


























AGENDA ITEM 5 
REPORT PR02/20 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

 to be held remotely via Zoom on Wednesday 29 July 2020 at 6.00 pm 

 

INSURANCE CONTRACT RENEWAL 

 

1. Purpose of report 

1.1. For decision. 

2. Recommendations 

2.1. Policy and Resources Committee is asked to consider the three prices for Annual 
Insurance as detailed in the table in 3.4 below and agree which insurer to enter a 
contract with. 

2.2. Officers recommend that the Council should enter a three-year agreement for 
insurance. 

3. Background 

3.1. In August 2015, Council entered into a new three-year insurance contract with 
WPS Insurance Brokers.  This agreement includes the general insurance policy   
as well as the motor fleet insurance. 

3.2. In August 2018, Council then accepted an offer from WPS for an early renewal of 
the insurance contract, effectively turning the three-year agreement into a five-year 
agreement. 

3.3. The current insurance contract ends on 31 July 2020 and therefore a new contract 
needs to be agreed, to start on 1 August 2020. 

3.4. The Town Clerk has approached four insurance brokers in order to get quotations 
for both a one-year agreement and a three-year agreement.  One company 
refused to tender and three quotations were received as detailed below. 

 1-year 
premium 

3-year 
premium 

Motor 
insurance 

Total for   
1-year 
contract 

Total per 
year for    
3-year 
contract 

WPS £15,140.08 £15,140.08 £2,298.55 £17,438.63 £17,438.631  

Zurich £13,065.13 £11,775.40 £4,979.02 £18,044.15 £16,754.42 

BHIB £13,613.09 £12,952.00 £4,111.30 £17,724.39 £17,063.30 

3.5. Committee members should note that due to the volume of paperwork involved, 
the full quotations are not being sent to members.  The full paperwork is available 
to view if required and a summary sheet of the main details of cover provided by 
the three quotations is included at Appendix A to this report. 

                                            
1
 potential low claims rebate of 7.5% on qualifying parts of the policy 
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3.6. Officers have reviewed the quotations in detail and are satisfied that the cover 

provided is suitable for the Council’s needs. 

3.7. The table shows that there is little difference between the three quotations.  
Officers would strongly recommend a three-year, fixed-price agreement for the 
following reasons: 

i. There is a strong indication that following this year’s pandemic, costs in 
the insurance market will increase. 

ii. Overall costs will be lower for a three-year agreement. 

iii. Due to the nature of the Council’s activities, there is a fair amount of work 
required to renew this contract and therefore it seems sensible to 
undertake such a large review every three years rather than annually. 

3.8. General comments on the three companies who have tendered would be: 

WPS – the Council has held an insurance contract with WPS for five years 
and has received good service during this term.  Two other local town 
councils have their contracts with WPS. 

Zurich – the Council has previously been insured with Zurich but changed 
broker due to price increases. Zurich was one of the first companies to 
specialise in the town/parish council insurance market. 

BHIB – the Council has not received a quote from BHIB previously.  They 
are a new addition to the local council market, having picked up the 
portfolio of customers from AON.  Their contact details were provided by 
CALC. 

4. Financial Implications 

4.1. The Council’s insurance premium for 2019/20 was £20,381.78 with a low claims 
rebate of £536 being received during the year. 

4.2. The quotations received as detailed represent a reduction in this premium and 
would be within the annual budget of £21,500 set for 2020/21. 

4.3. Financial Regulations state that expenditure between £10,000 and £25,000 can be 
agreed by a duly delegated committee of the Council, which is Policy and 
Resources Committee for insurance. 

5. Legal Implications 

5.1. The Council’s current insurance contract ends on 31 July 2020.  The Council is 
then free to enter into a new agreement with a company of their choosing. 

5.2. Under Statute, the only mandatory cover for councils is employer’s liability.  This is 
under the Employers Liability (Compulsory Insurance) Act 1969. 

5.3. Under the provisions of Section 114 of the LGA Act 1972, a council needs to take 
a security for employees who are dealing with money and therefore it must 
consider if any such security is required. 

5.4. Public Liability Insurance is not mandatory in law, but is included within councils’ 
insurance. 

 
End 
 
Linda Blake 
Town Clerk
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SUMMARY OF MAIN DETAILS OF COVER INCLUDED IN QUOTATIONS 

 

Employer’s liability £10m  

Public liability £15m BHIB £10m 

Zurich £1m 

Fidelity Guarantee £500,000  

Legal expenses £200,000 BHIB £250,000 

Officials Indemnity £250,000 Zurich £10m  

BHIB £500,000 

Libel and slander £250,000  

Wages and salaries £456,500  

Money £200,000 Zurich £250,000 

Personal accident £20,000 Zurich £100,000 

BHIB £100,000 

Civic Regalia £20,000  

Business interruption £50,000                       
12 months 

WPS £130,000            
24 months 

Play equipment and surfaces £725,000  

Rosebank Gardens retaining walls £2,013,168  

General infrastructure £192,000  

Gas lamps £150,000  

Property damage and content insurance as stated for each specific site. 

