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FINANCE & POLICY COMMITTEE

Minutes of the Finance and Policy Committee meeting held on Friday 10 March 2023 in the council
chambers 49 High Street, Polegate East Sussex BN26 6AL at 10:00am

Present: Cilrs D Murray, D Watts, S Shing, Mrs M Piper, Ms A Snell, D Dunbar, M Cunningham, D Sanders (8)
Not Present:, Clirs M Falkner (1)
No members of the public present

Minute Resolution

Number

13223 Opportunity for Public Comment for items on the agenda
None -

13224 Apologies for absence
None

13225 Declarations of interest in any iters on the agenda
None B - D

13226 Minutes of Finance & Policy committee meeting of 6" January 2023
It was resolved to accept the minutes of Finance & Policy committee meeting of 6 January
2023 as an accurate record of the meetlng VOTE all in favour

13227 Payments of accaunts as presented .
It was resolved to authorise theLvmentsla__gresented £24,236.87 VOTE All in favour

13228 To increase the budget for insurances (mcreases of 20% due to cost of living increase,

| rather than claims) _

It was resolved to authorlse and i mcrease the budget for the insurances to cover the
increases (£5729.42 p_) above thg_proposed budget and enter into the 3 year contract.
VOTE All in favour

13229 Changing Places Toilet contract specialist service to meet grant requirements - Financial
Regs "
It was resolved to waive financial regs (and not tender for the service) to allow for the
specialist service contract {RISE} from the approved provider for the changing Places Toilet
{who met the grant criteria and were on the Government provider list) for the supply and
installation of the changing places toilet at Polegate War Memorial recreation ground.
VOTE all in favour.

13230 High Street toilet - maintenance contract
It was resolved to enter into the maintenance contract again to be paid from general
reserves and to be added as an annual budget figure for the 2024/25 budget. VOTE All in
favour

13231 Replacement Roundabout quote {(Wannock)

It was resolved to appoint contractor listed as A in the paperwork for the replacement
roundabout at Wannock road, which is within the EMR set aside for the replacement. VOTE
Allin favour.
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The meeting closed at

Signed by Chair of Finance & Policy Dated
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Date: 14/04/2023

Polegate Town Council Page 1
Time: 12:06 Cashbook 1 User: JO
Current/Business Premium
Payments made between 15/03/2023 and 31/03/2023
Nominal Ledger Analysis
Date Payee Name Reference £ TotalAmnt £ Creditors EVAT A/c_ Centre £ Amount Transaction Detaits
15/03/2023 FOUR JAYS GROUP BX359720 540.00 540.00 500 Event Toilets
26/07/2023
15/03/2023 Staff Salaries Cash Book BX770852 4,532,31 202 4,532.31 March Salaries
15/03/2023 Wealden District Council DD 1,482.00 24700 4238 302 585.00 Waste Management
4241 302 650,00 Waste Management
16/03/2023 EDF Energy oD 315.00 4131 201 315.00 DD taken
15/03/2023 Staff Salaries Cash Book march sala 704.00 202 704.00 March Salary
20/03/2023 Streetlights BX356251 420.00 420.00 500 goluc:nn D Wannock
L]
20/03/2023 SME IT Solutions Ltd BX595455 123.55 20.59 4069 102 102.96 IT Support
20/03/2023 SME IT Solutions Ltd REVERSAL -123.55 ~20.59 4069 102 -102.96 REVERSAL
22/03/2023 |DVerde BX355818 686.40 686.40 500 Playgrotind
Inspections
23/03/2023 Countrymans Contractors Ltd BX951473 390.00 65.00 8060 302 326.00 Gosford Allot clear
23/03/2023 Countrymans Contractors Itd BX951473 380.00 390.00 500 Gosford Allot Clear
23/03/2023 Countrymans Contractors Itd BX951473 -350.00 -380.00 500 Lectern Installation
24/03/2023 Pauls Skips BX361065 264.00 264.00 500 Skip for PJNR
24/03/2023 Pauls Skips BX361065 264,00 264.00 500 Reversal
24/03/2023 Pauls Skips BX361065 -528.00 -528.00 500 Double Reversal
27/03/2023 Workshop Aberfeldy {green cano Barclayc 65.99 65.99 500 Green Canopy Plaue
27/03/2023 St Johns Ambulance Baiclayca 18.48 18.48 500 First Aid supplies
27/03/2023 Flags & FlagPoles Barclaycar 79.80 79.80 500 Coronation Banner
27/03/2023 Hampshire Flag Company Ltd BARCLAYCA 4058.31 67.56 8060 201 337.76 Coronation Flags
28/03/2023 SME IT Solutions Ltd BX355895 59,94 9.99 4037 102 49.95 UK Domain
Renewal/Registratio
28/03/2023 Streetlights BX 356280 420.00 70.00 4282 305 350.00 Column C Roy
Martin Way
28/03/2023 Streetlights BX356419 117.30 18,85 4282 305 97.75 Golumn K, High
Street
2B8/03/2023 Zurich Municipal BX357847 5,729.42 4043 102 §,729.42 Inspection Contract
28/03/2023 Europlants Lid BX358312 609.60 609.60 500 Hailsham Road
spohsored Beds
28/03/2023 FOUR JAYS GROUP BX359720 -540.00 -540.00 500 Reversal
28/03/2023 lewes District Council BX359733 5400 9.00 4243 302 45,00 April Play Area
{nspections
28/03/2023 Initial UK Ltd BX361117 3013 502 4154 201 25.11 13 Apr - 12 May
Hygiene Bins
28/03/2023 Surrey Hills Solicitors LLP BX369646 $32.00 22.00 4038 102 110.00 Charges for Cophall
Allotments
28/03/2023 Surrey Hills Soliciters LLP REVERSAL -132.00 -22.00 4039 102 -110.00 REVERSAL
28/03/2023 Initial UK Ltd REVERSAL -30.13 -5.02 4154 201 -256.11 REVERSAL
28/03/2023 I.ewes District Council REVERSAL -54.00 -9.00 4243 302 -45.00 REVERSAL
28/03/2023 Zurich Municipal REVERSAL -6,729.42 -954.90 4043 102 -4,774.52 REVERSAL
28/03/2023 SME IT Solutions Lid REVERSAL -59.94 -0.99 4037 102 -49.95 REVERSAL
Subtotal Carried Forward: 10,246.19  1,880.27 -485.80 885172



Date: 14/04/2023

Polegate Town Council Page 2
Time: 12:06 Cashbook 1 User. JO
Current/Business Premium
Payments made between 15/03/2023 and 31/03/2023
Nominal Ledger Analysis
Date Payee Name Reference £ Total Amnt £ Creditors EVAT Alc  Centre £ Amount _Transaction Details
30/03/2023 Europlants Ltd BX358312 -609.60 -609.60 500 Reversal
30/03/2023 Countrymans Contractors Itd BX663860 13,680.00 13,680.00 500 Ee?i:;ing Brightling
a
30/03/2023 Countrymans Contractors It BX663860  -13,680.00 -13,680.00 500 Reversal
30/03/2023 Muiberry & Co BX664050 126.00 21.00 4009 101 105,00 Professional
Services
30/03/2023 SME IT Solutions Ltd BX665411 570.15 9502 4071 102 180.00 Remote /Telephone
Support
4072 102 108.00 Equipment covered
by Support
4072 102 18.80 MS 365 Business
Standard
4072 102 20.20 MS 365E3
4072 102 22.60 Microsoft Prokect
Plan 3
4072 102 11.30 MS Visio Plan 2
4073 102 $.99 IT Support
4073 102 2.00 Domain narme
4037 102 9.99 IT Support
4071 102 62.30 Back up and
Recovery
4071 102 29.95 IT Support
30/03/2023 Fuzion4 BX665464 186.00 31.00 4140 201 165.00 Callout Fee
30/03/2023 SME IT Solutions Ltd REVERSAL -570.15 -95.02 4071 102 -180.00 REVERSAL
4072 102 -108.00 REVERSAL
4072 102 -18.80 REVERSAL
4072 102 -20.20 REVERSAL
4072 102 ~22.60 REVERSAL
4072 102 -11.30 REVERSAL
4073 102 -9.99 REVERSAL
4073 102 -2.00 REVERSAL
4037 102 -9.99 REVERSAL
4071 102 -62.30 REVERSAL
4071 102 -28.95 REVERSAL
30/03/2023 Mulberry & Co REVERSAL -126.00 -21.00 4009 101 ~105,00 REVERSAL
30/03/2023 fuzion4 REVERSAL -186.00 -31.00 4140 201 -155.00 REVERSAL
31/03/2023 Kingdom Services Group Ltd BX071475 538.20 89.70 4500 205 448.50 Monthly Cleaning
31/03/2023 SME IT Solutions Ltd BX830917 124.54 20,76 4069 102 103.78 Telecoms
31/03/2023 Kingdom Services Group Ltd REVERSAL -538.20 -89.70 4500 205 -448.50 Reversal wrong
year
31/03/2023 SME IT Solutions Ltd REVERSAL ~124.54 -20.76 4089 102 -103.78 REVERSAL
Total Payments: 9,636.59 1,270.67 -485.80 8,851.72
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POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

TRAINING POLICY

1. Aims

The organisation recognises that training and development for employees is a major investment in its ability to deliver effective
products and services and will seek to create a culture of continuous development, it will seek to:

a) Provide sufficient funding in the training budget to meet identified training needs and to aim for 3%7 of salary costs in
lire with the standard for the industry.

b) Encourage and support the deveiopment of knowledge, skills and abilities and recognise there is shared benefit,

¢} Provide the necessary opportunities, resources and support to enable employees to attain and maintain the reguired
knowledge, skills and abllities.

