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MINUTES OF A MEETING OF  

THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

held remotely via Zoom on Tuesday 27 April 2021 at 6.00 pm 

 
Councillors Absent 
C Hooper (Chairman) L Lowton (apologies) 

J Dallow J O’Donnell  

N Houghton J Satterthwaite (apologies) 
R McLaverty-Head  
N Mills In attendance 
A Stitt Linda Blake - Town Clerk 
P Tuthill (from 6.10 pm) Louise Wall - Minute Clerk 
 Cllr D Watkins 

Chris Bassett  Chris Bassett – Coach House Theatre 
 
 

1. APOLOGIES FOR ABSENCE 

Apologies for absence from Cllrs Lowton and Satterthwaite were NOTED.   

2. DECLARATIONS OF INTEREST 

None. 

3. MINUTES OF PREVIOUS MEETING 

It was RESOLVED that the minutes of the following meeting be approved and 

adopted as a correct record of the proceedings, to be signed by the Chairman in 

due course: 

➢ Policy and Resources Committee meeting 31 March 2021. 

PUBLIC PARTICIPATION 

Chris Bassett of the Coach House Theatre attended the meeting to speak in 

support of the large grant application.  It was agreed that he would speak at 

agenda item 4. 

4. LARGE GRANTS SCHEME, 2ND ROUND 2020/21 – RESUBMISSION OF 
COACH HOUSE THEATRE APPLICATION 

Report PR01/21 was received and accepted.   

The Town Clerk reminded members that this grant application had been 

considered at the last meeting of Policy and Resources Committee, but at that 

time, it was decided more information was required before a decision could be 

made.  Chris Bassett had therefore been invited to the meeting to answer any 

questions on the application. 

Cllr Tuthill joined the meeting. 

After questions from the committee, Chris Bassett explained that the grant of 

£2,500 would support local visual and performing arts groups in their return to the 
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theatre, as many of them would not have been able to earn any income over the 

past few months because of the Covid-19 pandemic.   

The Coach House Theatre is a charity which provides theatre space in which 

performers from Malvern and the surrounding area can perform, hiring a room or 

the entire building for a session, day, or weekly rate.  The performers are asked to 

pay for any electricity used at cost, and Mr Bassett pointed out that the lights now 

run on low energy LED bulbs thanks to a previous grant from the Town Council, so 

these costs are kept as low as possible.  The business model used by the Coach 

House Theatre is on a hire-only basis and therefore all income from ticket sales 

goes to the performers - the theatre does not take a share of this.   

However, to help the arts sector back into performing, the Coach House Theatre is 

hoping to run a scheme to offer the space at no cost, for as long as it takes until 

the funds to run out, which is anticipated to be at least a year.  Anyone can book 

the rooms for this purpose providing they are non-commercial and are putting on 

suitable productions, and of several bookings already received, most are from 

Malvern-based groups. 

50% of the theatre’s income from room hire goes towards the upkeep of the grade 

II listed building whilst the other half goes towards running costs. 

Members were mostly supportive of this initiative especially where it supported 

Malvern-based groups and Malvern residents. 

It was AGREED to award a large grant of £2,500 to the Coach House Theatre, 

Malvern. 

5. REVIEW OF TOWN COUNCIL’S GRANTS SCHEME – BRAINSTORMING 
SESSION 

Report PR02/21 was received and accepted.  

Committee was asked to review the current biannual grants scheme and make 

any recommendations for changes if required.   

Members felt that the new scheme, introduced in June 2020, had so far worked 

well and that it would be sensible to continue with the scheme as it is for a further 

year and then carry out another review after that period. 

It was RESOLVED that the Town Council’s grants scheme should continue for a 

further twelve months without any changes, and then for a review to be carried out 

by Policy and Resources Committee. 

6. QUARTERLY ACCOUNTS – FOURTH AND FINAL QUARTER 2020/21 
JANUARY, FEBRUARY AND MARCH 2021 

Management Accounts for the fourth and final quarter ending 31 March 2021 

Report PR03/21 was received and accepted, and the Town Clerk presented the 

quarterly accounts for the fourth and final quarter of the 2020/21 financial year. 

Committee received the management accounts. 