All Town Council events listed and detailed for cover. 
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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

 to be held remotely via Zoom on Wednesday 29 July 2020 at 6.00 pm 

 

TOWN COUNCIL GRANTS SCHEME – SMALL GRANTS,  
LARGE GRANTS AND EMERGENCY GRANTS 

 

1. Purpose of report 

1.1. For decision. 

2. Recommendation 

2.1. Policy and Resources Committee is asked to review and approve the following 
documents, making amendments as necessary: 

 Application forms for:  small grants 
 large grants 

 emergency grants 

 Marking criteria for:  small grants 
 large grants 
 emergency grants 

2.2. Committee is also asked to consider and agreed the biannual grants scheme 
timetable for 2020/21. 

3. Background 

3.1. After a number of years without a full and detailed review, Policy and Resources 
Committee made recommendations to update the grants scheme at its meeting on 
3 June 2020. 

3.2. These recommendations were as follows and were approved by Full Council on 17 
June. 

1)  The small and large grants scheme will be run twice during the year, once in 
its current time slot and then again in February/March. 

2a)  The special grants scheme will be removed and replaced with an emergency 
grants scheme.  Emergency grants are for exceptional circumstances only, 
where the need for funding could not have been foreseen. 

2b)  Applications to the emergency grants scheme will be scrutinised and scored 
by officers in a similar way to small and large grants before being considered 
by Full Council. 

3a)  Small grants are for amounts up to and including £500. 

3b)  Large grants have an advisory limit of between £501 and £2,500 inclusive 
unless there is a specific reason for this to be exceeded. 

4)  Grant applications will not be disallowed because an organisation has 
applied for funding previously.  Each application will be clearly considered on 
its merits and the frequency of applications will only be considered if there is 
a demand for grant funding above the budgeted funds for that year. 
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3.3. It was also agreed that Officers would consider the applications forms for small, 
large and emergency grants with a view to improving their layout and design. 

3.4. Draft application forms are attached at Appendix A to this report.  The application 
form for small grants has been much simplified with fewer questions and a clearer 
layout.  The large grants form has more detailed questions and document 
submission requirements proportionate to the increased level of funding for the 
large grants scheme.  Finally, the emergency grants form is the same as the large 
grants form but with a section to describe why the funding qualifies as emergency. 

3.5. Policy and Resources Committee has also asked Officers to review the marking 
scheme for small and large grants and design a new assessment form for the 
emergency grant funding scheme.  These are attached at Appendix B to this 
report along with an explanation of the thought process and detail of this new 
marking criteria. 

3.6. Officers have also attached a draft grants scheme timetable at Appendix C to this 
report to include two grants scheme slots for 2020/21.  Councillors will note that 
the original grants scheme meeting scheduled for September 2020 has now been 
delayed to October due to the time taken to complete the comprehensive review of 
this grants scheme.  This will be a one-off change for this year. 

3.7. Committee is asked to consider and review the documents as attached to this 
report.  Once agreed, the grants scheme can be launched for 2020. 

4. Financial Implications 

4.1. Following recommendations from Policy and Resources Committee at their last 
meeting Full Council have agreed the following budgets. 

 Small grants - £10,000 

 Large grants - £18,000 

 Emergency grants – no specific budget as any applications made under 
this scheme will be awarded on merit and funds approved by Full 
Council to come out of Reserves. 

5. Legal Implications 

5.1. The Town Council has the power to award grants under Sections 137, 142, 144 
and 145 of the Local Government Act 1972 and Section 19 of the Local 
Government (Miscellaneous Provisions) Act 1976. 

5.2. The Town Council can also use the Power of General Competence to award 
grants. 

 
End 
 
Linda Blake 
Town Clerk 
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MALVERN TOWN COUNCIL 
SMALL GRANT APPLICATION FORM 

1. About your organisation 

Name of organisation:  

Address:  

Nature of organisation and charity registration 
number if applicable: 

 

VAT registration number (if applicable):  

Date organisation established:  

2. Contact details 

Contact name:  

Position within organisation:  

Address for correspondence:  

Daytime telephone:  

Email address:  

3. About your application 

Amount requested: £ 

Briefly outline the reason for your application 
and how the amount requested will be spent: 

 

How will the grant benefit the Malvern 
Community and how many members of 
Malvern residents will benefit? 

 

Have you received any grant funding from the 
Council in previous years and if so, please 
detail: 

 

What is the planned delivery date for the 
project/activity? 

 

Financial information  

Total cost of your project: £ 

How much will be funded from other sources? £ 

What are these sources and has this funding 
been secured? 

 

Now Previous year 

Annual Income £ £ 

Annual Expenditure £ £ 

Surplus/loss for the year £ £ 

Savings/Reserves £ £ 

Bank details 

Does your organisation have its own bank 
account and manage its own funds? 

Yes No 

Sort code:  
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Account number:  

Account name:  

4. Supporting information  

Please provide the following supporting information:  

Latest available statement of accounts  

A copy of your organisation’s aims and 
objectives 

 

A statement of no more than 500 words 
explaining how the grant will be beneficial 
to your organisation and the residents of 
Malvern Town. 

 

5. Declaration 

I confirm that I have read and agree to the conditions within the grant policy, and 
that the details given above and in any supporting information are correct to the 
best of my knowledge.   

