp

20. Exemptions

An employee will not qualify for either ado leave or pay ifth

a. Become a special guardian
b. Adopt astepehild o
c. Adopt a family member
d. Adopt privately e.g. within p

An e;hployee cide they want to keep in touch during their adoption leave. Legally they are entitled to
work up to 10 days without losing their entitlement to SAP. Any days worked are known as ‘keep in touch’

days (KIT days) and will be paid ir;:éfull and will be subject to the usual tax, National Insurance and pension
deductions. - =

There is no obligation for a mi;loyee to work during their adoption leave. Adoption leave or pay will not be
extended due to the fact that work has been carried out during the leave period.

Legislation allows for the Council and the employee to make reasonable contact during the leave period to
discuss such issues as the return to work. This contact does not count towards the 10 KIT days and does not
bring the adoption leave to an end.

The Council will ensure that the employee is kept informed of relevant matters such as job vacancies, significant
workplace developments and training opportunities.

22. Adoption Appointments

An employee is entitled to paid time off to attend adoption appointments.

Single adopters are entitled to paid time off to attend up to five adoption appointments. These must be taken in
the period between the employee being notified of a match with a child and the date that the child joins the

family.
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In the case of joint adoptions, one of the adopters will be entitled to paid time off to attend up to five adoption
appointments. The other adopter will be entitled to unpaid time off to attend up to two adoption appointments.

Where there are joint adopters, the adopter who took paid time off to attend adoption appointments may not
then claim paternity leave and pay. It is usually therefore the main adopter (who is entitled to adoption leave
and pay) that would take paid time off.

23. Paternity Leave with Adoption

If an employee is a secondary adopter and is seeking to take paternity leave sections 10 to 15 above apply
with the amendments below.

Notification
An employee adopting a child must give the Council an SC4 form (the Council can provide this) for:

a. Leave —no later than seven days of their co-adopter or partner bemg matched w1th a child and:
b. Pay- 28 days before they want their pay to start -

For overseas adoptions the form and notice period are different. Informatlon on these can be found onlme on
the www.gov.uk website. —— % :

Eligibility

An employee adopting a child must;

a. Have worked for the Council continuously for at least 26 weeks by the end of the week they were
matched with the child (UK adoptlons) or; S

b.

UK or an agreed number of days after this (overseas adoptions)

For overseas ions, the leave must be aken within 56 days of the placement or the child’s arrival in the

UK.
Proof of Adoption -

An employee must give thi Councll proof of adoption to qualify for paternity pay (but not paternity leave).
Proof can be a letter from t 1eir -adoption agency or their matching certificate.

24. Annual Leave

An employee will continue to accrue annual leave during adoption leave (ordinary and additional) and substitute
days for Bank Holiday leave. The employee should discuss with their manager the options for using leave before
or after adoption leave if they wish to. It is not possible to use annual leave entitlement during adoption leave.

25. Return to Work

On resuming work after adoption leave, the employee is entitled to return to the same job on the same terms
and conditions of employment as if they had not been absent. They also have the right to receive any pay rises
or improvements to terms and conditions for the job as if they had not been on leave.
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If however there is a reason why it is not reasonably practicable for the Council to take them back in their
original job, they will be offered suitable alternative work of equivalent status and responsibility and on terms
and conditions that are no less favourable than would have applied if they had not been absent.

Date of Return

Unless the Council is notified otherwise, the employee will be expected to return to work on the date in which

the 52 week adoption leave period ends. {(subjectte-anyadivsumentfor I days takeny

If the employee intends to bring forward their return to work date, they should notify the Council in writing
providing at least eight weeks’ notice where possible. If they fail to do so, the Council has the right to postpone
their return to such a date as will give the Council eight weeks’ notice, provided this is not later than their
expected return date.

If the employee is unable to return to work due to sickness or injury,rtljé_i(?éuné;il’s normal arrangements for
sickness absence will apply. = =

Part time / changed hours

If they decide to return to work after adoption leave, an employee has i ght to request changed hours if they
wish, either on a temporary or permanent basis. The Council will consider this request and"'ﬁq__,_pék'féit whether

this can be accommodated. A= =

In order to allow the Council time to give full consideration to the request, such a request should be put in
writing as far in advance of the return to work date as possible, with a minimum of six weeks’ notice. The
Council will respond in writing as soon as practically possible, within 14 days at the latest. The Council will
always consider such requests in line with the operational requirements of the Coun il’s business.

Resignation

If an employee decides not to return to work g_._ﬁ"gé_rf;adoptlbn L&éve they should submit their resignation in the
normal manner, providing adequate notice as per their terms a conditions of employment.

26. Record Keeping
For a period of three years

Proof of adoption
The date SAP started :
The payments of SAP made including dates -
payments the Council has reclaimed
y weeks not paid and the reason

IENES:
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SHARED PARENTAL LEAVE

Shared Parental Leave enables eligible mothers, fathers, partners and adopters to choose how to share time off
work during the first year after a child is born or placed for adoption. Parents will be able to share a pot of leave
and decide to be off work at the same time and/or take it in turns to have periods of leave to look after the child.

Eligible employees may take up to 50 weeks shared parental leave during the child’s first year in their family.

The number of weeks available is calculated using the mother’s/adopter’s entitlement to maternity/adoption
leave. If they decide not to take all 52 weeks’ maternity/adoption leave, the remaining leave can be taken as
shared parental leave.

27. Notification

An employee must give the Council at least eight weeks’ notice of thelr entltlement/request for shared parental
leave to start. ==

The employee will need to inform the Council;

a. The name of the other parent and: = :

b. The start and end dates of any maternity/adoption leave or pay, or maternity allowance, taken in respect
of the child and the total amount of shared parental leave available and:

c. The date on which the child is expected to born/the actual date of birth or in the case of adoption, the
date on which the employee was notified of havmg een matched with the child and the date of
placement for adoption and: :

d. The amount of shared parental leave the employee and the rtner each intend to take and:

¢. That they consentt the Council processing the information contained in the declaration form
f.  (in the case whether the partner is the mother/adopter) that they will immediately inform their partner
should they cease to satisfy the eligibility conditions

The Council may, within 14 days of the above notification, request;

a. The name and business address of the partner’s employer (if the partner is no longer employed or is
self-employed, their contact details should be given instead) and;

b. In the case of biological parents, a copy of the child’s birth certificate or:

c. Inthe case of an adopted child, documentary evidence of the name and address of the adoption agency,
the date of which they were notified of having been matched with the child and the date on which the
agency expects to place the child for adoption

The employee must, in order to be eligible for shared parental leave, respond to the above request within 14
days.