R

_ :abili'tieg and potential of employees. this includes
ect work, job swaps, guided reading, e-

d} Include all forms of learning designed to improve the performa’_'::"'e_‘

coaching, on the job training, job shadowing, mentoring,_.segﬁﬁ:ﬂments, pr

learning and formal training courses.

e] Where appropriate, be involved in Government initiatives.

f) Ensure that the training and development activities will be bas

; tem of needs assess ent, priority will be given
to those activities necessary to meet th C ation’s object :

g) Ensure that training opportunities and resouy d
to identified needs. Clear reference to trainin

2, Arrangements

b) Each emplbyee’jwill have an individy

¢) There will be an annyia

e} All activity will be evaluated to measure its effectiveness and return on investment,

3. Competence Inventories

Standard knowledge/skills will be established for all jobs. These will provide the foundation against which training needs will

be measured. Completion/accreditation of the skills/knowledge will be a requirement upon employees and training
programmes.

4, Employees

All employees have a responsibility to apply positive attitudes and actions in their development and to assist the organisation
in the achievement of its objectives. Undertaking all reasonable training and development activities will be a requirement of
the employee’s contract of employment.
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POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

5. Organisation

a) The Town Clerk will be responsible for ensuring implementation of the policy and the provision of training and will
secure the integration of training policies and plans within the wider Council business plan,

b) The Town Clerk will be responsible for appraising, coaching and developing their staff.
¢} The Council will ensure the conslderation and inclusion of plans and budgets within the Council’s Business plan.

INDEX

Page | &
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POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

ENVIRONMENTAL POLICY

Introduction

Polegate Town Council recognises that the day-to-day operations of the council can impact both directly and indirectly on the
environment.

The council aims to protect and improve the environment through good management and by adopting best practice wherever

possible.

The council will work to integrate environmental considerations into our business decisions and adopt more environmentally
friendly alternatives wherever possible, throughout cur operations.

2 Objectives

To discharge its responsibilities, the management will:

Bring this policy to the attention of all stakeholders

Carry out regular audits of the environmental map;
Comply fully with all relevant legal requirement

es of practice and regulatlo s at international, national and
local levels. :

Eliminate risks to the environment, where possible, through $ |

_1c'>:ri;'and design of materials, buildings, facilities,
equipment and processes.

Ensure that emergency procedures are in; place at all Iocat|ons for dealmg with environmental issues.
Identify and manage environmental risks and. hazards

improve the environmental efficiency of theltouncil’s transport and travel

Minimise waste and jft

gase: r‘e;yclmg within ’the framework'
Only engage contragtors who can demonstrate du
Prevent pollutlon to land air and wa T,

=h.e.cc:unml s waste management proceduses.

gard to environmental matters.

purchasing where-possible.
environmental risks.arising from work activities.

Page [ 41




POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

STRESS POLICY

1. Introduction

1.1 The Council is committed to protecting the health, safety and welfare of its employees and recognises that workplace
stress is a health and safety issue and acknowledges the importance of identifying and reducing workplace stressors,

1.2 This policy will apply to all staff,
1.3 The Town Clerk is responsible for implementation and the Council is responsible for providing the necessary rescurces.
2. Definition of stress

2.1 The Health and Safety Executive {HSE} define stress as ‘the gdverse reactron people have to excessive pressure or other
types of demand placed on them.’ .

2.2 This makes an important distinction between pressure, which can. !

ositive state if managed correctly, and stress
which can be detrimental to health. -

3. Policy

3.1 The Town Clerk will identify all workplace stressors and cofidi ct risk assessments to eliminate stress or control the risks

from stress, These risk assessments will be regularly reviewe:

3.2 The Council will provide any required traini'ﬁg;fof.the_ Tawn Clerk iﬁ’-g management practices.

3.3 The Council will provide confidential counselling'ffbr staff 'aftférc‘_ted by stréss_.gzaused by either work or external factors.

3.4 The Council will provide adequat) ieseurces to enabl 3 the Town Cler,',:__te |mplement the stress management strategy.

4, Responsibilities

The responsibilities of the.Council a'ré;,éfo o

* Ensure‘that.bullying and har; : is f olerated within the Council environment.

s Offer addit‘i‘(_j'[:l_a‘l_ support to an ber of staff who Is experiencing stress outside work, e.g., bereavement or
separation. '

e Provide specialist.at 1. awareness training on stress.
*  Provide training and'sipport implementation of stress risk assessments.

*  Support individuals who have een off sick with stress and advise them on a planned return to work.
*  Refer individuals to spemallst agencies, as required.

*  Monitor and review the effectiveness of measure to reduce stress.

*  Conduct meaningful consultation with employees on any changes to work practices that could precipitate
stress,

The responsibilities of the Town Clerk are as follows:

»  Conduct and implement recommendations of risk assessments.

* Ensure good communication between bath staff and Council members particularly where there are
arganisational and procedural changes.

* Ensure staff are fully trained to discharge their duties.

* Ensure staff are provided with meaningful development opportunities.

s Monitor workloads to ensure that people are not overloaded.

Puage [ 12




POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

¢  Monitor working hours and overtime to ensure that staff are not overworking. Monitor holidays to ensure that
staff are taking their full entitiement.

*  Attend training, as appropriate, in good management practice and health and safety.

*  Ensure that bullying and harassment is not tolerated within their jurisdiction.

¢ Offer additional support to a member of staff who is experiencing stress outside waork, e.g., bereavement or
separation.

* Supportindividuals who have been off sick with stress and advise thermn on a planned return to work.

* Monitor and review the effectiveness of measures to reduce stress.

* Inform the Council of any changes and developments in the field of stress at work

The responsibilities of all staff are as follows:

s  Attend all training courses as required.

*  Ensure that all health and safety procedures are complied with.
* Ralse any issues of concern with the Town Clerk,

*  Accept opportunities for counselling when recommended




POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

BULLYING & HARRASMENT (EXTERNAL} POLICY
1. Purpose

1.1 Insupport of its value to respect others, Polegate Town Council will not tolerate the bullying or harassment of any
member of staff by any member of the public, visitor to the Council, or any other person having contact with the

Council’s staff. This policy outlines the specific procedures available to all employees to pratect them from bullying
and harassment,

1.2 The Council will issue this policy to all employees as part of their induction and to all members as part of their
welcome pack. The Council may also wish to draw the public’s attention to this policy via the Data Transparency
pages of the Council's website.

2. Definitions

Bullying

imidating, mdﬁifious insulting or humiliating behaviour;
ndermine an Ind;wdua! or a group of individuals, gradually
them to suffer stressi=

Bullying may be characterised as a pattern of offensive, |
an gbuse of this use of power or authority which tends
eroding their confidence and capability, which may ¢

Harassment

i 'ife'sib'person’s dignity of'érgates an intimidating,
iy covers, but is not limited to, harassment on the
lity, ethnic origin, religion, belief, disability or

ted conduct that vi
j wronment This't
, colour, nitj

Harassment may be characterised as unw,
hostile, degroding, humiliating or offe
grounds of sex, marital status, sexual ori
age.

Bullying and harassment are.
course of conduct, rather }

re generally evidence by a pattern or

3. Legal position

' duty. of care towards its” aff'u"nder Corn‘mon Law arising out of the Employment Rights Act 1596
'%_at Work Act 1974, If an‘em ployer fails to act reasonably regarding this duty of care by

alloy _;mg bullying ar harassment to con aue unchallenged an employee may decide to resign and claim ‘constructive
dlsm|ssél' at an Employment Trlbunal

3.2 In addmon the Crlmmal Justice an"' Public Order Act 1994 and the Protection from Harassment Act 1997 created a
criminal offence of -a fine and/or prison sentence, and a right to damages for the victim. An
individual causmg harassment ma personally liable to pay damages if a victim complains to an Employment
Tribunal on the grounds_qf. discrim ation,

3.2 The 1997 Act was originally designed to assist in stalking situations but case law has demonstrated that it can be
relevant to employment disputes; for instance, employers can be vicariously liable for harassment received in the
workplace, that the conduct is viewed as ‘serious’, or ‘oppressive and unacceptable’, that a ‘course of conduct’
needs to be established but that this can link incidents which are separated by long time periods and that the
damages for personal injury and distress can be awarded under the Act.

4, Process for dealing with bullying and harassment

4.1 You may experience bullying and harassment by members of the public. This behaviour can be either verbal, for
example:

» via the telephone

¢ face to face with the member/s of the public
¢ written correspondence, letters etc, or

¢ email or cyberstalking

S




POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

or physical, for example:

e assaults or violence towards you, or the threat of assault or violence towards you
s damage to your property {e.g., car)
s inappropriate sexual behaviour

4.2 In the first instance ALL suspected incidents of bullying or harassment must be reported to the Town Clerk and
comprehensive notes should be made. These notes should include:

s date,

* time,

s content, and

e if possible, the person’s name and the name of any witnesses to the incident.

4.3 Ifitis possible that the incident was caught on CCTV in or around the Town Hall, ask for the system to be checked

and any relevant footage saved. Where the bullying Is done by emaj :not respond to the emails and keep the
emails as evidence,

es made, and from this will determine, in
@ efe enough to eport to the police. In cases of doubt
ing physical assaults or vnolence will be reported to the

4.4 The Town Clerk will speak to the complainant and examine i
agreement with the complainant, whether the incident is:st
the Town Clerk should consult the Police. All inciden
Police.