I understand that if successful, I will be required to confirm that any grant money 
has been spent in accordance with the purpose outlined at section 3 and will 
provide a written report to the Council by the date requested. 

I will ensure that the contribution made by the Council is reflected in any 
promotional materials produced and that copies of these and details of any press 
coverage are forwarded to the Council. 

In making this application, I declare that the organisation to which the application 
relates subscribes to the principles of equal opportunities in all of its activities 
and is operated on a not-for-profit basis. 

Name:  

Signature:  

Date:  

For more information or to submit your application, contact Deborah Powell on 01684 
566667or dpowell@malvern-tc.org.uk 

Grant applications are determined by the Council during public meetings, and this 
application form will therefore appear in the public domain.  If you do not wish for any of 
your personal contact information to be included in the public papers, please specify when 
submitting your application. 

We will only use your personal information to contact you about your application, and other 
sources of funding that may be applicable.  To find out more, you can view our privacy 
policy at www.malverntowncouncil.org/policies 
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MALVERN TOWN COUNCIL 
LARGE GRANT APPLICATION FORM 

1. About your organisation 

Name of organisation:  

Address:  

Nature of organisation and charity registration 
number if applicable: 

 

VAT registration number (if applicable):  

Date organisation established:  

2. Contact details 

Contact name:  

Position within organisation:  

Address for correspondence:  

Daytime telephone:  

Email address:  

3. About your application 

Amount requested: £ 

Briefly outline the reason for your application 
and how the amount requested will be spent: 

 

How will the grant provide significant benefit 
the Malvern Community and how many 
members of Malvern residents will benefit? 

 

Have you received any grant funding from the 
Council in previous years and if so, please 
detail: 

 

What is the planned delivery date for the 
project/activity? 

 

What arrangements are in place for the 
delivery and management of this project? 

 

Is this a new initiative for your organisation and 
if not, what are the ongoing benefits of a repeat 
event or project? 

 

4. Financial information  

Total cost of your project: £ 

What funding has been secured to date and 
from where? 

£ 

If Town Council funding were to be given, are 
there any funds still to be secured and what 
are your organisation’s plans for raising these? 

 

Now Previous year 

Annual Income £ £ 

Annual Expenditure £ £ 

Surplus/loss for the year £ £ 
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Savings/Reserves £ £ 

5. Bank details 

Does your organisation have its own bank 
account and manage its own funds? 

Yes No 

Sort code:  

Account number:  

Account name:  

6. Supporting information to be included 

A written constitution /set of rules that sets out 
the organisation’s purpose and how it is 
managed 

 

A list of those involved in running the 
organisation, including trustees if appropriate 

 

A copy of your most recent annual accounts or 
financial records showing the balance of funds, 
income and expenditure.  If you do not have 
financial records that cover a full year, you will 
need to provide what records you have 
currently 

 

A recent bank statement in the name of the 
organisation  

 

Supporting statement of no more than 500 
words explaining how the grant will be 
beneficial to your organisation and the 
residents of Malvern Town 

 

A business plan or other similar document 
showing future plans for the organisation 

 

7. Declaration 

I confirm that I have read and agree to the conditions within the grant policy, and that the 
details given above and in any supporting information are correct to the best of my 
knowledge.   

I understand that if successful, I will be required to confirm that any grant money has 
been spent in accordance with the purpose outlined at section 3 and will provide a written 
report to the Council by the date requested. 

I will ensure that the contribution made by the Council is reflected in any promotional 
materials produced and that copies of these and details of any press coverage are 
forwarded to the Council. 

In making this application, I declare that the organisation to which the application relates 
subscribes to the principles of equal opportunities in all of its activities and is operated 
on a not-for-profit basis. 

Name:  

Signature:  

Date:  

Same final section as small grants form
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MALVERN TOWN COUNCIL 
EMERGENCY GRANT APPLICATION FORM 

 

1. About your organisation  

Name of organisation:  

Address:  

Nature of organisation and charity registration 
number if applicable: 

 

VAT registration number (if applicable):  

Date organisation established:  

2. Contact details  

Contact name:  

Position within organisation:  

Address for correspondence:  

Daytime telephone:  

Email address:  

3. About your application  

Amount requested: £ 

Briefly outline the reason for your application 
and how the amount requested will be spent: 

 

How will the grant provide significant benefit 
the Malvern Community and how many 
members of Malvern residents will benefit? 

 

Have you received any grant funding from the 
Council in previous years and if so, please 
detail: 

 

What is the planned delivery date for the 
project/activity? 

 

What arrangements are in place for the 
delivery and management of this project? 

 

Is this a new initiative for your organisation and 
if not, what are the ongoing benefits of a repeat 
event or project? 

 

Please demonstrate how this application is an 
Emergency Grant for exception circumstances 
where the need for funding could not have 
been foreseen. 

 

4. Financial information   

Total cost of your project: £ 

What funding has been secured to date and 
from where? 

£ 

If Town Council funding were to be given, are 
there any funds still to be secured and what 
are your organisation’s plans for raising these? 

 



AGENDA ITEM 6 
APPENDIX A 

 

8 

Now Previous year 

Annual Income £ £ 

Annual Expenditure £ £ 

Surplus/loss for the year £ £ 

Savings/Reserves £ £ 

5. Bank details  

Does your organisation have its own bank 
account and manage its own funds? 