11
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The Council will respond in writing no later than 14 days after the initial request has been received (or in the
case of further information being requested by the Council, 14 days after the employee has provided this
information).

28. Eligibility
In order to be eligible for shared parental leave the employee must be:

a. The mother/adopter, axclor
b. Tither the father of the child or the spouse/civil partner/partner of the child’s mother/adopter

In addition to this, the employee will need to satisfy all of the following criteria:

a. The mother/adopter of the child must be/must have been entitled to statutory maternity/adoption leave
or if not entitled to statutory maternity/adoption leave they must be/must have been entitled to
SMP/SAP or maternity allowance and must have ended -or given notice to reduce any
maternity/adoption entitlements F ==

b. The employee must still be working for the Council at the start of each period of shared parental leave

¢. The employee must pass the ‘continuity test’ requiring them to have a minimum of 26 weeks’ service
at the end of the 15" week for the child’s expected due date/matching date :

d. The employee’s partner must meet the ‘employment and earnings tes
leading up to the child’s expected due date/matching date have
an average of at least £30 a week in any 13 of those weeks =

e. The employee must correctly notify the Council of their entitlement an provide evidence as required

test’ requiring them lpthe:66 weeks
ked for at least 26 weeks and earned

29, Leave Entitlement

The amount of leave available is calculated on the da_ggf%f which the ,jngother{adop%ér returns to work and the
amount of maternity/adoption leave they have left remaining of the initial 52 weeks” entitlement.

Providing all eligibility and notification requirements areimetby both parents, they may choose whether or not
to share the remaining leave. There are various ways in which the leave can be shared and each request would
have to be considered on its own merit and circumstances.

first year of the child being born/being matched with the child.

All shared parental leave must be taken w

Continuous Leave

é_l_'é'{mbroken period of leave e.g. if the mother/adopter

Continuous leave is a number of W _ ng
oking of up to 30 weeks could be chosen.

returns to work after 22 wecks, a bloc

An emplp_;r ¢ has the right to take a continuous block of leave notified in a single notification, so long as it does
not exceed the fotal number of weeks of shared parental leave available to them and the Council has been given
at least eight weeks” notice.

An employee may-submit up to three separate notifications for continuous periods of leave.

Discontinuous Leave

A single notification may also contain a request for two or more periods of discontinuous leave, which means
asking for a set number of weeks of leave over a period of time, with breaks between the leave where the
employee returns to work. “An example is an arrangement is where arean employee will take six weeks of shared
parental leave and work every other week over a period of three months.

The Council will consider a discontinuous leave notification but does have the right to refuse it. Upon receipt
of a notification for discontinuous leave the Council will arrange a meeting to discuss this with the employee.
All requests will be carefully considered, weighing up the potential benefits to the employee and the Council
against any adverse impact on the Council’s activities.

Where a request is refused the employee can either withdraw the request within 15 days of giving it or can take
the leave in a single continuous block, providing the correct notification requirements are met.

Shared leave

Shared parental leave may be taken at the same time so both parents are taking leave together, providing they
do not exceed the total amount of leave entitlement.

12
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Variation

The employee is permitted to vary or cancel an agreed and booked period of shared parental leave, provided
that they advise the Council in writing at least eight weeks before the date of variation. Any variation will be
confirmed in writing by the Council within 14 days of receiving notification of the variation.

30. Statutory Shared Parental Pay

Eligible employees may be entitled to up to 37 weeks Statutory Shared Parental Pay (ShPP) while taking shared
parental leave. The amount of weeks available will depend on the amount by which the mother/adopter reduces
their materity/adoption pay period or maternity allowance period.

ShPP may be payable during some or all of shared parental leave, depending on the length and timing of the
leave.

In addition to meeting the eligibility requirements for shared parental leave (sectmn 28 above), an employee
seeking to receive ShPP must also meet each of the following criteria; '

a. The mother/adopter must be/have been entitled to SMP/SAP or materruty allowance and must have
reduced their maternity/adoption pay period or maternity allowa.nce period

b. The employee must intend to care for the child during the wcekm_wluch ShPP is payable

¢. The employee must have average weekly earnings for the period of eight weeks leading up to and
including the 15™ week before the child’s expected due date/matching date are not less than the lower
earnings limit in force for National Insurance contributions 3

d. The employee must remain in continuous employment until the first week of ShPP has begun

e. The employee must give proper notification in accordance with the rules set

An employee entitled to ShPP should usually include thi otification to the Council in the same notification as

the leave itself.

The notification from the employee must include sach of the t;cijﬂms.'ing;_:

a. The start and end dates of any SMP/SA
b. The total amount of ShPP available and
to claim

c. (in the case here the partner is the mother/adopter) that they will immediately inform their partner
should they cease to satisfy the eligibility conditions

The standard rate of ShPP is reviewed every April by the Government. From April 2016 ShPP is £139.58 per
week and from April 2017, £140.98 per week. If, when calculated, 90% of an employee’s average weekly
earnings in the eight weeks leading up to the child’s expected week of birth/week they were matched with a
child is less than the rate of ShPP, the employee will receive the lower figure.

ShPP is treated as earnings and is therefore subject to income tax and National Insurance contributions. If part
of the pension scheme, contributions will be taken based on the amount of shared parental pay received. The
Council will continue to contribute for any time the employee is in receipt of ShPP.

The Council is eligible to reclaim a percentage of ShPP payments made (currently 92%).

31. Contact/ SPLIT Days

An employee may decide they want to keep in touch during their shared parental leave. Legally they are entitled
to work up to 20 days without losing their entitlement to ShPP. Any days worked are known as ‘shared parental
leave in touch’ days (SPLIT days) and will be paid in full and will be subject to the usual tax, National Insurance
and pension deductions.
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There is no obligation for an employee to work during their shared parental leave. Shared parental leave or pay
will not be extended due to the fact that work has been carried out during the leave period.