4.5 All such incidents will be reported to the Council for appropnate acti
appropriate.

including rep‘drtiihg.._'_to the Police if

5. Sanctions

5.1 Where itis proven beyond all reasonable doubt to ‘the Counc _that a mem frthe public has bullied or harassed a
member of staff, the Councll reserves the rlght to |mpose sanct1ons agamst that person or persons, including:

Reporting the |ncld,
+ Banning the person

_\nder service '
or other Council owned buildings or facilities.




POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

UNREASONABLY PERSISTENT OR VEXATIOUS COMPLAINTS POLICY

1. Introduction

1.1 Polegate Town Council is committed to dealing with all complaints equitably, comprehensively, and in a timely manner.
Usually, dealing with complaints Is a straightforward process, but in a minority of cases complainants pursue their case in
a way that can impede the investigation of their complaint or have significant resource issues for the Council. This can
happen either while their complaint is being investigated, or once the Council has finished dealing with the complaint.

1.2 The aim of this policy is to help the Council deal with unreasonably persistent or vexatious complainants In ways that are
consistent and fair. It lets staff and customers know what we consider to be unreasonably persistent or vexatious
behaviour, It sets out what is expected of staff when they are canfronted wnth such behaviour, what options are
available, and who can authorise the options.

1.3 Unreasonably persistent and/or vexatious complainants can be a probl
in handling such complainants can place a strain on time and resa
patience and sympathy to the needs of all complainants there aré
to assist or to rectlfy a real or perceived problem.

or Council staff and members. The difficulty
. Whilst the Council endeavours to respond with
1es when:there is nothing further that can be done

2. Definitions

2.1 In this policy the term ‘unreasonably permstent’ refers to th
their contact with the Council, hinder the Callfici|’s consideration‘of the r; or other people’s, complaints. The term
‘vexatious’ is recognised in law and means @i g.gn action or inger of an action that is brought without
sufficient grounds for winning, purely to caus e to the defendant’. These terms are used in this policy to clarify
that we are attempting to deal with persans wi isruptive to thé Council through pursuing unreasanable
complaint behaviour, B Ly

mplainants who, because of the nature or frequency of

‘ohcy |nciudes requests made under the Freedom of Information Act 2000 and the Data
tence to the complamts proc dure is, where rélevant, to be interpreted as meaning

2.2 The term ‘compiaint’ in thi
Protection Act 1988 and
requests under those acts.

3. Scope of Policy

ould only be used m exceptlonal gircu mstances after all reasonable measures have been taken to try to
resolve compla ts under the Counml s comp{al s procedures, Judgement, discretion and proportionality must be used

the Mayor or other Councillag-

3.3 Where the Town Clerk and the Maydr/CouncilIor are not in agreement over the appropriate course of action, the matter
may be referred to the Full Council for a final decision.

4. Definition of an unreasonably persistent or vexatious complainant

4.1 Each case will be viewed individually and decided on its merits. However, a complainant (and/or anyone acting on their
behalf) may be deemed to be unreasonably persistent or vexatious if previous or current contact with them shows that
they meet any of the criteria in Appendix 1, dependent upon degree.

5. Strategy for dealing with unreasonably persistent or vexatious complainants

5.1 Where complainants have been identified as unreasonably persistent or vexatious under the scope of this policy, taking
account of the criteria in Appendix 1, the Town Clerk, in consultation with the Mayor or other Counciltor, will determine
what action to take. The Town Clerk will implement such action and will notify complainants, in writing, of the reasons

Page | 16




POLEGATE TOWN COUNCIL EMPLOYEE HANDBOOK

why they have been classified as unreasonably persistent or vexatious and what action will be taken. They will alsa be
notified of the review procedure below.

5.2 This notification may be copied for the information of others already involved in the complaint or matters closely related
to it. A record must be kept for future reference of the reasons why a complainant has been classified as unreasonably
persistent or vexatious.

5.3 The Town Clerk may decide to deal with complaints in one or more of the following ways:

» Banning the complainant from making contact by telephone except through a third party (e.g.,
solicitor/councillor/friend acting on their behalf

¢ Banning the complainant from communicating with the Council by email

e Banning the complainant from entering any Council building except by appointment

e  Restricting contact with the Council to one named member of staff only

»  Placing limits on the number and duration of contacts with staff per Week or month

e Restricting telephone calls to specified days/times/duration

Requiring any personal contacts to take place in the presence;

_ itness and in a suitable location

e complaint will not be acknowledged or

sd who will read future correspondence

jat it threatens the safety and welfare of
“imminent risk, the complainant

replied to. In this case a designated member of staff sho’u,v t
sbehaviour is such
_prto police. In cases:
action

subsequently demonstrates a more reasanable |
complaints procedures would appear appropriat

receipt of a

owdecl that such a request has not been received in the
preceding '

6.4 If the persol tegorlsed as unreasonably pers tent or vexatious is not satisfied with the decision reached by the Town
Clerk, they may _equest that the dec:lsmn is revig ed by the Council. Such a request for a review may only be received
once in any six- month -period. Upon recelpt of sucha request, the Council will review the decision, in consultation with

the Town Clerk and the Mayor or othef:Councillor who determined that the complainant was unreasonably persistent or
vexatious, -

6.5 The Council, on review, may &i
amend the strategy being appl

I|t_hdraw the categorisation of a person as unreasonahly persistent or vexatious or
ith'that person.

6.6 If the Council considers it appropriate to withdraw the status of unreasonably persistent or vexatious complainant,
normal contact with the complainant and application of the Council's complaints procedure will be resumed. Notice of
that decision will be supplied to the person(s) as soon as practicably possible.

6.7 The Council’s decision will be given to the complainant in writing, as far as is practicable, within two weeks of receipt of
the request.

6.8 Copies of all decisions by the Town Clerk or the Council relating to the categorisation of a person as an unreasonably
persistent or vexatious complainant will be retained at the Council offices.

7. Timescales for dealing with unreasonably persistent or vexatious complainants

Poge | 17
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Stage one Complaint received that appears to be unreasonably persistent or vexatious. Day 1
Complaint is acknowledged within 5 days of receipt Day 5
The Clerk and Mayor {or Councilior) will examine the complaint. Day 15
If the complaint is not judged to be unreasonably persistent or vexatious the
Council's normal Complaints Procedure will apply.
if the complaint is judged to be unreasonably persistent or vexatious the Town
Clerk and Mayor or appointed Councillor will determine what action to take
against the complainant. A response will be sent to the complainant no later
than 15 days from the date of receipt of complaint.
Stage two if the Town Clerk and the Mayor or other appointed Coungillor are unable to As soon as
agree upon whether the complainant is persistent or v us; or what action | practicable after the
should be taken against the complainant, a Speci ing of the Council disagreement cn
shall be cailed as soon as practicable and, in anyigye i action to be taken.
working days after the Town Clerk and Mayg /
Stage three Full Council meets to determine matte 14 working days

1at could not be agreed upontin
Stage 2 above. N

from date of Full

~=.| Council decision

Once Full Council has deten
to the complainant not mot:
meeting.

working days from the date of the

d the course of action-a response will be sent *|*
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LONE WORKING POLICY

1. Aim and Objectives

This procedure is designed to help and encourage empioyees to be alert to the risks presented by lone waorking, to identify the
responsibilities each person has in this situation, and to describe pracedures which will minimise such risks. It is not intended
to raise anxiety unnecessarily but to glve staff a framework for managing potentially risky situations,

2. Scope

This policy applies to all employees who may be working alone at any time. This supports the Council’s overall policies relating
to safer working practices and should be read in conjunction with these. It forms part of the Health and Safety procedure.

3. Definition

vgrk alone in the community or are the only staff
hd withoy_t;_‘access to immediate assistance.

Lone working refers to situations where staff in the course of their dut.ieis'
presence in a location. They will be physically isolated from colleag__u

4. The Procedure

¢ All duties start and finish at 49 High Street, unless by pfib'r;agreement wi_th the Town Clg.;rk.

* At ail times, staff should notify a colleague of their whereébo_u:‘th_s whgn’éfhey are carrving'bl‘it‘ Council activities,

* Ifyou are off site attending a meeting, thefature and the Iocati‘é‘? hjé'rheeting should be recarded in the PTC calendar
In every instance including the likely time- Sf ci)'g u '

¢ Individuals should carry a mobile phone and hei sponsibilit\}' oe sure that it is switched on and charged at all
times. f for any reason your mobile phone is ing-tHen an avail __,:___jnurnber should be used and circulated to
all staff prior to leaving the b ilding. Allindividua _
with Fire Regulations. .. m )

id out of t'he:l:guilding on every occasion in accordance

» if the Town Clerk is of thie opinion thata s more risk due to the nature of the job role, then a separate risk
assessment will be complated to identify measures to reduce the risk.
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ALCOHOL AND DRUGS MISUSE POLICY

1. Purpose

Polegate Town Council has adopted a policy on Alcohol and Drug Misuse in the workplace in order to provide a safe and
productive working environment, to promote the health, safety and wellbeing of all its employees and to comply with relevant
legislation, for example, the Health and Safety at Work Act 1974 and the Misuse of Drugs Act 1971,

This policy covers the use and misuse of intoxicating substances, in work or outside of work that could adversely affect work
performance and/or health and safety. The definition of intoxicating substances includes:

¢ alcohol
» solvents
s |egal and illegal drugs

e prescription drugs
s over the counter medicines, and,
« cther substances.