The Town Clerk summarised the accounts which showed that there was a deficit 

balance of £24,273 being taken from General Reserves, £6,654 behind the 
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budgeted deficit of £17,619.  In summary, this is an overspend against budget of 

£6,654 for the fourth quarter of the 2020/21 financial year. 

There was an underspend against administration of approximately £9,800 and 

overspend against operations of £750.  The Town Clerk outlined the main 

variances of these which were detailed in the report.   

There had been an underspend of just over £4,000 against the Asset Renewal and 

Refurbishment budget mainly relating to refurbishment of the bus shelter and path 

edging at Rosebank Gardens, projects which have been delayed and will now take 

place in the next financial year (2021/22). The funds for these have been placed 

into Earmarked Reserves. 

Year to Date 

As the fourth quarter is also the final quarter, the Town Clerk outlined the main 

variances for the financial year 2020/21 as a whole.  For the year to date, there 

was an overspend against budget of £6,443.  This deficit would be taken out of 

General Reserves and was considered to be a reasonable figure for the year end, 

especially when considering that a number of additional projects had been 

included during the year including community support grants amounting to 

£24,500, refurbishment of two flats at Belle Vue Terrace, new IT equipment and 

systems, a new Kawasaki Pro-Buggy, wilding projects and new bike racks.   

All other questions were answered, and members thanked the Town Clerk for her 

work in producing the accounts.  

It was RECOMMENDED that Council approves the Quarterly Accounts for the 
fourth and final quarter, ending 31 March 2021. 

Cash report CR1 March 2021 

Committee NOTED the cash report for March 2021. 

Bank payments schedule March 2021 

Committee NOTED the bank payments schedule for March 2021. 

7. TOWN COUNCIL EMERGENCY PLAN 

Report PR04/21 was received and accepted. 

The Town Clerk explained that the issue of an emergency plan had been raised 

recently by CALC and whilst the County and District councils had legal obligations 

to have a plan in place, this was not the case for the Town Council.  However, 

members were asked to consider whether they felt it necessary to put an 

emergency plan into place and on what scale this should be. 

Members thought that the Town Council was too small to require a fully detailed 

emergency plan of its own but it would be useful to residents if the Town Council 

website had information that could direct them to the relevant help as required. 

It was AGREED that an Emergency Planning page would be included on the Town 

Council website to include useful emergency contact details and an overview of 

how the emergency planning structure works in Worcestershire. 

8. DATE AND TIME OF NEXT MEETING 
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It was AGREED that the next meeting of the Policy and Resources Committee will 
be on Wednesday 9 June 2021 at 6.00 pm. 

The meeting finished at 6.53 pm. 

……………………………………………… 

(Chairman) 



AGENDA ITEM 6 
REPORT PR01/21 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

to be held in the Council Chamber, Malvern Hills District Council, Avenue Road, 
Malvern on Tuesday 6 July 2021 at 6.00 pm 

 

INSURANCE CONTRACT RENEWAL 

1 AUGUST 2021 TO 31 JULY 2022 

 

1. Purpose of Report 

1.1. For noting. 

2. Recommendation  

2.1. That Policy and Resources Committee note the renewal of the Council’s insurance 
contract on 1 August 2021.  This will be the second year of the current three-year 
contract as agreed when the contract was reviewed in July 2020. 

3. Background 

3.1. In 2020, Officers researched the costs of both one-year and three-year insurance 
contracts to analyse the cost benefits of longer term agreements against the 
flexibility of short-term agreements. 

3.2. Based on the findings, Policy and Resources Committee agreed to an insurance 
contract with WPS for a three-year period between 1 August 2020 and 31 July 2023. 

3.3. The basic premium remains constant for each year with minor changes to reflect 
changes in vehicles and/or machinery as well as nay additions to the policy. 

3.4. Standing orders required that the insurance contract is reviewed annually to ensure 
its continuing suitability. 

3.5. The Council’s insurance contract is comprehensive and is reviewed in detail each 
year by a member of WPS staff along with the Town Clerk and Operations Manager.  
This is scheduled for July and ensures that all information held is relevant and up-
to-date in order that full cover is provided during the year. 

3.6. Any changes to the cover required are reported immediately to the insurance broker.  
This is particularly important in relation to changes in Town Council vehicles and 
equipment. 