Legislation allows for the Council and the employee to make reasonable contact during the leave period to
discuss such issues as the return to work. This contact does not count towards the 20 SPLIT days and does not
bring the leave to an end.

The Council will ensure that the employee is kept informed of relevant matters such as job vacancies, significant
workplace developments and training opportunities.
32. Annual Leave

An employee will continue to accrue annual leave during shared parental leave and substitute days for Bank
Holiday leave. The employee should discuss with their manager the options for using leave before or after
shared parental leave if they wish to. It is not possible to use annual leave entitlement during adoption leave.

33. Return to Work

The employee will have been formally advised in writing by the Council of theenddateof any period of shared
parental leave. The employee is expected to return to work the next working day after this date, unless they
notify the Council otherwise. == =

If they are unable to attend work due to illness or injury, the Council’s normal rrangements for sickness absence

will apply. =

If the employee wishes to return to work earlier than planned, they must pro'\?igﬁi_ hQ___Qoﬁncil at least eight

weeks® notice of their early return where possible.

On returning to work after shared parental leave, thc:__-_"émployee 1is entitled to return to the same job if the
employee’s aggregate total statutory maternity/paternity/adoption leave and shared parental leave amounts to
less than 26 weeks. This must be on the same terms and conditions o ployment as if they had not been

If the employee’s maternity/paternity/adoption leave and Sharedpar tal leave combined amounts to 26 weeks
or more, the employee is entitled to return to the same job they held before commencing the leave or, if this is
not reasonably practicable, to another job whichis both suitable and appropriate on terms and conditions no

14
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SURROGACY

Surrogacy is when another woman carries and gives birth to a baby for the intended parents. The women who
gives birth to the child will be treated as the mother, however, parental responsibility can be transferred by
either an adoption or parental order.

Surrogate Mothers

Pregnant employees have the right to 52 weeks’ maternity leave and to return to their job after maternity leave.
Whatever the birth mother does with the child in a surrogacy arrangement following the birth it has no impact
on her right to matemnity leave.

Intended Parents

Adoption leave and pay is available to eligible employees who become legal paféﬁts?féllowing an application

for adoption or parental order. Paternity leave and pay, and shared parental leave and_paymay also be available

to eligible employees. See the previous sections in this policy for furt“per details.

While there is no legal right fer-to paid time off for intended parents, the Council understands the importance
of attendance at antenatal classes and appointments and will therefore a aid ti these appointments
alongside a birth mother, provided adequate notice is given to the employee’s
for time off work. :

If required, the Council may ask for proof of appointments. _

Adopted: April 2017
Review:  April 2020 (or if legislation changesj);
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Seaford Town Council
Parental Leave Policy

Legally, parents of young children are entitled to take up to 18 weeks’ unpaid leave to care for the child.

18 weeks can be taken in respect of each child and can be taken by each parent so if the Council has both parents
in its employment, both employees will be potentially entitled to take 18 weeks’ parental leave.

Parental leave can be taken at any time up to child’s 5™ birthday or, in the case of a child who suffers from a
disability, any time up to their 18" birthday.

In the case of an adopted child, leave can be taken at any time in the first five years after the child is placed
with the adoptive parents however, it must be taken before the child reaches 18 years of age, even if that is
before the five years are up. 2 2

Leave can only be taken in blocks of weeks unless the child has a dis fbﬂity, inw
permissible. No more than 4 weeks’ parental leave in respect of eaci_];qualifying;jﬁ::

an be taken in any one
year. = = :

1. Entitlement

In order to be eligible to take parental leave, an employee must meet gachi o the following requirements:

a. Be anemployee

b. Have continuous service with the Council for at least one year

c. Either, have parental responsibility for the child or is registered as the child’s father / mother on its birth
certificate <

2. Notification = g

An employee must give 21 days’ notice of the st rt and fmish;d:gtes of_’ghé.léave.

Unless the request is for days com:nenci_ﬁg_ with the date the chlldlsbom, the Council can refuse to grant a
request for parental leave for up to six months if it considers that faking leave at the employee’s requested time
would unduly disrupt its busi Tl

The Council is eg_ti_ﬂ%d fo request proof-of an em ee’s entitlement to parental leave and failure to provide
such evidence entitles the Council to refuise to grant the leave.

The Council will ss with the emplé&ée a suitable alternative date for the leave to start; the leave will be of

the same duration as requested by the employee.

The Council will coni_'um‘ gaﬁéements in writing within 7 days of the initial request.
4. Employment Rights
All employment rights are "protected and the employee shall suffer no detriment from taking parental leave.

Where an employee has taken four weeks or less parental leave, they are entitled to return to the same job on
the same terms and conditions had they not taken the leave.

If the parental leave is taken in a consecutive period with additional maternity or additional adoption leave, the
employee is entitled to return to the job that they were employed in before their absence or if that is not
reasonably practicable, to another job that is suitable and appropriate in the circumstances.

Adopted: April 2017
Review: April 2020 (or if legislation changes)
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Seaford Town Council

Sickness Absence Policy

Seaford Town Council is committed to maintaining the health, well-being and attendance of all its employees.
The Council’s absence policy is based on the following principles:
e It undertakes to provide reasonable payments to employees who are unable to work due to sickness.

e [t will support employees who have genuine grounds for absence for whatever reason. This support includes a flexible
approach to the taking of annual leave and returning to work after long term sickness.

e It will respect the confidentiality of all information relating to an employee’s sickness and information will be held
in line with all data protection legislation.

Regular, punctual attendance is an implied term of every employee’s contract of employ nt and the Council asks each
employee to take responsibility for maintaining good attendance and reportmg absenc ording to the procedures set
out in this policy.

1. Absence reporting

An employee must report their absence from work owing to illness to their lm manager by tele
and no later than one hour after they are due to commence their working déy on which the absence first occurs. When
possible notification of absence should be given the previous evening to allow staffcover to be arranged. When reporting
their absence, the employee should give a clear indication of the nature of their ﬂlness and the likely date of their return
to work. : '

In the case of the Town Clerk being absent, he / she should. uﬁ"orm kejii'-department managers so they are aware of the
absence. If the Town Clerk’s absence is to be over one week an email should be sent by the Town Clerk (if practical) to
all Councillors advising them accordingly as well as adv1smg of contmgenc1es that are in place.