2. POLICY AIMS

The aims of the policy are:

s To achieve a balance between supportin" : wérd with a problem and the need to preserve the

health, safety and welfare of employees & : h-s; reputation and the delivery of high quality,

effective services;

o:genceal ordny alcohol or drug related problems;
¢ To encourage employees:whao are; xperiencing alcohol and 1.drug_fr_e|a‘;gd prablems to seek appropriate assistance
voluntarily at the earligst:gpportunity: ' e

e To create a climate of openness:

s To promote awareness a s _
treatment as well as disciplinary.actionas required.

The organisation also eXpects agency and:casual workers, contractors and others working on its behalf to comply with this
policy. Failure to dosois I1kg]y_to result in the:working arrangement being terminated.

Employees responsibilities:

e totake reasonable care of themselves and others who may be affected by their action at work;

e ensure that their performance or ability to carry out their activities at work safely and competently is not impaired in
any way;

e to adopt a responsible attitude towards drinking and taking prescribed and over the counter drugs and to arrive at work
free from the effects of alcohot and drugs and to remain so during the working day;

o when representing Polegate Town Council cutside normal working hours, including at staff social events, employees are
expected to take a responsible attitude to alcohol and taking prescribed and over the counter drugs as they are
representing the Council and must not jeopardise its reputation;

e To inform their line manager of prescribed and over the counter medications that may cause side effects that have
potential safety implications for their duties at work;
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¢ When seeking treatment or medicines to be aware of the conditions and side effects notified and where possible seek
out alternatives that do not impalir performance through drowsiness or other symptoms;

¢ Not possess, store, trade or sell controlled drugs on organisation premises or bring the organisation into disrepute by
engaging in such activities outside of work;

« To seek help if they have concerns regarding their alcohol or drug consumption. Itis recommended that the individual
approaches their line manager or a member of the Management Team in the first instance to allow the organisation to

arrange for the provislon of appropriate support, for example, access to the Employee Assistance Frogramme, referral
to the Occupational Health Advisor or other medical professionals;

e To co-operate with any support and assistance provided to address alcohol or drug misuse;
e Encourage colleagues with an alcohol or drug misuse problem to seek help;

e To raise concerns with an individua!’s line manager if they genuinely suspect that an employee may be misusing drugs
or alcohol and that the individual concerned does not wish to come forward to seek help.

Managers responsibilities:

s Provide support and assistance, where appropriate and for a re "qnable period, to staff who are dependent on drugs
and alcohol to help their recovery. e.g. consider what reas
engaged on safety critical tasks, such as driving a van

ible adjustments can be made when an employee
ndertaking eriod of medical treatment. This may

or drugs will be escorted home safely ¥
interview at the earliest opportunlty,

ork perform ,‘:r:}be, attendance, sickness and accident patterns;
adures where appropriate; and

5. THE PROCEDURE
Support for Employees

Polegate Town Council is committed to prowdlng appropriate professional help and support to employees who have an alcohol
or drug related problem and who seek help via their GP, or another recognised external agency. Management reserve the
right, with the individual’s consent, to refer the employee to the company’s Occupational Health Adviser.

Help and support will not be provided for any employee who has been involved in an accident or other situation where
screening in accordance with this policy has been undertaken, nor where the employee discloses an alcohol or drug
dependency problem during disciplinary proceedings. Employees are therefore strongly encouraged to disclose any alcohol or
drug dependency voluntarily to their line manager (or another member of the management team if preferred) and at the
earliest opportunity.

During a period of treatment consideration will be given to any adjustments to the job role that may be required. This couid
include time off to attend appointments/treatment.
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It is the responsibllity of the employee’s manager, in conjunction with advice from the Occupational Health Adviser, to
determine a time frame for an employee to achieve a sustained improvement — a period of 6 months is often appropriate.
Employees will be required to comply with an agreed programme of support during this time.

However, if performance, attendance or behaviour is unacceptable, despite any support and assistance that can be offered,
ultimately dismissal may be unavoidable.

Confidentiality will be maintained but may not apply if the employee is deemed, under Health and Safety legislation, to be
putting themselves or others at risk.

Performance relating to Alcohol and Drugs

Where an employee’s health, attendance or work performance is affected by an alcohol or drug related problem, he or she
will be dealt with under the absence or capability procedures at 12 and 13 in the S.taff Handbook,

|s reiated to an alcohol or drug related problem the
Ad\nser for guidance and a medical report.

Where the employee’s unsatisfactory attendance or work performanc
Town Council may wish to refer the employee to the Occupational He,

Where an employee refuses to attend an Qccupational Health appomtment or to give consent for a medical report,
management may have to take action based on the mformatlan’avallabie to them. ’

alcohol, the emp yee may be requested to
ay include follow Fscreening.

After returning to work following a period of absence associat
undergo a return to work medical with the Occypitional Health Ad

Should an employee’s health, attendance or work't rformance continue to.be.affected and unsatisfactory, further stages of

the absence and capability procedures will be foliowed and could ultlmately lead to dismissal.

Misconduct relating to Alcoho'l.;arii‘a':b'l‘dgs‘ -

ol or drugs}w,‘:{ll'_'be dealt with under the Disciplinary Procedure at 14 In this
a_y res_ult in su'm_‘hjja_ry dismissal.

Misconduct related to the conéﬁtﬂp;jon of alce
Handbook as an act of gross misconduétnwhi.:(;h’.:

In these circum, tances |f the emplovee |5'thought to be unflt for work he or she may be suspended from their duties whilst

any investiga"ﬂbq.;takes place, to min '-'se dange" to hlm or herself other employees and customers,

Alcohol or drug rela' d problem_comes to light in the course of disciplinary proceedings, the admission
of dependency may be a: mmgatlng factor but:will not necessanly result in the suspension of disciplinary action.

Where an employeé

Examptes of issues that will be gbject to plinary action, including the possibility of dismissal are:

¢ deliberate disregard for personal-safety and that of others associated with the use of intoxicating substances;

¢ unacceptable behaviour in the workplace associated with the use of intoxicating substances;

* being found incapable of performing normal duties satisfactorily and safely as a result of consuming alcohol or taking
drugs;

¢ consuming intoxicating substances during the working day;

* possession, consumption, dealing/trafficking, selling, storage of controlied drugs either on work premises or outside of
work;

* being disqualified from driving as a result of alcohal or drug related offences (when employees are required to drive a
vehicle in their contract of employment);

» making vexatious or malicious allegations that a colleague is misusing intoxicating substances.

This list Is not exhaustive.
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6. POST INCIDENT TESTING

To assist In the implementation of this Policy an established screening procedure to test for the presence of drugs or alcohol
may be used when there is good cause.

Post incident testing may be used when there are reascnhable grounds to believe that alcohol or drugs could have, or potentially
could have had, an adverse effect on the health and safety of an individual and/or a manager considers there is evidence that
alcohol consumption or drug use has occurred.

Possible examples of incidents that may result in post incident testing could include a workplace incident/accident; signs of
current intoxication whilst at work; possession of a controlled substance; discovery of an alcoholic container with a broken seal
and abnormal behaviour whilst as work. {This list is not exhaustive.)

The Town Clerk is responsible for making the decision to screen an employee and.for infarming the employee.
The Democratic Services Officer will contact the screening organisation,

Post incident screening leading to a positive result will result in an invest ry-interview and the breach of the Alcohol and
Drugs Policy may be treated as a disciplinary matter. If following action unde h_e__Disciplinary Procedure, no disciplinary
action is taken or that action is short of dismissal then the indi
Health. An assessment will be made regarding any degree‘éi

J-{(with informé‘diéﬁn_sgnt) will be referred to Occupational
pendency and, if n-é'(':if_g-s_saxry, a programme of appropriate
report will be provided B&jbcpypationm Health to the Town
to attend appointments and comply with any
al being subject fBifhe.Disciplinary Procedure,

support will be outlined which may include counselling. A fo¢

staff may bé"ﬁ.if:;;iplined wh-en::'ﬁéihg tested for alcohol is in line with the Government’s legal
me to time.: S
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INFORMATION TECHNOLOGY POLICY
1. General Statement

The Town Council recognises that the spread of electronic communications and access to multiple sources of
information and access through the internet is an increasing and necessary part of work for everyone. This
accessibility confers many advantages but also brings risks which need to be considered.

Recent events in several employment sectors has shown that it is in both the employer’s and the employee’s
interest to have an appropriate policy in place relating to the use of information technology.