4. Financial Implications 

4.1. The insurance renewal premiums as from 1 August 2020 were £15,140 for the 
general policy and £2,298.55 for motor insurance.  There is also an opportunity for 
a potential low claims rebate of 7.5% on qualifying parts of the policy. 

4.2. Insurance costs for 2020/21 were £18,304 and included an increase for a change 
of vehicles as well as equipment at events. 

4.3. The actual premium for 2021/22 cannot be finalised until the contract review has 
taken place in mid-July but WPS have advised that there will be no major change in 
premium. 

4.4. The insurance budget for 2020/21 was set at £20,000 which should be sufficient to 
cover costs. 
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5. Legal Implications 

5.1. The Council is currently in a three-year insurance contract with WPS.  This contract 
ends on 31 July 2023. 

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

5.3. Public liability is not mandatory in law, but indemnity of £10,000,000 is included 
within the Council’s insurance. 

 

End  
 
Linda Blake 
Town Clerk 
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REPORT PR03/21 

A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

to be held in the Council Chamber, Malvern Hills District Council, Avenue Road, 
Malvern on Tuesday 6 July 2021 at 6.00 pm 

 

GOVERNMENT CYCLE TO WORK SCHEME 

1. Purpose of Report 

1.1. For decision. 

2. Recommendation  

2.1. Committee is asked to consider adopting the Bike2Work scheme. 

3. Background 

3.1. The Bike2Work scheme is an approved HMRC provider of the Government’s Green 
Transport Plan which aims to reduce environmental pollution, promote healthier 
lifestyles, and make cycling to work cost-effective by offering tax savings on bikes 
and cycling equipment. The scheme is in line with the Government’s Green 
Transport Plan, making it more accessible for employers and employees to adopt 
the Bike2Work scheme.  

3.2. All company employees qualify for the scheme, providing that they are UK taxpayers 
via the PAYE system and over 16 years of age.  Earnings must remain above the 
level of national minimum wage after the salary sacrifice has been deducted.  

3.3. The Department of Transport on 9th June 2019, revised the £1000 cap which was 
previously in place, showing that the government are committed to the Bike2Work 
scheme and to make cycling accessible for everyone.   The guidance now states 
that cyclists can now get bikes through the scheme for over £1000. 

3.4. For more information on the bike to work scheme, please go to 
https://www.bike2workscheme.co.uk/   

4. Financial Implications 

4.1. The scheme is free of charge to set up and costs nothing to run. The Employer 
makes the initial purchase and then leases the bike/equipment to the Employee via 
a salary sacrifice, until the full amount is recovered.  Employers typically save up to 
13.8% of the total value of the salary sacrifice total per Employee in Employers NI 
contributions.  

4.2. The scheme allows Employees a tax exemption whereby they save on Income Tax 
and National Insurance contributions by having the cost of the bike deducted from 
their gross salary via salary sacrifice.  Payment is made in the form of interest free 
weekly/monthly instalments. 

4.3. A member of staff has asked whether the Council will adopt the Bike2Work scheme. 
Please refer to appendix A for the cost of the bike.  The Council is asked to consider 
this cost over a five-year repayment period. 

5. Legal Implications 

5.1. None pertaining to this report. 

End  
 
Linda Blake 
Town Clerk

https://www.bike2workscheme.co.uk/
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The bike that has been earmarked by the member of staff is a Specialized Turbo Vado SL 
4.0 Step-Thru EQ Electric 2022, costing £3,200. 
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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 in the Council Chamber, Malvern Hills District Council, Avenue Road, 
Malvern on Tuesday 6 July 2021 at 6.00 pm 

 

REVIEW OF MALVERN TOWN COUNCIL’S  

COMPLAINTS PROCEDURE POLICY 

 

1. Purpose of Report 

1.1. To review the current policy and amend as necessary. 

2. Recommendation  

2.1. Committee is asked to review the Council’s Complaints Procedure, attached at 
Appendix A and to make amendments as required. 

3. Background 

3.1. At Annual Council in May 2021, the Annual Review Process delegated the review 
of the Council’s Complaints Porocedure to Policy and Resources Committee. 

3.2. This policy was last reviewed by the Policy and Resources Committee in December 
2019, being subsequently ratified by Full Council on 19 December 2019. 