Yes No 

Sort code:  

Account number:  

Account name:  

6. Supporting information to be included 

A written constitution /set of rules that sets out 
the organisation’s purpose and how it is 
managed 

 

A list of those involved in running the 
organisation, including trustees if appropriate 

 

A copy of your most recent annual accounts or 
financial records showing the balance of funds, 
income and expenditure.  If you do not have 
financial records that cover a full year, you will 
need to provide what records you have 
currently 

 

A recent bank statement in the name of the 
organisation  

 

Supporting statement of no more than 500 
words explaining how the grant will be 
beneficial to your organisation and the 
residents of Malvern Town 

 

A business plan or other similar document 
showing future plans for the organisation 

 

7. Declaration 

I confirm that I have read and agree to the conditions within the grant policy, and that the 
details given above and in any supporting information are correct to the best of my 
knowledge.   

I understand that if successful, I will be required to confirm that any grant money has 
been spent in accordance with the purpose outlined at section 3 and will provide a written 
report to the Council by the date requested. 

I will ensure that the contribution made by the Council is reflected in any promotional 
materials produced and that copies of these and details of any press coverage are 
forwarded to the Council. 

In making this application, I declare that the organisation to which the application relates 
subscribes to the principles of equal opportunities in all of its activities and is operated 
on a not-for-profit basis. 
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Name:  

Signature:  

Date:  

 
Same final section as small grants form
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MALVERN TOWN COUNCIL 
SMALL GRANTS MARKING CRITERIA 

 
Previously, the Small Grants Scheme eligibility was marked against ten criteria where the 
answer was either yes or no, and one point awarded if the condition was fully achieved.  
From experience, however, it is not always possible to give a yes or no answer as there 
are degrees of achievement or completion levels, depending on the criteria. 
 
The suggestion therefore is that in line with the simplification of the scheme, that 
assessment is made against five criteria, rather than ten as previously, where each item is 
marked out of five – 1 being low compliance and 5 indicating that the applicant has 
complied with the grant scheme rules as fully as possible. 
 

CRITERIA LOW  MED  HIGH 

Voluntary organisation with governance systems 

in place 
1 2 3 4 5 

Clear description of project/activity with 

arrangements in place to manage and deliver 
1 2 3 4 5 

Own bank account and financial information 

supplied 
1 2 3 4 5 

Demonstration that project is beneficial to 

Malvern Town residents 
1 2 3 4 5 

One-off cost to support a particular project, 

event, activity or purchase of equipment (ie not 

running costs) 

1 2 3 4 5 

SUB TOTAL      

OVERALL SCORE (OUT OF 25)  

 

An overall score will be made out of 25 with 15 points needed in order to qualify for 
consideration by committee. 
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MALVERN TOWN COUNCIL 
LARGE GRANTS MARKING CRITERIA 

 

Previously, Large Grants have been assessed against supporting criteria received against 
six headings and similarly to the small grants scheme, a yes or no answer has been given. 
 
The suggestion from Officers is that assessment is now made against eight criteria which 
allows for more information to be assessed when compared to small grants, and each item 
is scored out of five – 1 being low compliance and 5 indicating that the applicant has 
complied with the grant scheme rules as fully as possible.  
 

CRITERIA LOW  MED  HIGH 

Voluntary organisation with governance systems 

and constitution in place 
1 2 3 4 5 

Clear description of project/activity with 

arrangements in place to manage and deliver 
1 2 3 4 5 

Own bank account and financial information 

supplied 
1 2 3 4 5 

Clear outline of project financing and sources of 
funding 

1 2 3 4 5 

Demonstration that project will provide significant 

benefit to Malvern Town residents/community 
1 2 3 4 5 

One-off cost to support a particular project, 

event, activity or purchase of equipment (ie not 

running costs) 

1 2 3 4 5 

New initiative or demonstration of continued 
benefit of annual event 

1 2 3 4 5 

Grant form fully completed with all relevant 
information supplied 

1 2 3 4 5 

SUB TOTAL      

OVERALL SCORE (OUT OF 40)  

 
The overall score will be calculated by officers out of 40, with 20 points required for an 
application to be considered by Policy and Resources Committee.  
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MALVERN TOWN COUNCIL 
EMERGENCY GRANTS MARKING CRITERIA 

 
Council has approved a new category of grant funding entitled ‘Emergency Grants’.  These 
grants are for exceptional circumstances only where the need for funding could not have 
been foreseen in time to apply for the bi-annual grants scheme.  The suggestion for criteria 
and marking for Emergency Grants is to follow the same marking scheme as for large 
grants but with an additional criterion. 
 

CRITERIA LOW  MED  HIGH 

Voluntary organisation with governance systems 

and constitution in place 
1 2 3 4 5 

Clear description of project/activity with 

arrangements in place to manage and deliver 
1 2 3 4 5 

Own bank account and financial information 

supplied 
1 2 3 4 5 

Clear outline of project financing and sources of 
funding 

1 2 3 4 5 

Demonstration that project will provide significant 

benefit to Malvern Town residents/community 
1 2 3 4 5 

One-off cost to support a particular project, 

event, activity or purchase of equipment (ie not 

running costs) 

1 2 3 4 5 

New initiative or demonstration of continued 
benefit of annual event 

1 2 3 4 5 

Grant form fully completed with all relevant 
information supplied 

1 2 3 4 5 

Demonstration that grant is for exceptional 
circumstances and that the need for funding 
could not have been foreseen to fit in with 
the Council’s normal biannual grants 
scheme. 