2. Policy

2.1 All members of staff are required to read and to comply wi conditions of the policy in respect of the way in

is acceptable and is a privilege that the Council is pr dred to allow, but the amourit gftime spent must not be abused
or it will be stopped ;

2.3 The Council recognises that access t'iﬁ:?o'fofessional inform 'tii:on by e-mail or through web sites is a necessary
requirement of the job of the Clerk to the and other staff and is permitted,

2.4 Staff are expected 1o use technology ina courteous reast
not acceptable and anyon',__ j
will be considered to:bé

ible and rés'o_‘t:ihsrirble manner. The following activities are
face disciplinary-action. In certain instances the matter

d: to be involved.i in them m
Bross mlsconduct '

* Receiving, sending or disp ive messages orp

Using others passwords and |dent|t|es (unless

Trespassungln others folders, works ‘or files

Employing the Council’s sys s':_fo.r. illegal activities

« Downloading any commercidl’software
2.5 The Council encourages electronic communications with local, national and international organisations

2 6 The Coundil cannot control and is not responsible for the accuracy or content of information gathered over the
internet. Security is maintained by appropriate software, internal computer security settings and passwords

2.7 Wis a requirement of the Council and the duty of all staff to avoid deliberate use of the Council’s internet connections
and technology for inappropriate personal use. Staff should immediately alert the Town Clerk, or Town Mayaor, as
appropriate, of any suspect materlal found stored on a computer or elsewhere on the premises.
The Council is prepared to allow staff the use of the Council’s internet connections for personal access to the internet
if this is carried out in their own time and whilst there is no cost to the Council.
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2.8 The computer equipment and software must be used as installed and staff may not install, uninstall, delete or change
anything on a Council computer without the express authority of the Town Clerk or the Town Council, as appropriate,

2.9 The Council uses a virus checker on its computers and staff are forbidden to load data disks which have not been virus
checked by the system. Access to chat rooms, gaming and personal social media is not permitted on Council computers
or mobile devices.

Any concerns on the policy must be raised with the Town Clerk or the Town Mayor (as appropriate) in the first instance and
will be resolved, if necessary, by the Personnel Committee or the Town Council.

This policy is subject to the normal grievance and disciplinary rules.
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SOCIAL MEDIA POLICY

1. General statement

The Town Council recognises that social media — a term encompassing social networking sites, video sharing, blogging, micro-
blogging and message boards — can be a useful method for communication between the Council, its customers and other
bodies, This Policy instructs Council staff and Councillors in the appropriate use of social media.

2. Policy

2.1 All member of staff and Councillors are required to read and to comply with the conditions of the policy in respect of the
way in which social media are used.

2.2 Except as resolved in Council, no member of staff is to set up a profile that ,p?esents or purports to represent the
Council on any social networking site {for exa mple, Facebook, Twr’tten)ﬁ,f ~must any member of staff set up any
additional profile(s) on such a site to which the Council already subscribes .without the requisite authority.

2.3 The Town Clerk will appoint a single, ‘Named Person’ to be ré nsible for maint, ning the Council’s profile on the
ensure that all dét;aj[s;;[elating to the profile are kept

relevant social media site. The Named Person will be requirgito

up-to-date and that any content on the site is fresh an ! gvant, Other members of stia'f_f:;_may assist the Named Person
at the Town Clerk’s discretion, : RS

2.4 The Named Person is expected to limit the use of social mediagifgg:to the provision of information to the Council’s
customers. Such use would include: U Co

*  Announcing dates of forthcoming meeti
¢ Supplying links to the Council's website
¢ Providing informatj
*  Advising on mai

?

of the activities listed at (6) below.

tiend’ or folldwe :of other users of the site, the Named Person shall have the
om -organisations, public bodies {e.g,, police) or other groups (e.g., local
be of interest to:the Countit.or are relevant to the Council’s activities. As far as possible, the Named
Person should avgid.following or be’f'r_-iéfoding uséf‘éfbr organisations that hold, or appear to hold, extreme views or
opinions, as this mightsuggest to third}b‘grties that the Council endorses the views held by those other users or
organisations. R i

2.6 The Named Person is not tdiériga 3 in'f'a:ny of the following activities on any social networking or social media site that is
representative of the Council

* Sending or displaying messages or images that are grossly offensive, racist, sexist or homaphobic, or
intentionalty forwarding such messages or images as have been received from other users of the site,
*  Using obscene language or images

* Publishing anything that the Council has deemed Confidential

*  Publishing anything that purports to be the Council's opinion upon a particular matter (unless authorised)
* \Violating copyright laws

* Using others’ passwords and identities (unless authorised)

* Engaging in political debate or exhibiting political partisanship

* Using the Council’s profile to promote commercial activities {unless authorised)

* Using the Council’s profile for illegal activities

*  Any other activity that could be regarded as deliberate misuse of the Councll’s profile on the site
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Any member of staff found engaging in any of the above actlvities may face disciplinary action. in certaln instances, the

matter will be considered gross misconduct, Any Councillor engaging in any of the above activities may be in breach of
thelr Code of Conduct.

2.7 If, during the use of a soclal networking or social media site, the Named Person receives any unsolicited message or
image that appears to be grossly offensive, racist, sexist or homophobic, they are responsible for drawing this to the
attention of the Town Clerk at the earliest opportunity. The Named Person is not to make any direct reply to the sender
of the message or image.

3 8 The Council cannot control and is not responsible for the accuracy or cantent of information on other websites, For this
reason, the Named Person must be circumspect when using the Council’s profile to supply links to other websites or
users. Where appropriate a disclaimer should be used.

Nothing in this policy prevents Coungillors from having their own profiles on soclal media sites, nor from engaging in
political debate or exhibiting political partisanship, provided that there is
that all views expressed are his or her own and do not represent the viaﬁf

indication on the Councillor’s profile page
5 the Council.

Any concerns oh the policy must be raised with the Town Clerk or the: Town Mayor {as appropriate} in the first instance
and will be resolved, if necessary, by the Personnel Committee or the Town Council.

it was resolved on 23@ February 2015 to adopt this polii

to presume thisis a wo'r'kr'ng document as social media
develops amendments may need to be made. T

it was afso requested that the clerk investigate:
policy statements in the future.

e County Council s'ocié'tz'r'ﬁé-dia policies with a view to adopting similar

Porse |
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DIGNITY AT WORK POLICY
PURPOSE

In support of its value to respect others, Polegate Town Council will not tolerate the bullying or harassment of any
member of staff by any other member of staff, employee, officlal or member. This policy outlines the specific

procedures available to all employees in order to protect them from bullying and harassment and to maintain their
dignity at work,

The Council will issue this policy to all employees as part of their induction and to all members as part of their
welcome pack. The Council may also wish to draw the public’s attention to this policy via the Data Transparency

pages of the Council’s website.

Definitions

Bullying

Bullying may be characterised as g pattern of offensive, intintic lating, rﬁbjlicious, inswlting or humiliating behaviour,
an abuse of this use of power or authority which tends to gndefmine an ihdega! or a group of individuals, gradually
eroding their confidence and capability, which may cause them to suffer stress.

Harassment

Harassment may be characterised as unwanted conduct th s dignity qugtes an intimidating,

hostife, degrading, humiliating or oﬁeq;s‘_}ivé nvironment, T ut is not limited to, harassment on the
race, colour, nationality, ethnic origin, religion, belief, disability or

grounds of sex, marital status, sexual ok
age.

n They are generally evidence by a

Builying and‘hafﬁassment may o ! face-to-face, in meetings, through written communication {including electronic
communication'such as email or social media), by telephone or through automatic supervision methods. It may oceur
on or off work pre%hi: itside working hours,

The Legal position

The Council has a duty of care towards its staff under Common Law arising out of the Employment Rights Act 1996
and the Health and Safety at Work Act 1974. if an employer fails to act reasonably with regard to this duty of care by
allowing bullying or harassment to continue unchallenged an employee may decide to resign and claim ‘constructive
dismissal’ at an Employment Tribunal. From 6% April 2008, changes to the Sex Discrimination Act mean Council has a
duty of care towards all staff and liability under common law arising out of the Employment Rights Acts 1996 and
the Health and Safety at Work Act 1974,

In addition, the Criminal Justice and Public Order Act 1994 and the Protection from Harassment Act 1997 created a
criminal offence of harassment with a fine and/or prison sentence, and a right to damages for the victim. An
individual causing harassment may be personally liable to pay damages if a victim complains to an Employment
Tribunal on the grounds of discrimination. The 1997 Act was originally designed to assist in stalking situations but
case law has demonstrated that it can be relevant to employment disputes; for instance, employers can be
vicariously liable for harassment received in the workplace, that the conduct is viewed as ‘serious’, or ‘oppressive
and unacceptable’, that a ‘course of conduct’ needs to be established but that this can link incidents which are
separated by iong time periods and that the damages for personal injury and distress can be awarded under the Act,
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Penalties

Bullying and harassment by any employee can be considered as serious misconduct, which will be dealt with
through the Council’s Disciplinary Procedure {Policy no. 2) at Gross Misconduct Jevel and may result in summary
dismissal from the Council, If the person bultying or harassing a member of staff is an elected Councilior, then the
matter shouid be referred to Monitoring Officer at Wealden District Council. Standards Board as a contravention of
the Member's Code of Conduct. In extreme cases, harassment {see Section 1.4 above) may constitute a criminal

offence. The Council should take the appropriate tegal advice if a criminal offence of harassment is alleged or
suspected.