2. Certification

Sickness certificates are required for all absences and should cover all calendar days, including work days, weekends,
public holidays and any days not normally worked

A self-certification may be made for the first seven calendar days of absence. From the 8" day onwards a medical
certificate is required. A final Doctor’s statement giving the date on which the employee will be fit to resume work must
be given to their hne manager prior to thelr retum to work of absences where a medical certificate has been obtained.

The Council reserves the right to require an mponee to attend an Occupational Health Doctor / professional where it
is deemed appropnate

If the absence is not continuously covered by a self certificate, Doctor’s statement or in-patient certificate, it may be
treated as unauthonsed absence and dealt with using the disciplinary procedures.

3. Return to Wo 'k
On return to work the employee

should complete and give to their line manager a Self-Certification Form.

A “fit for work® certificate is required should the employee wish to return to work before their medical certificate runs

out.

On return to work the line manager will have an informal discussion with the employee in order to establish: the reason
for and cause of absence, the employee’s fitness to return to work and whether they need any support to return to work.

4, Sent Home

If while an employee is at work they decide that they are unwell and need to go home, for health and safety purposes
they must inform their line manager before they leave the building. The employee will need to discuss with their line
manager how this absence is to be treated i.e. sickness absence or time off in lieu.

5. Medical, Dental, hearing or Optician Appointments

Where possible medical appointments should be made outside of working hours. If this cannot be arranged they should
disrupt the working schedule as little as possible, e.g. made early or late in the day. Employees will be required to use

TOIL to cover such absences.
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Where attendance for a medical or hospital appointment necessitates a complete day’s absence from work, this will be
treated as sick leave (unless annual leave is utilised) and the procedure for self-certification should be followed.

6. Use of Leave

The Council recognises that some employees choose to take annual leave or allocate time off in lieu (TOIL) on days or
periods where they are ill. This should be discussed with the employee’s line manager, who will consider the request
for alternative leave instead of sickness absence.

There may be occasions where it is possible for an employee to work from home despite not being fit enough to attend
work, an example may be post-operation/ injury recovery or ‘1 the circumstances of contagious illnesses, that physically
means they cannot attend the workplace but may still able to carry out work functions from home.

The Town Clerk will have to consider and approve any requests to work from home and the employee will have to
evidence the work done afterwards. The principle consideration when making this decision will be the employee’s

wellbeing.
7. Absence during pregnancy

Pregnancy related absence will be dealt with separately from sickness absence in accordance with the Council’s
Maternity Policy. =

8. Sick Pay

An employee will be paid their agreed basic remuneration in line with the
from 1 April to 313 March. =

¢ of payment for any one year that runs

Entitlement to payment is subject to notification of absence and production of medical certificates as required above.

is required to co-operate in the maintenance of
ry Sick Pay ‘qualifying days’ are those days on
mployee by the Council under its sick pay
discharging the Council’s liability to make

The Council operates the Statutory Sick Pay scheme and the emplo
necessary records. For the purposes of calculating entitlement to Statu
which an employee is normally required to work. Payments made to an
provisions in satisfaction of any other contractual entitlement will go towards
payment to an employee under the Statutory Sick Pay scheme. :

The Council reserves the right to require an eg_gpl__ bnnt to a medical examination by a medical
practitioner nominated by the Council, subject to the provisions of the Access to Medical Reports Act 1988 where
applicable. Any costs associated with the examin will be met by the Council.

Whilst on absence due to sickness
to undertake any paid work for anothe

permission from th Council.

ther reason under this policy, the employee is not permitted
any business established by the employee without express

;joyce’s contracts of employment, subject to meeting the conditions of the

vels of sickness absence are causing concern, the Town Clerk will investigate the matter;
checking for any pattern bsence or recurring reasons for absence, and looking at whether any adaptions may be
needed within the workplace to assist an improvement in absence levels.

Where there is belief that abéégf_:_e"’ievels are at an unacceptable level or unjustified, this may be dealt with initially
through informal meetings wil:hfihe employee or if felt necessary, through the Council’s Disciplinary Procedure.

The Council will reward employees with a small annual bonus within the December pay for those employees with low
sickness records for prior 12 months (1% December to 30" November) on the following basis;

Zero day’s sickness absence = £100
Up to one day’s sickness absence = £75
Up to two day’s sickness absence = £50
Up to three day’s sickness absence = £25
More than three day’s absence = £0

Adopted: April 2017
Review: April 2020 (or if legislation changes) 59



Seaford Town Council
Equal Opportunities Policy

Seaford Town Council’s aim is to ensure that all its employees, councillors, job applicants and individuals and
organisations worked with, are treated equally. The Town Council will ensure that every aspect of its
governance and operation promotes equality of opportunity.

1. Legislation

Under the Equality Act 2010 it is unlawful to discriminate against an individual on the following grounds,
which are known as ‘protected characteristics’:

Age

Disability

Gender reassignment
Marriage and civil partnership
Pregnancy and maternity
Race

Religion or belief

Sex

@ Sexual Orientation

DO LYY D

In addition, the Council will not discriminate on the grounds of: .

Ethnic or national origin
Political views and/or trade union membership =

HIV/AIDS status or other chronic 111nesses
Personal family circumstances
Socio-economic status

D

a dutyboth morally and legally not to unfairly discriminate
against md1v1duals They all hold a sonal respons1b1hty for the practical application of the equality of

opportumty across the Council.

3. Employees

All employees, whether ﬁﬁi-time, part-tiame, fixed term contract, agency workers or temporary staff, will be
treated fairly and equally.

4. Breaches

If there is any doubt about appropriate treatment under the Council’s Equal Opportunities Policy, employees
should consult their line manager or the Town Clerk. Members of the public should refer to the Council’s
Complaints Procedure.

Breaches by an employee of the Council’s Equal Opportunities Policy will be regarded as serious misconduct
and could lead to disciplinary proceedings.

Adopted: April 2017

Review:  April 2020 (or if legislation changes) 60
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Seaford Town Council
Training & Development Policy

Seaford Town Council is committeed to the ongoing training and development of all councillors and employees.
From this the Council helps them to make the most effective contribution to the Council’s Strategic Objectives
in providing the highest quality representation and services for the people of the town.

The purpose of this policy is to encourage councillors and staff to undertake appropriate training, ensure
necessary training is undertaken, allocate training in a fair manner and ensure that all training is evaluated to
assess its value.