3.3. This procedure relates to complaints made about procedures, administration, 
policies or actions of Town Council staff.  It does not cover complaints about the 
conduct of a Town Councillor as that is covered by the Town Councillor Code of 
Conduct. 

3.4. Committee members are asked to review the current policy and to make 
suggestions for improvement, additions and amendments as necessary. 

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
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MALVERN TOWN COUNCIL COMPLAINTS PROCEDURE 

1. Malvern Town Council’s elected members and officers are here to serve those who live in, 

work in or visit Malvern.   

2. The following procedure will be adopted for dealing with complaints about the Council’s 

administration or its procedures. Complaints about a policy decision made by the Council 

will be referred back to the Council, or relevant committee, as appropriate, for consideration. 

3. This procedure does not cover the complaints about the conduct of a member of the Town 

Council. 

4. If a complaint about procedures, administration or the actions of any of the Council’s 

employees is notified orally to a councillor, or to the Town Clerk, a written record of the 

complaint will be made, noting the name and contact details of the complainant and the 

nature of the complaint. 

5. The complainant will be asked to put the complaint in writing to the Town Clerk.  The Town 

Clerk will acknowledge receipt within seven days and specify the date by which the 

complaint will be dealt with.  Refusal to put the complaint in writing does not necessarily 

mean that the complaint cannot be investigated, but it is easier to deal with if it is in writing. 

6. If the complainant prefers not to put the complaint to the Town Clerk (because the matter 

refers to the Town Clerk for example) he or she should be advised to write to the Mayor. 

The Town Clerk will be formally advised of the matter and given an opportunity to comment. 

7. On receipt of a written complaint, the Town Clerk (except where the complaint is about his 

or her actions) or Mayor (if the complaint relates to the Town Clerk) will seek to settle the 

complaint directly with the complainant.  This will not be done without first notifying any 

person complained about and giving him or her opportunity to comment.  Efforts should be 

made to resolve the complaint informally at this stage. 

8. If the Town Clerk or Mayor cannot satisfactorily resolve a complaint at 7 above or should 

they feel that further opinion should be canvassed before making a decision, then a meeting 

of the Emergency Decision Making Group will be called to discuss the matter.  The 

Emergency Decision Making Group will be elected at Annual Council every May and will 

include The Mayor, the Deputy Mayor and the Chairman of Policy and Resources 

committee and Operations and Planning Committees.  Every effort should be made to 

achieve a suitable resolution at this stage. 

9. If the stages outlined at 7 and 8 do not successfully resolve a complaint, then it shall be 

forwarded to a meeting of an appropriate Committee or to Full Council.  The Town Clerk will 

notify the complainant of the date on which the complaint will be considered and the 
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complainant will be offered an opportunity to explain the complaint to the Committee or to 

Full Council in person. 

10. The Town Clerk or Mayor will report any complaint disposed of by direct action with the 

complainant at the next meeting of Council. 

11. Matters relating to grievance or disciplinary proceedings that are taking place or are likely 

to take place, will be dealt with in accordance with the Council’s grievance and disciplinary 

procedures. 

12. The appropriate Committee or Full Council may consider whether the circumstances of any 

complaint warrant the matter being discussed in the absence of the press and public, but 

any decision on the complaint will be announced at the Council meeting in public.  The 

Council must bear in mind the necessity to maintain confidentiality if it has been requested 

and to comply with the requirements of Data Protection Legislation with regard to personal 

information.  

13. As soon as possible after the decision has been made (and in any event no later than ten 

working days after the meeting) the complainant will be notified in writing of the decision 

and any action that will be taken. 

14. The appropriate Committee or Full Council may defer dealing with any complaint if it is of 

the opinion that issues arise on which further advice is necessary.  The advice will be 

considered and the complaint dealt with at the next meeting after the advice has been 

received. 

15. In the event of serial facetious, vexatious or malicious complaints from a member of the 

public, the Council shall consider taking legal advice before writing letters to the 

complainant. 