PROCESS FOR DEALING WITH BULLYING AND HARASSMENT
Informal approach

Any member of staff who feels s/he Is being bullied or harassed shoulg:try to resolve the problem informally in the
first instance. It may be sufficient to explain to the person{s) involv the unwanted behaviour, or to an

intermediary, that their conduct is unacceptable, offensive or ca ]
s/he is being bullied or harassed is advised and encouraged to.-m
time, the behaviour complained of and details ofwitnessgg,'

Formal approach

Where the employee feels unable to resolve the mat er.informally, s/he should repd) t:the matter to the Town Clerk.
The Town Clerk will investigate and will ask the complainé_r'ig to put the:complaint in wr I;'ng;&unless s/he has already
done so. Any statement made by the coffiplainant and/or ﬁ@;_ti_es madeby the Town Clerk 'ivilil',ibe treated as
confidential. T E

Once all necessary evidence of the compiaif
Disciplinary Procedure {Policy:no. 2),

lerk will invoke the Council’s

Disciplinary action

disciplina,_r_y-;'héfa'\%i:}h_g,;gnd if thé-iﬁdrﬁm‘ltfée:i§5556§i§fied that misconduct has occurred, the Chairman will prepare a
report to:present to Fiill Council. The.Council will- then. decide whether the circumstances warrant dismissal or a
er.caurse of action. T ‘e}mployeelgomplained of will be informed of the Council's decision at the conclusion of

The Disciplinary hearing Wilfb’g_cond d ‘d._t?_y the Persanpel Committee as per Policy no. 2. At the conclusion of a

_(;im_plained of may dppeal Coundil’s decision under the provisions of the Disciplinary Policy.

Responsibilities

All members of staff have a'r esponsibility to ensure that their conduct towards others does not bully, harass or
otherwise demean the dignity of others. If unacceptable behaviour is observed it is the duty of the person observing
the behaviour to challenge the perpetrator and ask them to stop. If the member of staff witnessing the incident
feels unable to confront the perpetrator (for example, where it is likely that the observer will themselves be
subjected to harassment or bullying by the perpetrator), then the matter should be reported in confidence to the
Town Clerk. The Town Clerk will then be required to speak to the person bullied or harassed and gather the
appropriate evidence as per 2.2 above.

This policy will be reviewed annually and any necessary emendations undertaken by the Town Clerk and reported to
Full Council for approval.
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PROTECTING VULNERABLE PERSONS POLICY

1. Introduction

Polegate Town Council is committed to taking all reasonable precautions to safeguard the welfare of children and vulnerable
persons that use its services and promotes a safeguarding culture and environment,

2, Safeguarding

The council will endeavour or safeguard children and vulnerable persons, in that:

* The welfare of the child and vulnerabie adult is paramount
e All children and vulnerable adults have the right to protection from abuse.
¢ All suspictons and allegations of abuse will be taken seriously and respohded to swiftly and appropriately

* All employees, volunteers and elected members of the coungll‘have a responsibility to report concerns to the
appropriate officer

* All employees, volunteers and elected members of the coyncila

abuse has occurred

re not 'toéaégal with situations of abuse or to decide if

3. Duty of care

Polegate Town Council has a duty of care to protect others from:h
assessment and health and safety practices.
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RECRUITMENT POLICY

Introduction

The council will use the employment guidance provided in the National Joint Council for Local Government Services ‘Green
Book'.

The council has made clear its commitment to equal opportunities for all by the adoption of an Equal Opportunities Statement,
All selection processes must take place within the framewaork laid down by this policy.

Aims

The key aims of the councils recruitment policy are:

s Tomaximise the effectiveness of the recruitment and: ]f;é_(:'tion process :
* To ensure the recruitment and selection processésiare consistent, fair and tranéparent, and in accordance with

legislation

* Toensure the recruitment and selection processes are |n'a'§::(;':o_rrdance_z_:§n{it‘h the councils EquéI‘Opportunities Statement

Applications

a) The council will provide a job description and person spe .'flcatlon for each vacancy, and these docurments will form the
basis for the selection process.. The Town Clerk quI be resp.ons1b|e for en'_:__‘nng these are reviewed and reflect the
current respon5|bll|tle5 of’ he rolé. s

b) The person specification'w ;of skills, ex

/ ce and qualifications which are essential and/or desirabie
for the role. Candidates will bg 3556558 .a‘nd,selected fori

erview against the person specification criteria,

c) Thejob descnptlon an person specmcatlon WI|| be--m': ed in the recruitment pack, which will also provide details of
workifig. hours, pay scales and tvpe and Iength of contract.”

d) vacancies wil ”,,,alty, except where the council are amending a temporary or fixed-

term contract to permanent position, where the existing post-holder (assuming their performance is satisfactory) may
be offered the positiof; r|or to any other advertising.

e} The council will consider t ia’bﬂil-i‘,ty' of part-time and/or job share candidates for each role and will make clear in its -
advertisement if this will be considi

f)  The council uses application forms for recruitment in respect of all employees and will not accept CVs alone. All potential
applicants should be directed to apply formally through the official contact named in the advertisement.

Shortlisting

a) The council will agree a shortlist panel to assess the applications. The composition of the panel will vary according to
the type of post being filled.

b) Any councillor with a personal connection to any of the candidates will be excluded from the entire selection process,
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As soon as possible after the closing date for applications, the shortlisting panel will select candidates for interview by
assessing the information in their application form against the Job description and person specification,

Interviews

a)

b)

d)

e)

The Town Clerk will agree the composition of the interview panel for all positions except the Clerk when it will be the
Council. The interview panel will normally comprise the members of the shortlisting panel,

To ensure a consistent and fair approach, all candidates will be asked similar guestions, with supplementary questions
structured around each candidate to enable individuals to demonstrate their relevant skills and abilities. The questions
will vary depending on the vacancy.

The interview panel must take extreme care to ensure they g
personal circumstances which are unrelated to the job. Such.qué
Statement, '

timy Iy discrimination by asking questions about
ions are contrary to the councils Equal Opportunities

Each member of the interview panel will take notes

pport their assessment of t:’" candidates’ suitability for the
role, and the panel may agree a scoring system to help objéctwely assess. the candldates.-_;""

Once all the candidates have been mterv|e' : d-the panel members should compare the|r notes and agree the most

suitahle candidate, ensuring their decision’ i based on the criteria in the job description and person specification, If it

has been agreed that none of the candldates are sattsfactory, none: wm be appointed and the paosition will be re-
advertised. S

Notification and appointment ™ .. -

begin the recruitment process again.
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RECRUITMENT OF EX-OFFENDERS POLICY

1. Introduction

1.1 This policy is designed to ensure that Polegate Town Council treats applicants who have a criminal record fairly and

does not discriminate because of a conviction or other information revealed through the Disclosure and Barring
Service {DBS).

1.2 As an organisation using the DBS service to assess applicants’ suitability for positions of trust, Polegate Town Council
complies fully with the DBS Code of Practice and undertakes to treat all applications for positions fairly, It

undertakes not to discriminate unfairly against any subject of a Disclosure because of a conviction or other
information revealed.

2. Key points

*  Polegate Town Council complies fully with the DBS Code of P
* Allapplicants for positions are treated fairly '
»  The Council selects candidates for interview based ot

The Council only requests a DBS Disclosure where
*  The Council keeps all information private and confiden;

héfll' skills, qualifications, and experience
fficiently relevant to the'pgsition concerned

|, in accordance with the Data Protection Act

3.1 ial staff or users of its services,
ities for dependants, age, physical/mental
3.2 of opportunity for all with the right mix of talents, skills and potential and

ns from a wide rar géiof;égjndidates. The Council selects all candidates for interview based on
ions.and experience. 7 R

4. Disclosures -

4.1 A DBS Disclosure:is only request diafter a thotdugh risk assessment has indicated that one is both propartionate
and relevant to’ 'ée,‘position concérned. For those positions where a DBS Disclosure is required, all application forms
and recruitment briefs'_yyill contain?.af's-tatement that a DBS Disclosure will be requested in the event of the individual
being offered the positidi I

4.2 Where a DBS Disclosure is t form part of the recruitment process, the Council encourages all applicants called for
interview to provide details of their criminal record at an early stage in the application process. This information can
either be stated in the relevant section of the application form or can be sent with the application in a sealed
envelope marked ‘strictly confidential’, where it will be processed with appropriate discretion by the Town Clerk.

5. Previous offences

5.1 The Council requires all applicants to disclose criminal convictions. Some posts require information relating to both
‘spent’ and ‘unspent’ convictions whereas other posts require ‘unspent’ information only, The information provided will be
treated strictly confidentially. Applicants who have been shortlisted for posts involving regular contact with children or
vulnerable adults will be required to apply for either a standard or enhanced Disclosure from the Criminal Records Bureau.

5.2 The Council ensures that all those in Polegate Town Council who are involved in the recruitment process are suitably
advised to identify and assess the relevance and circumstances of offences,
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At interview or in a separate discussion, the Council ensures that an open and measured discussion takes place
about any offences or other matter that might be relevant to the position.

6. Withdrawal of an offer of employment

6.1 Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of

employment,

6.2 Having a criminal record will not necessarily bar you from working with Polegate Town Council. This will depend on the

nature of the position and the circumstances and background of your offences.
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EMPLOYEE VOLUNTEERING POLICY

Policy Aim

The alm of this policy is to enable all employees of Polegate Town Council to undertake volunteer work during working hours
as part of the community leadership role of the Town Council and to encourage employees to contribute to their local

community.
Policy Scope
This policy applies to all staff once they have successfully completed their probationary period.

Benefits of Volunteering

Volunteering can provide benefits to individuals as well as to the organisati : he benefits of volunteering are that it:

» helps the organisation meet its objective to be a commuﬁitylleaader;
e improves the public perception of the organisation '

« develops and strengthens partnerships with othe
e allows employees to develop their skilis and abilities;

nisations;

¢ improves teamworking and communication across sectmns, :

« supports employees in making the transitign from employment to:retlrement

e improves employee motivation and mor:

e attracts new recruits and help retalh existi

e encourages other organisations to do the sarmg if the T‘é\ﬁthq_uncil Ieéds}py example, thereby building capacity.