Training and development will be achieved by including a realistic financial allocation for training and
development within the annual budget, as well as taking advantage of any relevant partnership or in-house
provision available. =

1. Xdentification of Training Needs
There are various circumstances in which training needs may arise, s

Legislative requirements e.g. first aid, fire safety, manual hand
Changes in legislation =
Changes in systems

New or revised qualifications become available
Accidents

Professional error

Introduction of new equipment

New working methods and practices
Complaints to the Council .
A request from a member of staff or councillor

Devolved services / delivery of new services

DL L DYDY

Officers
An employee thetilio feels they have a training ne should in the first instance discuss this with their line
manager. Similarly, if it is felt that an employee is in néed of training, the line manager will discuss this with
the employee.”

should not be left to be identified during the annual appraisal process; they may arise at any
-and should be addressed as soon as possible. That said, as per the Council’s Annual Appraisal
aining needs will be considered at each appraisal meeting.

Training 1
point-of theye
Policy, individu:

“be reviewed and assessed against the objectives of the Council, the responsibilities of

Councillors
If a councillor feels they have a training need they should discuss this in the first instance with the Town Clerk.

The Town Clerk will be able to assess the request and ascertain whether this is something all councillors may
be interested in/benefit from undertaking.

The Council will undertake an annual training needs analysis with councillors soon after each Annual Meeting
of the Council in May. This will encourage councillors to look at any personal development areas or knowledge
gaps as a councillor that they wish to address and importantly, consider any training needs they feel they may
have with regards to Committees they are members of following the Annual Meeting. This is particularly
important with regards to the Personnel, Appeals and Finance & General Purposes Committees and
Disciplinary/Grievance Sub-Committee.

On completing the training needs analyses, the results will be collated and reviewed by the Town Clerk. The
Town Clerk will then take steps, to arrange any training required.
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Below is a list of examples of internal training councillors may wish to seek:

Code of conduct

Chairmanship

Conduct at meetings

Standing Orders

Mayor / Deputy Mayor role and responsibilities
Council’s Strategic Objectives
Specific Council projects

Budget setting

Finances and cost centres

Disciplinary and Grievance procedures
Appeals procedures

Social media

DO PO DL LYY DY

2. Training Methods =

There are different ways in which training and development can be %;chieved

Internally - If training can be given utilising the mhouse experuse -and knowledge, this
possibility will be explored. This often includes the-tikes-of general computer
training, training on specific work procedures or Council specific practices and
Ieg151at10n '

Partnership -

Day Workshops/Seminars -

Conferences -

Professional Qualifications -

7 %m»rlﬁbvumumu\ training providers available. When sourcing
'om an external prov1der the Council wﬂl always seek to obtain the

Each year as part of the annual budget setting process, the Council will include a training budget for employees
and councillors. When calculating this, any training needs identified as part of the annual appraisal process and
councillors training needs analyses will be taken in to consideration.

All sponsored training must be appropriate to the needs of the Council and is subject to the availability of
financial resources.

For approved courses the Council will cover the course fee, examination fees, associated membership fees and
one payment to re-take a failed examination,

Recouping Costs

It is standard practice of the Council that where the Council is covering the costs of an employee’s training
course or qualification (this being a course or qualification, rather than one day course or workshop) a written
agreement will be made that if the employee leaves the Council’s employ within a set period of time during or
having completed the course, the employee will be expected to reimburse the Council as per the agreement.

This does not apply to employees in apprenticeship pc 6 2 ns.



Travel Expenses

Employees or councillors attending training outside of Seaford may submit an expense claim to cover travel
costs to and from the venue. Where practical and possible, if there is more than one attendee from the Council,
car—pooling or shared travel arrangements should be made.

4. Time Off Work

The Council will grant paid time off work for one-off training courses lasting one day or less, providing these
are approved with the line manager.

Where a training course or workshop falls on an employee’s non-working day, time off in lieu (TOIL) may be
accrued for hours in attendance at the training.

An employee undertaking a longer training course or qualification will be required to use TOIL to cover these
absences. The only exception here is with NVQ qualifications for trainees sponsored by the Council for which
paid leave from work will be granted, providing this is approved in advance by the Town Clerk.

Where an employee requires time off work for an exam or study leg—_p',ri or to anexam, the Council will be
flexible to ensure this time off can be granted using either TOIL or annual leave, providing adequate notice is
given by the employee. . T ==

5, Evaluation

ception of internal/on the job
councillor should complete a

It is vital that any training undertaken is evaluated for effectiveness._'inth,
{raining, upon completing a training session/course/workshop, the employee
Training Report Form and return this to the Town Clerk.

Report forms will be reviewed and collated annually as part Bfa rt to the Personnel Committee.

ipingjis sd‘ﬁable for another individual
¢ learned and/or acted on.

The completion of these forms will also help assess whether or not th
at a future date and helps ensure any key points taken from the trainin

6. Recordkeeping

curely by the Town Clerk. This log should
or qualification certificates should also be

Each employee and councillor has a Trai;ljﬁ Log which is hel
be updated with any training undertaken. Copies of any attenda
given to the Town Clerk to be held with these:

These records will be kept in accordance with the'€

il’s Document Retention policy, after which they will
be disposed of astonfidential wasle. i

Adoﬁt_éd: April 201 -
Review: April 2020 (or if legislation changes)
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Seaford Town Council

Report 144/16
Agenda Item No: 11
Committee: Council
Date: 20 April 2017
Title: Proposal for Solar Panels at The View
By: James Corrigan, Town Clerk
Purpose of Report: To present a proposal to install solar panels on the land

to the rear of The View building to generate an income
and reduce electricity costs at the venue.

Recommendations

You are recommended:

1 To agree to the exclusivity contract with Renewable Energy Investments being
entered into;

2. To agree to the installation of solar panels on the land to the rear of The View,
subject to satisfactory financial reward for Seaford Town Council being
secured.

1. Information

1.1 Unfortunately, the original design for The View did not include solar panels for
electricity supply. There are however two panels there to support the heating of
water in the building.

1.2 Officers have been working with a supplier of solar panels who would provide
the panels at no cost to the Council in return for a percentage of the income
generated. Several location options have been investigated including placing
panels on the roof of The View, which is not possible as they cannot be
anchored due to the water insulation of the roof and weighted ones would be
too heavy for the structure. The new barn was also looked at but is not suitable
due to the amount of shade in that area.