1 2 3 4 5 

SUB TOTAL      

OVERALL SCORE (OUT OF 45)  

 

Previously, special grants were not assessed by a marking scheme.  This marking scheme 
out of 45 allows for officers to fully scrutinise and score applications.  Due to the specific 
nature of these grants, officers suggest that a minimum of 30 points should be required for 
an application to qualify as being submitted before committee. 
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MALVERN TOWN COUNCIL 
GRANTS TIMETABLE 

 

Summer/autumn timetable  

Grant scheme opens 7 August 2020 

Adverts in local press 7 & 14 August 2020 

Social media notifications/website/noticeboards 7 August 2020 onwards 

Closing date for applications 25 September 2020 

Review of applications by officer, week ending 16 October 2020 

P & R Committee meeting to consider grant applications 28 October 2020 

Winter/spring timetable  

Grant scheme opens 29 January 2021 

Adverts in local press 29 January & 5 February 2021 

Social media notifications/website/noticeboards 29 January 2021 onwards 

Closing date for applications 12 March 2021 

Review of applications by officer, week ending 26 March 2021 

P & R Committee meeting to consider grant applications 31 March 2021 
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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

 to be held remotely via Zoom on Wednesday 29 July 2020 at 6.00 pm 

 

ZERO TOLERANCE ON HARASSMENT AND ABUSE – 
GUIDELINES FOR COUNCILLORS 

 

1. Purpose of report 

1.1. For committee discussion and recommendation to Full Council. 

2. Recommendation 

2.1. Committee is asked to consider and agree a Zero Tolerance on Harassment and 
Abuse policy for Councillors and recommend its adoption by Full Council. 

3. Background 

3.1. The Town Council has not previously had a policy regarding harassment and 
abuse of Councillors by members of the public. 

3.2. Most Councillors will be used to working in situations where people disagree with 
them but they should reasonably expect their communication with other people to 
be polite.  Sometimes though, Councillors are the subject of verbal abuse and the 
variety of types of communication and they should be able to have guidelines for 
how to respond and who to inform. 

3.3. Following consultation with CALC, and comments received at the last Policy and 
Resources Committee meeting, Officers have drafted a policy attached at 
Appendix A for review by committee members. 

3.4. Councillors should note that this policy relates to harassment/abuse of Councillors 
only as staff have their own bullying/harassment policy already in place. 

4. Financial Implications 

4.1. None pertaining to this report. 

5. Legal Implications 

5.1. None pertaining to this report. 

 
End 
 
Linda Blake 
Town Clerk



AGENDA ITEM 7 
  APPENDIX A 

 

15 

ZERO TOLERANCE ON HARASSMENT AND ABUSE  
POLICY FOR COUNCILLORS 

 
 

Effective 
date: 

 Revision 
date: 

 

 

 
1. Purpose and scope 

1.1. The Council will not tolerate any instances of violence relating to members acting in their 

roles as Malvern Town Councillors.  All Councillors have the right to be treated with 

consideration, dignity and respect. 

2. Definitions 

2.1. Council-related violence is defined as any incident in which a Councillor is abused, 

threatened or assaulted by a member of the public in circumstances arising out of the 

course of their activities as a Malvern Town Councillor. 

3. Councillors 

3.1. All Councillors have personal responsibility for their own behaviour and for ensuring that 

they comply with this policy.  Councillors should do the following to help identify and 

prevent council-related violence: 

i. Do not accept instances of violence directed towards themselves or others.  

Councillors should report any instances of violence, threats or abuse to the Town 

Clerk and the Mayor.  Any report should include details about when it happened, 

who was involved and any relevant circumstances that may have contributed to 

the incident.

ii. Offer good customer service and be aware of the needs of the electorate of 

Malvern.

iii. Recognise the potential for situations to escalate and take action to resolve these 

early on.  The Town Clerk should be informed if Councillors believe a customer 

or member of the public might cause problems.

iv. Be aware of the Councillor Code of Conduct and comply with it.

v. Be supportive of fellow Councillors who are victims of council-related 

harassment.

3.2. Councillors have a responsibility to act in a way that does not incite or increase the 

likelihood of violence or harassment.  Any Councillor found to be encouraging or inciting 

harassment/abuse may be reported to the Monitoring Officer. 
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4. Actions following an incident 

4.1. If a Councillor has been abused, threatened or attacked, they should approach the Town 

Clerk and the Mayor for assistance.  All serious incidents must be reported to the Town 

Clerk or in their absence, the Operations Manager, who will record the details in the Town 

Council offices. 

4.2. The police should be informed immediately of a serious incident involving physical attack 

or serious cases of threatening or verbal abuse.  This should be done by the Councillor 

involved and then reported to the Town Clerk and the Mayor. 