Employer Support for Volunte:

a) Employees are entitled to anply forupt to three days volunteerung leave per annum {pro-rata for part time staff} provided

that they arg-prs
used all at

dto match’ that wjth their own time. The time off will be pa|d The time off does not have to be

volunteering leave”  the agreement of the Town Clerk and In consultation with the Chairman of the Personnel

Comimittee as approp
part of the employee’s personal development plan, still applies.

. The reqmrement to contribute a maximum of 2 days annual leave, where the activity is not

c) If appropriate, volunteering cah" be considered as one of the methods for meeting development needs and in these
circumstances the employee does not have to match the volunteering with their own time {unless they wish to) and

travel and subsistence will be paid.

d) The employee will decide which organisation to volunteer for.
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How to apply

a) Where an employee is volunteering for training and development purposes they must discuss and agree the need with
thelir line manager during their Performance and Development Review and include it in their Personal Development
Plan. They must then make arrangements with the voluntary group that they have chosen. The Employee Volunteer
Scheme Application Form must be completed by the volunteer and passed to the Town Clerk for approval. Attached to
the form must be copies of current insurance certificates for the organisation they will be volunteering for as set outin
paragraph 27.7b.

b) Where an employee is applying for volunteering leave they need to apply to their line manager to have time off and
make arrangements with the voluntary group they have chosen. An Employee Volunteer Scheme Form must be
completed and passed to the CEO for approval. Attached to the form must be copies of current insurance certificates
for the organisation they will be volunteering for as set outiin paragraph 27:7b.

How to approve an application {Managers)

a) When considering sponsoring or promoting an applicatis \ volunteeriné’-f-'ﬁh,Qn‘agers need to consider the following
factors; '

e the involvement supports the Town Council’s Comm -n_f Leadership role;

+ there is no conflict of interest;

s the Council can accommodate the tim : y-{maximum up to 3 days pro rata for part time
staff);

s theindividual will develop as a result of tH‘e:;é__ctlv:ty;;i'

aplications of the ac

» the activity will not bring the Council into disrépute;

s the activity is appropriat he individual co

b} The decision of the Town Cler
as requested in section 275 7F

g. Town Council is

Ild satisfy themselves thaf ri
ay be necessary iGuidancé can be obtained from the Town Clerk.

picking. If the work is oufside of Tawn Council activity e.g. cleaning out at a donkey rescue centre, the Town Council’s
insurance will not provide slunteers need to check with the Town Clerk whether their activity is covered by the
Town Council's insurers or not.”Volunteers also need to prove that the Voluntary Organisation has Employer and Public
{iability policies that cover volunteers.
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EMPLOYEE EXPENSES POLICY

Introduction

This policy applies to all employees of the council and provides a framework to show how an employee can claim and be
reimbursed for reasonable and authorised expenses that are incurred during their normal course of work.

Expectations
Employees are expected to:

¢ Behave honestly, responsibly and within the guidelines of this policy

* Submit expenses claims within reasonable timescales, on approved forms and provide enough information to explain
the need for the expense ;

* Keep all receipts and provide VAT receipts (where appropriate)

the council to reclaim the VAT

The council will: _
¢ Check claimed expenses are authorised in line with th|s )
* Approve and pay legitimate claims promptly

“shown on ticket
y:.where no free parking is available within reasonable walking

The council may arﬁe ‘these rates if gui&éhce from HM_'-Revenue and Customs changes, or alternate legislation recommends
changes. R
Mileage should only be ciaiméd'-f )
between home and work,

_,distant‘e,s,'in excess of normal travel to work. You cannot claim mileage for normal travel
The council will not, under any circumstances, reimburse employees for penalty fines incurred due to speeding, unsafe driving
or any other motoring offence, parking fines or fines for failing to purchase the correct ticket on public transport,

Other expenses claims
The following expenses are acceptable, and employees will be reimbursed for:

¢ Overnight accommeodation and sustenance where required for attendance at a work-related event {where agreed in
advance with the line manager)

*» Professional membership fees (where relevant and agreed in advance with the fine manager)

* Annual eye-testing (for employees who regularly use Visual Display Units (VDU's))
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Claims process

a) Employees must complete an approved expenses claim form (appendix B} promptly after incurring expenses (and no
later than three months after the claim date) and submit to their line manager for approval.

b) Theline manager is responsible for checking the claim complies with this policy and includes receipts {where applicable).
Once satisfied, the line manager wilt sign the form, thereby authorising the payment to be made.

c) Payment will be made direct to the employee (not through the payroll) either by cheque or direct credit to their
nominated bank account.

d) Any employee unsure whether a claim is likely to be accepted is advised to speak to their line manager prior to Incurring
the expense
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REDUNDANCY POLICY

Policy Aim

a} It is the aim of Polegate Town Council to ensure, as far as possible, security of employment and the avoidance of
compulsory redundancies for its employees by means of effective forward planning. However, from time to time

circumstances may make it necessary ta consider reductions in staffing levels, In that event, the provisions of this policy
shall be applied.

b) The purpose of this policy is to ensure that, wherever staffing reductions are considered necessary:

s all staff who are affected by the anticipation of a redundancy situation and compulsery redundancy will be given fair
and equitable treatment;
s wherever practicable, redundancies will be avoided and alternative méasures considered such as flexible working,

reduction in overtime, early retirement, seeking voluntary redundanues retraining or redeployment into existing
vacancies; and,

e so far as possible, changes will be affected with the understahtimg and a."e,ement of the staff involved.

¢) This policy reflects the size of the Town Council and the ""'fblrre no reference is r‘ﬁ‘éﬂ’e to statutary provision for collective
redundancies of 100 staff or more under the Colléitive’ Redundancies and Transfer of Undertakings {Protection of
Employment) Regulations 1995. In addition, the Tow
bargaining purposes and no reference is made to consul
However, where redundancies of 2 or mg

ouncil does not recogmse

. Trade Union for collective
rade Umons {where apphcabie) as set out in statute.
proposed, erri‘mg @es will be Invited to elect an-appropriate number of
atatives will take part in the consultation on behalf

employee representatives for consultatio
of all affected staff.

Policy Scope

of the Town"CouncH inc

This procedure applies to all 5tz
least 2 years continuous local govi _nment ser\nce at the time'g

hose on Fixed Term Contracts provided that they have at
he redundancy.

Redundancy and:the Law': :

in an organisation that is grro‘ , if:that growth requires a change in the way work is orgamsed, leading to one or more
jobs of a particular kind no longer being needed.

Notification

Written notification of pending redundancies has to be given to the Department for Business, Innovation and Skills {BIS) at
least 30 days before the first dismissal if between 20 and 99 employees are likely to be made redundant. There is no
requirement to notify BIS if less than 20 employees are expected to be made redundant.
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Consultation

a) Consultation with all affected staff must start at least 30 days before the first dismissal takes effect when between 20
and 99 employees are likely to be made redundant. Consultation must happen as soon as there are formulated
proposals which imply a reduction in the workforce.

b) For 19 or less employees there is no statutory minimum period, but employers are required to consult as soon as
possible. Where only an individual employee is likely to be selected for redundancy, consultation is also necessary and

must begin as soon as possible. As a good practice employer the Town Council will apply the 30 day rule as set out at
31.4.

c) Consultation must be meaningful taking into account the views of the affected staff, Where redundancies of 2 or more
are proposed, employees will be invited to elect an appropriate number of employee representatives for consultation
purposes in accordance with 31.1c In all cases staff will be notified in writing of the following:

s the reasons for the redundancies;
s the number of redundancies and in which job categories: i
s the total number of employees of that description employed at'the Town Councul
» the proposed selection criteria;

* the proposed redundancy procedure and tlmescale

an explanation of why an
offering retraining and'p

e) Consultation should take place :
information and- tlrne : f
should be responded o _lwntlng All redundancy proposals wall be made by the Town Clerk in conjunction with the
approprlate member of the GfﬂceTeam Al redundancy proposals will be approved by the Personnel Committee,

Selection for Redundancy

a) The first stage in selection isto ify the pool of job holders who may be affected. A pool could be one employee or
the whole workforce depending on the need driving the decision e.g. shutting down a service (so the employee(s)
delivering that service would be the pool) or saving x% from the payroll budget (so all employees would be potentially

affected).

b) Once the pool has been identified, the next stage is to identify the selection criteria that will be applied. The Council
will seek to agree the selection criteria with the employee representatives. In selecting for redundancy the Council will
ensure that the selection criteria are fair, that they are used in an objective way and applied consistently to ensure that
no employees are unfairly selected for redundancy. Fair criteria include:

e skills and qualifications;

s experience;

+ standard of work performance;

+ conduct/disciplinary record; and,
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* attendance record (however, the Councll will be mindful of any absence related to disability).

c) It is automatically unfair to select employees for redundancy because of Trade Union membership, activity, non-
membership or acting as an employee representative, gender including transgender, marital or civil partnership status,
race, religion, sexual orientation, ethnic origin, disability, pregnancy, maternity, paternity, adoption, parental or
dependents leave, age or for seeking to enforce a statutory right. In addition, it may be unfalr i they are selected for
redundancy because they are employed on a fixed term or part time basis or have caring responsibilities,

Redundancy Compensation

a} Anentitlement to redundancy pay arises when an employee has two years’ continuous service with the same employer

or one covered by The Redundancy Payments {Continuity of Employment in Local Government, etc) {Modification)
Order 1999 {known as the Modification Order).

th’é Town Councll must count all continuous
20 years under the Modification Order,

b) In calculating entitlement to, and the amount of, a redundancy paymei
local government service and other relevant service up to a maximui

c} The statutory calculation for each year of service that counts is'as follows

d} The Town Council has agreed to calculate the reduna’a'ﬁic'y payment as per the statﬁtbry requirement.

rchase on behalf of ihe. é'mployee additional ann'u:'é'i."pensmn up to the value
of £5,000 (this may be purchased in mi tiptes.of £250 up to the maximum value of £5,000} in addition to the
redundancy compensation at 18.15.7. Pole _‘ate Town ¢

) The Town Council has the discretion to-plr

uncil has eI':: d not to apply this discretion.