1.3 The only remaining alternative, taking into account where the electricity supply
is at present, was therefore the waste land to the rear of The View which is
mostly overgrown gorse bushes. Appendix A depicts this area. Councillors will
note on the plan that a space has been reserved immediately behind The View
as it is planned to place a log cabin there in the future to relocate the office
from The View when funds permit.

14 The format of the scheme that it is proposed to enter into is a lease with the
owner of the solar panels for the land detailed on Appendix A for 25 years. The
tenant will secure all relevant planning permission and deliver the project at

LOCAL COUNCIL their cost as detailed in Appendix B.

AWARD SCHEME
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1.5 The signing of the agreement means that the Council is committing to work
exclusively with this supplier. Previously other suppliers were invited to meet
to discuss proposals but this supplier was the only one to seriously follow up
the lead.

1.6 It is noted the agreement as it stands needs amending to reflect Seaford Town
Council’s details on, not Seaford Head Golf Club.

1.7 It is expected that the final proposal will result in a return / saving to the
Council in excess of £15,000 per year, with no outlay or expense being
incurred. It is therefore also suggested that if the terms are at least as
favourable as this, that officers are authorised to enter into a lease as soon as
possible to enable installation to take place before the winter if planning
permission is secured in good time. This will also allow the revenue stream to
commence as soon as possible.

2. Financial Appraisal

The are no financial expenses as a result of this report but a financial income of at least
£15,000 per annum for 25 years will be created.

3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

— ; A
Town Clerk -
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Mr. Craig Williams Date of Agreement: 20 March 2017
Seaford Town Council,
37 Church Street,

Seaford, THE HEADS OF TERMS AGREEMENT IS
East Sussex, VALID FOR 30 DAYS FROM THE DATE OF
BN25 1HG THIS AGREEMENT

Dear Mr. Williams

HEADS OF TERMS AGREEMENT
Further to your recent discussions with Green Energy International Ltd. regarding the possibility of installing a
fully funded solar PV system at SEAFORD HEAD GOLF CLUB, Southdown Road, Seaford, BN25 4JS (the premises)
under our Power Purchase Scheme, this Agreement describes the key terms of the offer and the basis on which
we intend to work together to bring the project to a successful implementation.
In this document we highlight:
The key clauses within the lease relating to air-space above the relevant roof(s).
The terms of the Power Purchase Agreement through which you will be charged for the use of the solar PV
electricity consumed on-site.
A collaboration agreement that gives us the confidence to com mit expenditure to the project with the objective
of formally agreeing the Lease and Power Purchase Agreement and completing the installation.

We also attach:

Outlines of the relevant roof and associated buildings, as defined by Ordnance Survey. Please confirm that these
outlines are accurate.

Distribution Network Operator (DNO) Application Authority Form. Both RE! and our installation partner need
access to the local DNO to gain permission to connect your solar PV installation to the network. We need your
authority to make contact with the relevant DNO on your hehalf.

Lender Consent Authority Form (if applicable). This allows us to contact any registered lender on your behalf to
seek their consent to the solar lease.

Once you have read this document and are happy to proceed, please sign below as confirmation of your
acceptance of these terms. We can then commence the planning process with them for your solar PV installation.

Thank you - REI Operations

Does the property have any charge (eg mortgage) registered against it? YesO NoO
Is the property leased? YesOO NoO
To REI: Please accept this signature as confirmation af our commitment
to progress with a solar PV installation at the premises mentioned above
agecording to the terms hightighted in this document.
Signed: Signed:
Name: Name:
Position: Position:
Date: Date:
Authorised signatory for Authorised signatory for
SEAFORD HEAD GOLF CLUB GREEN ENERGY INTERNATIONAL LTD.
S0kwW HoTs
Paga 10f8
Rads Investments Ltd (Trading as REl) is an ¢+~~~ and manager of solar photovoltaic systems
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1. Parties
You will be the Landlord and we will be the Tenant.

2. Location
The premises are as defined on page 1 of this Agreement.

3. Size and type of installation
The Equipment will be defined in Schedule 2 of the lease, but in summary, it will consist of:

= Technology: Solar Photovoltaic
= System capacity: 50 kWp
= Estimated output:  1,095.45 kWh/year

4, Areato be leased
The demised area will extend to the air space on the roof above a defined plan area, plus
reasonable ancillary areas for the Equipment.

The Tenant, REDS Investments Ltd, will be required to verify Title details for completion of the
Lease.

Please provide the relevant Land Registration Title Number ESX272527

In the event that the Title Number is not provided or that the Registered Title highlights that you
are not the Registered Owner of the property, establishing the appropriate leasing structure may
take considerably longer and delay your project.

5. Planning & Building Regulations
The Tenant is to obtain planning permission and building regulations approval, if required. The
Landlord must obtain any other third party consents.

6. Installation date
The expected installation date would be within three to six months of the receiving this document.

7. Duration of Lease
The Lease of the roof space will be granted for a duration of 25 years and six months.

8. Rent
No rent will be payable directly, but the Landlord is to have the benefit of the Power Purchase
Agreement terms.

9. Feed-in Tariffs
The Tenant is to have the right to generation and export FITs throughout Lease term and any other
"Renewables Benefits" including any LECs and REGOs.

10. Repairs
The Tenant is responsible for Equipment so that it remains in good working order. The Landlord
will remain responsible for the fabric of the building. The Tenant shall, at its own cost, be

S50kW HoTs
Page 2 of 8
Rads Investments Ltd (Trading as REI) is an ~ =~ and manager of solar photovoltaic systams
9 Nimrod Way | Farn 68 | Dorsat | BH21 7UH
www raigroup.co.uk | E: info@reigroup.co.uk | T: 01202 8624390



F e

responsible for removal and re-instatement of the Equipment as required in order to allow the
Landlord to undertake repairs to the fabric of the building.

11. Insurance
The Tenant is responsible for the Equipment; Landlord for the building, each to full reinstatement
cost for specified risks, with an obligation to reinstate.

12. Access rights
The Tenant is to have reasonable rights of access to specified areas for reasonable purposes
(including maintenance, repairs and meter reading).