4.3. The police should also be informed of persistent cases of violence, threats and abuse and 

this should be done by the Councillor involved in conjunction with the Town Clerk and/or 

Mayor. 

4.4. All serious incidents should be recorded in writing and less serious incidents reported 

verbally. 

4.5. Medical assistance should be sought and provided immediately where required. 

5. Reporting and recording systems 

5.1. Councillors have a responsibility to record incidences of council-related violence, including 

threats and verbal abuse to the Town Clerk and Mayor.  All incidents including physical 

attacks, serious or persistent threats and verbal abuse must be recorded in writing at the 

Town Council offices. 

5.2. Details recorded should include when the incident occurred, who was involved and any 

relevant circumstances that may have contributed to the incident. 

5.3. Should any incidents involve either the Town Clerk or Mayor, Councillors should inform 

whichever of those is not involved who will then inform another Town Council Officer with 

management responsibility or the Chairman of a council committee as appropriate. 

5.4. The Town Clerk or their deputy will monitor less serious occurrences and take action if 

there is an increase in the number of reports.  This action may include contacting the 

police, reviewing the risk assessment and considering further prevention measures. 

5.5. Councillors reporting incidents will be given full support during the process and if urgent 

action is required, the Mayor or Town Clerk will call a meeting of the Emergency Decision 

Making Committee to ensure prompt action is taken. 
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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

 to be held remotely via Zoom on Wednesday 29 July 2020 at 6.00 pm 

 

MTC INFORMATION TECHNOLOGY USERS POLICY 

 

1. Purpose of report 

1.1. For decision. 

2. Recommendation 

2.1. Committee is asked to consider and approve the Information Technology Users 
Policy as attached at Appendix A to this report. 

3. Background 

3.1. At the last council meeting, the Mayor tabled an emergency motion to set up a 
task and finish group to review the Town Council’s IT security systems and 
procedures. 

3.2. Part of the work being carried out by this group is to put in place an information 
technology users’ policy for use by both officers and councillors. 

3.3. A draft policy has been created using policies used by other councils and 
businesses as well as specific input from group members and the Town Clerk. 

3.4. The objective of this policy is to ensure that all users of Town Council information 
technology systems have a clear understanding of what actions and activities are 
permitted with the aim of safeguarding equipment, IT systems and data, and to 
ensure compliance with the Data Protection Act. 

3.5. Committee members are invited to consider and make comments on this as 
appropriate. 

4. Financial Implications 

4.1. None specifically pertaining to this report, but inappropriate use of computers can 
cause issues which result in unforeseen and additional expenditure. 

5. Legal Implications 

5.1. The Council must fully comply with the Data Protection Act 2018. 

 
End 
 
Linda Blake 
Town Clerk 
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MALVERN TOWN COUNCIL INFORMATION TECHNOLOGY USERS POLICY  
 

Effective 
date: 

 Revision 
date: 

 

 

The objective of this policy is to ensure that all Employees and Councillors using Malvern 

Town Council information technology systems have a clear understanding of what is 

permitted with the aim of ensuring the appropriate use of the Council’s equipment, the 

safeguarding of IT systems and data and to ensure compliance with the Data Protection 

Act. 

1. Use of Computer Equipment 

1.1. To control the use of the Council’s computer equipment the following will apply: 

i. Only authorised staff should have access to the Council’s computer 

equipment 

ii. Town Council staff and Councillors are personally responsible for the 

protection of Council data and information which they use and access as 

part of their roles 

1.2. Individuals must not: 

 Leave their user accounts logged in at an unattended and unlocked computer 

 Perform any unauthorised changes to the IT systems or information 

 Access or attempt to access data which they are not authorised to use or 

access 

 Connect any unauthorised device to the Council’s network or IT systems 

 Store Council data on any unauthorised equipment 

 Give or transfer Council data or software to any person or organisation 

outside of the Council without permission from the Town Clerk 

1.3. Officers are responsible for their own workstations and equipment which should be 

kept in good condition. 

1.4. All computers must be password protected.  Passwords should consist of at least 

eight letters (including at least one upper case), a number and a special character.  

Passwords must be kept secure and should be changed at least twice a year. 
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1.5. Officer-used computer equipment should remain on council premises unless 

permission is received from the Town Clerk for it to be used elsewhere. 

1.6. Computer equipment must be stowed in the boot of a vehicle for transport 

purposes and must not be left unattended in the vehicle.  

2. Internet Access on Council-owned Equipment 

2.1. Town Council Officers are provided with internet access to assist with their job 

roles.  The short and occasional use of the Council’s internet is permitted for 

personal use by employees if kept to reasonable limits which do not obstruct the 

productivity of the Council and if carried out during official break times. 

2.2. The equipment services and technology that Employees use as part of their job 

role are the property of Malvern Town Council.  Therefore Malvern Town Council 

reserves the right to monitor how employees use the internet and email and the 

right to find and read any data that employees write, send or receive through 

Council online connections. 

3. Use of Council Emails 

3.1. Town Council emails are provided to staff and councillors for use in their 

respective roles. 

3.2. Town Council emails should be restricted to council-related activities only.  All data 

that is written, sent or received through Town Council computer systems is part of 

official records and therefore information contained in email messages should be 

accurate, appropriate, ethical and legal. 