 

Where to send your complaint 

Personally, at the Town Council Offices: 28 – 30 Belle Vue Terrace, Malvern, WR14 4PZ 

Office Hours:  9am to 1pm and 2pm to 5pm, Monday to Thursday 

  8am to 1pm and 2pm to 4pm, Friday 

By post to the above address 

By telephone: 01684 566667 

By email: townclerk@malvern-tc.org.uk 

Approved by Full Council 18/12/19 

 

mailto:townclerk@malvern-tc.org.uk
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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 in the Council Chamber, Malvern Hills District Council, Avenue Road, 
Malvern on Tuesday 6 July 2021 at 6.00 pm 

 

TIMETABLE FOR POLICY REVIEWS IN 2021/22 

 

1. Purpose of Report 

1.1. For review. 

2. Recommendation  

2.1. Policy and Resources Committee is asked to consider the list of policies currently 
held by the Town Council and to agree a timetable for those to be reviewed during 
the 2021/22 council year. 

3. Background 

3.1. One of the responsibilities of Policy and Resources Committee is to keep under 
review the policies and resources of the Council. 

3.2. As a general rule, Council tries to review and update each policy at least once in 
every council term of four years, although it may be preferable to review some more 
frequently. 

3.3. Town Council policies should be clear, robust and relevant as this will allow them to 
be applied consistently, effectively and without any uncertainty. 

3.4. In previous years, Officers of the Town Council have ensured that policies are 
brought for review as needed and there has also been the introduction of new 
policies such as a zero tolerance on harassment and abuse of Councillors. 

3.5. Committee members are asked to review the list of current Town Council policies 
attached at Appendix A, agree a timetable of review for 2021/22 and consider if 
there are any additional policies which may be required.  

4. Financial Implications 

4.1. None pertaining to this report. 

5. Legal Implications 

5.1. The Town Council is required to ensure a robust annual governance system as part 
of its external audit requirements. 

5.2. Many of the Town Council’s policies have specific legal obligations such as Health 
and Safety, GDPR, equality, and whistleblowing, to name just a few.  The legal 
implications to the Council arising from its policy statements must be carefully 
considered in each policy review. 

 

End  
 
Linda Blake 
Town Clerk 
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 Policy Reviewed Next review Notes 
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Anti-fraud and corruption policy February 2008 Overdue  

Bullying and harassment policy July 2008   

Communications and publicity – Councillors’ 
guidelines 

December 2019  Delegated to P&R as part 
of annual review process, 
26/05/21 

Complaints procedure (complaints about 
MTC administration or procedures) 

December 2019  Delegated to P&R as part 
of annual review process, 
26/05/21 

Councillor code of conduct February 2020   

Data protection policy December 2019 December 2020  

Electronic payments policy December 2018/9   

Environmental policy 26 May 2021   

Environmental strategy 26 May 2021   

Equality and diversity policy August 2020 August 2022  

Flag flying policy June 2019   

Football pitch policy Two versions, one with 
conditions of hire included. 

  

Freedom of information policy FC 181219  P&R 111219 - changes to 
be made to pricing at end 

General privacy notice   On footer of website 

Grants scheme guidance notes August 2020 August 2021  

Health and safety policy   To be reviewed and 
updated 

Planning policy To be reviewed?   

Safeguarding policy May 2017   

Smoke free policy Reviewed July 2007   

Social media policy May 2017   

Vexatious behaviour and complaints policy FC 210421   

Website privacy policy  No date   

Whistleblowing at work policy May 2018  To review policy is one of 
the aims and objectives 
agreed 3 March 2021 

Zero tolerance policy on harassment and 
abuse of councillors policy 

August 2020 August 2022  

 



AGENDA ITEM 10 
APPENDIX A 

 
 

 Policy Reviewed Next review Notes 
O
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Appearance and dress code (staff) policy May 2017  Not issued on website 

Information technology users policy August 2020  August 2022 for staff only?? 

Training Policy (for councillors) Adopted FC 090321   

Council’s employment policies   Delegated to P&R as part 
of annual review process, 
26/05/21 

Financial regs September 2019  Delegated to P&R as part 
of annual review process, 
26/05/21. Review to be 
made annually of 
investment strategy.  

Standing orders   Delegated to P&R as part 
of annual review process, 
26/05/21 

Town Council Emergency Plan April 2021  To be finalised and put on 
website 

Community Engagement Plan   To be finalised and put on 
website 

 
Current long-term aim and objective (1d) - to review each of the Town Council policies at least every four years. 
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