13. Ancillary rights
The Landlord is to provide structural support for the generating equipment; access to the
Equipment from the public highway over the Landlord's property; rights to install and access
cables and ancillary equipment; right to access and connect into other service media.

14. Security of tenure
Statutory rights will be excluded, so that the Tenant may not extend at end of term.

15. Transfer of Equipment on expiry
After the full Lease term, ownership of the Equipment will pass to the Landlord, free of charge.
The Tenant will have no obligation to remove the Equipment.

POWER PURCHASE AGREEMENT (PPA)

please note that the PPA must be signed on behalf of a commercial entity who will consume the
solar PV electricity and may not be used for domestic purposes. Under certain circumstances,
this need not be the same entity that signs the Solar PV Lease.

1. Duration
The duration of the Power Purchase Agreement will be 25 years.

2. Beneficiary of PPA
The proposed commercial entity who will benefit from the PPA is Seaford Head Golf Club

3. Pricing
An initial tariff of 7.4 p/kWh will be charged for solar PV electricity consumed on-site, until 01
April 2017 .

4, Indexation
The initial tariff will be increased on 1°* April, annually, by reference to the average change in Retail
Prices Index over the 12 months to 31 December of the immediately preceding year.

5. Payment Terms
power consumed will be charged monthly in arrears by reference to remotely read metered
consumption, payable within 10 business days.

6. Early Termination
If the Landlord expects to transfer its interest in the building to a third party or otherwise cease
to occupy the building, so that it will not require an electricity supply, the PPA contains provisions
under which REI may ask the Landlord to assist in the negotiation of a new PPA with the in-coming
occupant or new owner of the building.

SOkW HoTs
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COLLABORATION AGREEMENT

Further to the recent discussions about the possibility of installing solar PV panels to generate
electricity (the Project) at the Premises, RE| has requested a period of exclusivity, during which our
aim is to:

= Evaluate the technical and legal aspects of the Project in more detail
= Draw up and enter into a Lease and Power Purchase Agreement (the Formal Documents) which
will govern the implementation of the Project

In reliance on these exclusivity arrangements, we will be incurring significant costs. You and we agree
as follows, in relation to the Project:

During the six months commencing on the date of this Agreement (the Exclusivity Period):

1. You and your advisers will not enter into or continue discussions with any other provider, installer,
supplier, developer or other third party in connection with the provision of solar energy at the
Property, and will deal exclusively with us in relation to the Project.

2. You will use reasonable endeavours to provide us promptly with information that we may request
in order to carry out our evaluation of the technical and legal aspects of the Project.

3. You will allow us to have access to the Property (including its grounds) to facilitate our evaluation
of the Project at reasonable times and on reasonable notice, having regard to the need to avoid
disruption to activities at the Property and to ensure the safety of employees and visitors at the
Property.

4. We will carry out such evaluation and feasibility studies as we deem in good faith to be appropriate
and provide you with reports of such studies.

5. Each of us will collaborate and negotiate in good faith and acting reasonably with the objective of
agreeing the Formal Documents (subject to satisfactory results from the technical and legal
evaluation) based on this Heads of Terms Agreement. Once we reach an appropriate point in our
technical evaluation, we will provide you with drafts of the Formal Documents, tailored to the
Project.

6. You confirm that you do not require consent from any other party (for example, a superior
landlord, freeholder, secured lender or adjacent owner) before committing to these
arrangements.

7. Subject to further agreement, each of us will bear our own costs incurred in connection with the
Project.

8. Nothing inthis letter establishes any partnership or joint venture between us, and this letter does
not permit either of us to act as the agent of the other, or to make or enter into any commitments
for the other.

Paragraphs 7 to 8 above shall continue to bind each of us following the expiry of the Exclusivity
Period, and a breach of paragraphs 1 to 6 shall remain actionable, notwithstanding the expiry of the
Exclusivity Period.
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APPENDIX 1 — AREA IMAGE [GooGLE EARTH]

Enter the property postcode into Google Earth. Then, pan out (if necessary) until the original Google
orange marker and the property are visible in the one image. In this final image, please ring the

property with a red circle.
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APPENDIX 2 — SiTE MAP (REDLINE & BLUELINE)

We strongly recommend using UK Planning Maps ( https://www.ukplanningmaps.com/ ) scale
1:1250 to ensure adequate detail is supplied. The roof which is to receive the solar PV system
should be outlined in red whilst the building should be outlined in blue.
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D.N.O AUTHORITY REQUEST

To:

Date: 20/3/17

RE: Authorisation for DNO / Electricity Supplier to deal with Green Energy International Ltd.

To whom it may concern;

|/we as the owner or leaseholder(s) hereby grant authority to the above on behalf of Reds Investments
Limited (Trading as REI) and their employees or agents to act on my/our behalf in matters relating to the
connection of power to the following premises;

The MPAN for the premises

Full Site Address: Seaford Head Golf Club,
Southdown Road, Seaford, 00 845 550
s 19 0009 1188 110
County: East Sussex
Postcode: BN25 445

Should you have any queries regarding the validity or extent of this authorisation you should call:

Telephone 01323 894870 or email craig.williams@seafordtowncouncil.gov.uk

Kind Regards

......................................................................................................................................................

Please PRINT name: Signature: Date:
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LENDER LETTER OF AUTHORITY

To (Mortgage Lender) Mortgage/ Lender Reference or Roll Number(s)

Date:

Dear Sirs
Please accept this letter as my/our authority to give REDS Investments Limited (Trading as REIl), or
their solicitors (Ellis Jones LLP), any information it may require in regard to the proposed installation

of solar panels on the roof of our above mortgaged property.

From (The Mortgagee(s))

I

| Name Address
| |
| : Signature
' Name f Address
| |
|
| |
| |

‘ Signature
| Name " Address

1

| Signature

Corporate Relationship Manager (This must be completed in full)

Name: Email Address:
Mainline No: Mobile No:
\
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Seaﬁ)rd Town Council

Report 147/16
Agenda Item No: 12
Committee: Council
Date: 20t April 2017
Title: Coat of Arms
By: James Corrigan, Town Clerk
Purpose of Report: To present a report submitted by three Councillors

regarding Seaford Town Council’s Coat of Arms and
trademark registration.