3.3. The following is not deemed acceptable: 

i. Distributing, disseminating or storing images, text or materials that are 

illegal or might be considered discriminatory, offensive, obscene, 

threatening, harassing, intimidating or disruptive to any employee or other 

person. 

ii. Forwarding council confidential messages or information to external 

locations. 

iii. Broadcasting unsolicited personal views on social, political, religious or 

other non-council related matters 

3.4. Council Officers and Councillors should regularly delete or archive emails when 

they are no longer required.  Emails should not be kept longer that they are 
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required in line with the Council’s data retention policy.  All Officers and Members 

should be alert to the characteristics of spam and phishing emails and should not 

reply to those emails. 

3.5. Emails sent must have an appropriate disclaimer relating to the use of the 

information within the email. 

3.6. Email messages should only be sent to those for whom they are relevant and must 

not be used as a substitute for face-to-face communication or the exchange of 

gossip. 

3.7. All devices used to access Town Council emails should be password-protected 

and care should be taken so that they are not left unattended or could be read by 

unauthorised individuals. 

3.8. Officers may only use non Council-owned equipment to access council emails with 

the express permission of the Town Clerk. 

4. Use of Internet on Council-owned Equipment 

4.1. Personal email mail boxes should not be accessed from Council-owned 

equipment.   

4.2. The following is deemed unacceptable: 

i. Visiting illegal or fraudulent sites 

ii. Using the internet to send offensive or harassing material to other users 

iii. Revealing confidential information about the Council in a personal online 

posting, upload or transmission 

iv. Publishing defamatory and/or knowingly false information about any 

aspect of the Town Council in any format 

5. Social Media 

5.1. Posts to Facebook, Twitter and other social media sites should only be made by 

staff authorised to do so.  Employees and Councillors should avoid naming the 

Council or discussing internal council matters on social media sites unless it 

relates to official Town Council business. 

6. General 

6.1. Whilst using the Council’s IT equipment and software, the following is not 

permitted: 
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 Sending or posting discriminatory, harassing or threatening messages, 

images or other content 

 Using the organisations time and resources for personal gain 

 Violating copyright law 

 Failure to observe licensing agreements  

 Sending or posting messages or material that could damage the 

organisation’s image or reputation 

 Sending or posting messages that defame or slander other individuals 

6.2. Violation of the law or any aspect of Malvern Town Council policy will result in 

disciplinary action. 

7. Support and Security 

7.1. Officers should not interfere with the everyday running of the council’s information 

technology systems, unless asked to do so. 

7.2. Officers should ensure that Windows updates are installed regularly and no later 

than 48 hours after the advisory notice is seen. 

7.3. Officers or Councillors experiencing any problems with Town Council hardware, 

software or emails should contact the Operations and Office Co-ordinator or in 

their absence, PA to the Town Clerk, who will refer the issue to the Council’s IT 

support contractors. 

7.4. Annual training will be made available to Officers and Councillors in respect of 

cyber security. 
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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

 to be held remotely via Zoom on Wednesday 29 July 2020 at 6.00 pm 

 

EQUALITY AND DIVERSITY POLICY 

 

1. Purpose of report 

1.1. For decision. 

2. Recommendation 

2.1. Committee is asked to consider and review the draft Equality and Diversity policy 
as attached at Appendix A to this report. 

3. Background 

3.1. The Council’s current Equal Opportunities Policy Statement was created in July 
2014.  

3.2. Officers have contacted Worcestershire CALC for examples of more current 
policies relating to Equality and Diversity and have used these to create a new and 
more comprehensive policy. 

3.3. It is an important part of the Council’s annual procedures that policy reviews are 
undertaken and therefore committee members are asked to review the draft at 
Appendix A and make suggestions for amendments as necessary. 

4. Financial Implications 

4.1. None. 

5. Legal Implications 

5.1. The Town Council must have due regard to the Equality Act 2010. 

 
End 
 
Linda Blake 
Town Clerk
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MALVERN TOWN COUNCIL EQUALITY AND DIVERSITY POLICY  

Effective 
date: 

 Revision 
date: 

 

 

1. Introduction 

1.1. The objective of this policy is to promote equality of opportunity for all, and to 

ensure that no individual is discriminated against in the planning and delivery of 

any of our activities.  We therefore aim to ensure that the values of equality, 

diversity and respect for all are embedded into everything that we do. 

1.2. We encourage all employees, councillors, volunteers and contractors to give their 

best and treat each other and members of the public with respect. 

2. Aims of this policy 

2.1. This policy is intended to demonstrate our commitment to eliminating 

discrimination and encouraging and valuing diversity among employees, 

councillors, volunteers and contractors.   

2.2. This policy provides a framework for providing equality, fairness and respect for all 

in delivering our services, events and activities, and in our governance and 

employment practices. 

2.3. We recognise our responsibilities under the Equality Act 2010, and are committed 

to meeting them in full.  We believe that a culture that embraces equality and 

values diversity will help us to ensure that everyone feels involved and included in 

our plans, programmes and activities. 

2.4. We aim to create an environment which respects and welcomes everyone, and in 

which no form of bullying, harassment, disrespectful or discriminatory behaviour is 

tolerated by anyone towards anyone.  This particularly applies in relation to the 

protected characteristics1 named in the Equality Act 2010. 