Notice Period

The amount of notice that an emplov"_e is e_ntltled to.receive t out in 5.86 of the ERA 1996 as set out below, unless the

.gleater period.

Notice required

One month:But less than two y ars 't One week

Two years but lessthan three years Two weeks
Each additional year" : One additional week

Twelve years plus

Twelve weeks

Support

a) Where practical redundancies will be avoided but where an employee has been issued with a notice of redundancy the
following support is available:

* an entitlement to reasonable time off during working haurs, with the prior agreement of the Town Clerk to seek new
employment (e.g. to attend an interview or visit a recruitment agency), or make arrangements for training for future
employment;

* a trial period of four weeks when an employee is redeployed into another post to establish whether the new job is
suitable without necessarily losing the right to a redundancy payment. Trial periods can be extended to a maximum
of 12 weeks to allow for retraining by mutual agreement; and,

* the employee may ask to be allowed to leave the Council's employment before the expiry of their notice period and
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if agreed, this will not invalidate the right to a redundancy payment.
b) Where an employee has been redeployed the following Is available:

*» salary protection for 3 years where the employee is redeployed Into a job at a lower grade than their redundant post.
At the expiry of the 3 year period the full terms and conditions of the lower graded post will take effect and the
employee’s salary will reduce to the maximum scale point of the new grade; and,

* the possibility of protecting pension benefits by the issue of a Certificate of Protection of Pension Benefit and where
this is applicable, advice should be sought from the Town Clerk.

¢} Further advice and guidance can be sought from the Town Clerk by alt staff and at any point In the redundancy process.

Appeals

a) Anemployee who has had their employment terminated on grounds of; i dancy has the right of appeal against their

dismissal,

b) The employee should write to the Town Clerk within 5 working ys of recelwng the notice of redundancy stating one
of these specific reasons for appeal: s

and informed of their right to be accompanie:d*by a work colleague or traq
At the appeal meeting the em loyee will have the opportunlt ‘
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SEVERE WEATHER POLICY

Policy Aim

The aim of this policy is to set out the Town Council’s approach to dealing with the disruption of severe weather (or other
emergency) to travel to and attendance at work,

Policy Scope

This policy applies to all employees of the Town Council.

Palicy Principles

In adverse weather conditions the Town Council will have due regard to the health and safety of employees.

In general, employees have an obligation to carry out their normal contractual hours during adverse weather conditions.

The Town Council has a duty to pay a normal day’s pay when employees are capable of working and the Town Council prevents
them from so doing. For example, the Town Council may close the Office or instruct the employee not ta travel to work.

An employee’s ability to undertake work will depend on their role and their ability to work from alternative locations in an
emergency.

Responses to Absence and Lateness

Managers and staff should discuss as soon as possible how any absence from the workplace or lateness caused by extreme
weather conditions should be treated.

When employees have difficulty in carrying out their work as nermat the Town Council will consider the following responses.

Working from anather location - Home working and home-hased working may be a feasible response for a limited number of
staff in the circumstances.

Flexible working or leave - Employees who will be absent or delayed or who wish to leave work early because of waorsening
conditions should agree this with their manager.,

In these circumstances where an employee attends work, they will receive a normal day’s pay regardless of the hours spent
working. Where an employee cannot make it to their normal place of work and are unable to work from home or another local
authority workplace they will need to take the time as annual leave, lieu time make up lost hours or take unpaid leave.

Absence due to childcare commitments because of school closures

As a result of school closures some employees may need to take time off to care for their dependent children. Other
dependants, older or disabled relatives may also need caring for in a severe weather emergency. Policy 17 “Time off for
dependent care” covers circumstances such as these and should be read in conjunction with this policy. Dependency leave is

not a right to take extended leave, but only the right to take off what time is reasonable to allow the unforeseen event to be
dealt with,

Misuse of these arrangements
If the Council has reason to suspect that an employee is abusing this flexible approach to lateness or absence, a full investigation

will be undertaken in line with the disciplinary policy. If such abuse is established it wilt be treated as any other form of
unauthorised absence,
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WHISTLEBLOWING POLICY

What is Whistleblowing

~ Whistleblowing occurs when an employee raises a serious concern about malpractice or wrongdoing or provides information
about illegal or dishonest practices within an organisation that has come to their attention through their work.

The concern may be about something that:

o s unlawful orillegal

+ s a failure to comply with a legal duty

¢ s a miscarriage of justice

= |5 against the Council’s Standing Orders or policies '
* Amounts to improper conduct

+ Endangers the health and safety of any person

s |s unauthorised use of public funds

s s fraudulent or corrupt

¢ Might cause damage to the environment.

Policy Aim

Employees may often be the first to realise that there may be something seriously wrong with an aspect of the Council’s work.

However, they may not express their concerns because they feel that speaking up would be disloyal to their colleagues or the
Council.

The aim of this policy is to:

* encourage employees to feel confident about raising concerns about any aspect of the Town Council’s work;
* 1o provide a process for those concerns to be raised in confidence and for the employee to receive feedback on any
action taken; and,

* to reassure employees that they will be protected from possible reprisals or bullying if they have a reasonable belief
that a disclosure has been made in good faith.

Policy Scope

This policy applies to any person who works for the Town Council including those who are temporary, agency, an apprentice
or on work experience and those contractors working for the Council on Council Premises, e.g. Edburtons.

Policy Principles

The Council is committed to the highest possible standards of openness, probity and accountability. In line with that
commitment it expects employees, and others that it deals with, who have serious concerns about any aspect of the Council's
work to come forward and voice those concerns.

It has been written in accordance with the requirements of the Public Interest Disclosure Act 1998, which protects workers
making disclosures about matters of concern where they may have reasonable grounds for believing they are true.

This policy is not intended to address grievances relating to individual employment. A separate Grievance Procedure exists for
this purpose at 15 in the Staff Handbook.
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Safeguarding and Victimisation

The Council recognises that the decision to report a concern can be a difficult one to make. If what you are saying is true, you
should have nothing to fear because you will be doing your duty to your employer and those for whom you provide a service.

The Council will not tolerate any harassment or victimisation and will take action to protect you when you raise a concern in
good faith.

Confidentiality

All concerns will be treated in confidence and every effort will be made not to reveal your identity if you so wish. At the
appropriate time, however, you may need to come forward as a witness,

This policy encourages you however to put your name to your concern whenever possible. Please note that you:

e must disclose the information in good faith;

s  must believe it to be substantially true;

+ must not act maliciously or make false allegations; and,
*  must not seek any personal gain.

How to raise a concern

You should normally raise concerns with the Town Clerk.  you believe the Town Clerk is involved you should inform the
Mavyor.

Concerns are best raised in writing but can be raised face to face. The information required to investigate an allegation are
details of the background and history of the concern, names, dates and places and the reason for the concern.

If you are a member of a trade union or a professional association you may prefer to invite them to raise the matter on your
behalf.

How the council will respond

The action taken by the Council will depend on the nature of the concern. The matters raised may:
* Be investigated internally;
e Be referred to the Police;
+ Be referred the external auditor; or,

s Form the subject of an independent inquiry,

In order to protect individuals aha-.,tf_he C G‘n_éil, initial enquiries will be made to decide whether an investigation is appropriate
and if so what form it should take. ncerns may be resolved by agreed action without the need for investigation.

Within 10 working days of a concern being received, the appropriate officer will write to you:

¢ Acknowledging receipt of the concern;

» Indicating how the matter wilt be dealt with;

* Telling you if any initial enguiries have been made; and,

¢ Telling you whether further investigation will take place and, if not, why not.

The amount of contact between the people considering the issues and you, will depend on the nature of the matters raised,
the potential difficulties involved and the clarity of information provided, If necessary, further information will be sought from
you,
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When any meeting is arranged you have the right, if you so wish, to be accompanied by a union or professional association
representative or a friend not involved in the area of work to which the concern relates.

The Council will take steps to minimise any difficulties which you may experience as a result of raising a concern. For instance,
if you are required to give evidence in criminal or disciplinary proceedings, the Council will advise you about procedure,

The Council accepts that you need to be assured that the matter has been properly addressed. Thus, subject to legal
constraints, you will receive information about the cutcomes of any investigations.

How the matter can be taken further

This policy is intended to provide you with an avenue to raise concerns within the Council. 1f you feel you are not satisfied with
the Council response you may feel it is right to take the matter to;

¢ The Town Council Auditor

+ The relevant professional body or regulatory organisation
e Your solicitor

¢ The police

« Your local Citizens Advice Bureau

You will need to ensure that you do not disclose confidential infgf)
check this point with your contact,

e privileged and you should

Independent Advice

Public Concern at Work is an independent charity-that ential advice for employees who are considering
expressing concerns covered by this policy. They can be coh'tébt_éd;at www.péaw"crg.ukfadvice