Recommendations
You are recommended:

1. To consider the attached report.

1. Information

1.1 Attached at Appendix A is a report submitted by Councillors Burfield, Latham
and White presenting the findings from their research in to Seaford Town
Council’s Coat of Arms and their subsequent recommendations to the Council.

1.2 Officers have not contributed to the production of this attached report.

2. Financial Appraisal

The financial implications of the report are detailed within Appendix A, namely being
the £370 fee for the registration of a trademark.

3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk

LOCAL COUNCIL
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Agenda Item No: 12

Committee: Council
Date: 20 April 2017
Title: Seaford Town Council Coat of Arms Registered Trade Mark

Proposed by: Clir Alan Latham

Seconded by: Clir Cheryl White, Clir Barry Burfield
Recommendations

You are recommended:

1. To agree to protect the Seaford Town Council Coat of Arms through Trade Mark
registration in the name of Seaford Town Council.

1. Information

1.1 Intellectual Property, such as the Coat of Arms formerly adopted by Seaford
Urban District Council and now used by Seaford Town Council, has potential
intrinsic value. Such value could be financial through licenses granted to third
parties in return for a fee or through minimising risk of misuse or
misrepresentation which could discredit Seaford Town Council.

1.2Use of Coats of Arms is granted by Her Majesty the Queen through the College
of Arms and Seaford Town Council was granted a license and authority to bear
and use the Coat of Arms shown in Annex 1 per a Certificate dated 30t May
2001 (Annex 2).

1.3 Authorisation per Annex 2 does not in itself provide exclusivity of use or
ownership which requires further protection through registration of the Coat of
Arms as a trademark belonging to Seaford Town Council.

1.4 Only following such trademark registration would the Council be able to manage
third party use or misuse of the Coat of Arms described in 1 above.

1.5At its meeting on 10t November 2016 the Council agreed that a working party
comprising Clirs Cheryl White, Barry Burfield and Alan Latham should research
further the current use of the Seaford Town Council Coat of Arms by third parties
and the process and cost of trademark registration.
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1.6 Twenty-five mostly non-commercial organisations have been identified as
displaying the exact Coat of Arms and 2 the Coat of Arms with some
modification. Of those, twenty-three do so as direct reference to Seaford Town
Council, with only Seaford Museum and the privately owned ‘Seaford Town
Website’ (seafordtown.co.uk) displaying the crest as if by right. This is work in
progress, furtherance of which will depend on Council’s agreement to this
proposal. Any such further work, amongst other things, upon registration of the
trademark could involve negotiation of licenses for continuing third party use.

1.7 Preliminary work for trademark registration of the Coat of Arms shows (i) the
Coat of Arms is not the property of anyone else, (ii) 5 Classes of protection are
recommended and (iii) a fee of £370 is payable (not recoverable in the event the
trademark is not granted) and registration is renewable every 10 years.

2. Financial Appraisal

The trademark registration cost is £370 (no VAT).

ANL 11" April 2017
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Annex 1

Seaford Town Council Coat of Arms
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Annex 2

College of Arms Licence and Authority
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Seaford Town Council

Report 146/16
Agenda Item No: 13
Committee: Council
Date: 20™ April 2017
Title: Salts Cottage
By: James Corrigan, Town Clerk
Purpose of Report: To consider an offer from Lewes District Council to

transfer ownership of the Salts Cottage to Seaford
Town Council,

Recommendations

You are recommended:

1Is

To advise officers what action the Council would like to take.

1;

Information

1.1

1.2

1.3

14

1.5

LOCAL COUNCIL
AWARD SCHEME

" FOUNDATION

Council Officers were contacted by Lewes District Council in January 2017
with regards to the Salts Cottage in the Salts Recreation Ground.

The Cottage, a three bedroom residential property, was previously owned by
Seaford Urban District Council. However, when this was devolved under the
Local Government Act 1972 all of its assets were transferred to the newly
formed Lewes District Council (LDC) as part of the legal transfer that was put
in place. The cottage at that time was part of the Salts recreation area. It is
presumed that as with many similar cottages in parks it was resided in by a
park keeper employed by Seaford Urban District Council to provide security
and support to the area.

Since the transfer in 1972 it appears it has been used by LDC as social housing.
There is a slight legal technical issue over whether it is owned by LDC itself or
the LDC Housing account which are two separate legal entities. This does have
some implications legally but primarily to transfer from the LDC ownership to
the Housing account, public notice should have been given and advertised. If
this has not been done then it technically remains within LDC ownership,
which has some relevance below.

The property is currently vacant and in need of refurbishment. Having been
assessed it is not felt to meet the profile of housing stock by LDC, therefore
LDC has decided to dispose of it on the open market with the funds being used
for new social housing.

A valuation was carried out and the guide price is £350,000. Before putting the
property on the market, the District Council made contact to see if Seaford
Town Council would be interested in buying the property. It was decided that
this was not financially viable for STC at this time. However, Councillors did
raise several issues during this discussion and asked that the Town Clerk
contact LDC to request the 1 8 0 n of the property to the town of Seaford.



2.

3.

1.6 Factors which were taken into account in making this request included the
following;

a.

The property was originally purchased by Seaford taxpayers alone so
should be returned to the Town’s taxpayers free of charge now that the
wider District no longer has a use for it;

The property would be ideal to provide on-site security for The Salts
by offering it at a reduced rent to employees in return for being on site
security. Returning it to its original use. It would also provide a lower
paid worker with a property in the Town so proving a social need as
well.

The property is fully integrated within The Salts sharing for example
the same water supply. It is a concern if a private owner is to take
ownership this could cause conflict problems for the use of the park
with for example gate security, complaints of activities in The Salts
which are increasing all the time and issues relating to contribution
towards maintenance of the access road.

L7 Councillors may recall from original correspondence that LDC previously
argued that the cottage could not legally be transferred to STC free of charge.
However LDC has now conceded the legal argument put forward by STC that
it can be transferred at no cost.

1.8 LDC has today advised that officers do not agree to the request to devolve the
property free of charge to STC.

1.9 It is therefore a matter for the Council to decide if it wishes to accept this
position or formally request that LDC considers this matter at the next
available Cabinet / Council meeting whichever is the most appropriate.

Financial Appraisal

There are no financial implications of this report at this point in time.

Contact Officer

The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk
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