2.5. We aim to oppose and avoid all forms of unlawful discrimination, in the delivery of 

our services to the public, in our governance, employment conditions, recruitment 

practices and in training or other developmental opportunities. 

3. Our commitments 

3.1. We understand that for equality to be achieved this policy needs to be made 

understandable to, and embraced by employees, councillors, volunteers and 

contractors. 

                                            
1
 Age; gender reassignment; being married or in a civil partnership; being pregnant or on maternity leave; 

disability; race, including colour, nationality, and ethnic or national origin; religion or belief; sex (gender) and 
sexual orientation. 
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3.2. All employees, councillors, volunteers and contractors have a responsibility to 

ensure that their own language and actions are consistent with the spirit as well as 

the contents of this policy. 

3.3. Overall responsibility for the implementation of this policy lies with the Town Clerk. 

3.4. Encourage equality and diversity in the delivery of our service and within our 

governance and employment practices and gender neutrality in our language use, 

as this is good and proper practice and helps us to make the most of skills and 

deliver our services well 

3.5. Create a service-delivery and working environment free of bullying, harassment, 

victimisation and unlawful discrimination, promoting dignity and respect for all, and 

where individual differences and contributions are recognised and valued. This 

commitment includes training employees and councillors about their rights and 

responsibilities under this policy. Responsibilities include employees conducting 

themselves to help the organisation provide equal opportunities in employment, 

and prevent bullying, harassment, victimisation and unlawful discrimination 

3.6. All employees should understand they, as well as their employer, can be held 

liable for acts of bullying, harassment, victimisation and unlawful discrimination, in 

the course of their employment, against fellow employees, customers, suppliers 

and the public 

3.7. Take seriously complaints of bullying, harassment, victimisation and unlawful 

discrimination by fellow employees, customers, suppliers, visitors, the public and 

any others in the course of the organisation’s work activities. 

3.8. Make opportunities for training, development and progress available to all 

employees and councillors, who will be helped and encouraged to develop their 

full potential, so their talents and resources can be fully utilised to maximise the 

efficiency of the organisation 

3.9. Review employment practices and procedures when necessary to ensure fairness, 

and to update them and the policy to take account of changes in the law 

3.10. Monitor the make-up of the workforce regarding information such as age, gender, 

ethnic background, sexual orientation, religion or belief, and disability in 

encouraging equality and diversity, and in meeting the aims and commitments set 

out in this policy. Monitoring will also include assessing how this policy, and any 

supporting action plan, are working in practice, reviewing them annually, and 

considering and taking action to address any issues 
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3.11. We recognise that an Equality and Diversity Policy alone is not enough to ensure 

that equality and diversity are central to everything that we do. 

3.12. We will seek to create an environment in which diversity and the contributions of 

all staff, volunteers and Trustees are recognised and valued in all that we do. In 

this way we hope to provide an example of good equality practice and promote 

community cohesion within our community. 

3.13. In introducing this policy we recognise that many people are unfamiliar with the 

ways in which discrimination and disadvantage affect people’s health, well-being 

and quality of life. We will therefore support people to develop equalities 

awareness and understanding. 

3.14. To ensure that we are meeting the aims and the spirit of this policy we will: 

 Discuss and review how well we are implementing this policy, and adjust our 

practices and develop a rolling action plan where necessary 

 Assess any significant new or revised policies and procedures for their impact 

on equality 

 Embed equality and diversity into our development plans 

 Ensure our employment practices and procedures are consistent with the aims 

of this policy. 

3.15. We are committed to: 

 using accessible venues for events and meetings; 

 using plain English, and offering accessible communications, for example, 

emails, letters, reports and publicity materials in suitable format as far as it is 

within our means to do so. 

4. Misconduct 

4.1. Acts of bullying, harassment, victimisation and unlawful discrimination will be dealt 

with as misconduct under the Town Council’s grievance and/or disciplinary 

procedures, or by way of Code of Conduct complaint as appropriate, in relevant 

circumstances and any appropriate action will be taken.  Particularly serious 

complaints could amount to gross misconduct and lead to dismissal without notice 

in the case of employees.  The Council reserves the right to take steps to protect 

employees in cases of inappropriate behaviour to them, including by councillors 

and members of the public.  In the case of councillor misconduct in this respect, 

complaints may be made to the District Council Monitoring Officer, under the 

Council’s Code of Conduct. 
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4.2. Sexual harassment may amount to both an employment rights/Code of Conduct 

and a criminal matter, such as in sexual assault allegations.  In addition, 

harassment under the Protection from Harassment Act 1997 – which is not limited 

to circumstances where harassment relates to a protected characteristic – is a 

criminal offence. 

4.3. Use of the organisation’s grievance and/or disciplinary procedures does not affect 

an employee’s right to make a claim to an employment tribunal within three 

months of the alleged discrimination. 

5. Review and Action 

5.1. We recognise that it is important for us to regularly review this policy to ensure that 

it reflects up to date equality legislation and best practice. 

5.2. A review of our Equality and Diversity Policy will be carried out on a biannual basis 

as a minimum and any necessary actions taken. 

 

 

 


