MALVERN TOWN COUNCIL

POLICY AND RESOURCES COMMITTEE
REPORTS
4 NOVEMBER 2021
6.00 PM

UNADOPTED

MINUTES OF A MEETING OF
THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
held in the Council Chamber, Malvern Hills District Council, Avenue Road, Malvern
on Tuesday 6 July 2021 at 6.00 pm
Councillors
J Dallow
C Hooper (Chairman)
L Lowton
R McLaverty-Head (from 6.25 pm)
N Mills
J O’Donnell
J Satterthwaite (Vice Chairman)
A Stitt

9.

Absent
P Tuthill (apologies)
In attendance
Linda Blake - Town Clerk
Louise Wall - Minute Clerk
Cllr N Houghton - Mayor

ELECTION OF CHAIRMAN
Cllr Clive Hooper was elected as Chairman of the Policy and Resources
Committee for 2020/21 and he thanked members for their continued support.

10.

ELECTION OF VICE CHAIRMAN
Cllr Jack Satterthwaite was elected Vice Chairman of the Policy and Resources
Committee for 2020/21.

11.

APOLOGIES FOR ABSENCE
Apologies for absence from Cllr Paul Tuthill and for lateness from Cllr McLavertyHead were NOTED.

12.

DECLARATIONS OF INTEREST
None.

13.

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:
➢ Policy and Resources Committee meeting 27 April 2021.
PUBLIC PARTICIPATION
None.

14.

INSURANCE CONTRACT RENEWAL
Report PR01/21 was received and accepted.
The Town Clerk reminded members that a review and confirmation of
arrangements for insurance cover was part of the annual review process. The
current contract will be entering its second year when it renews on 1 August 2021.
Officers were happy with the broker; there was the potential for a rebate if no
claims were made, and although the exact premium was not yet known, it was not
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expected to have risen substantially. The renewal premium of £15,140 for the
general policy and £2,298 for motor insurance, subject to any updates, fall well
within the budget of £20,000.
The renewal of the Council’s insurance contract on 1 August 2021 was NOTED.
15.

FINANCIAL REPORTS
The financial reports were received and accepted, along with the cash report CR1
and the bank payments schedule, both for April and May 2021.
The Town Clerk explained some of the main points of the report:
•

•
•

Bank balances at the end of May 2021 amounted to £629,842, lower than
at the same time last year, but in 2020 the first instalment of the precept
had been received much earlier.
Debtor days were low, and an outstanding debt had been paid since the
report was prepared.
Creditor days were within the Council’s payment terms and reflected its aim
to pay suppliers on time.

Councillors questioned how the debtor days were calculated. The Town Clerk
explained that a formula was used to work out debtor days, taking into account the
value of the debtors and the number of days taken to pay off the total debt.
Cash Report CR1 April and May 2021
Committee NOTED the cash report for April and May 2021.
Bank Payments Schedule April and May 2021
Committee NOTED the bank payments schedule for April and May 2021.
16.

CYCLE TO WORK SCHEME
Report PR03/21 was received and accepted.
The Town Clerk explained that a member of staff had requested the Council to
consider signing up to this scheme whereby a new bike is purchased by the
Council, but the cost is recouped from the member of staff via a salary sacrifice
over a period of time agreed, in this case five years.
Members felt this scheme was an excellent idea, being cost-neutral and
demonstrating commitment to the declaration of a climate emergency.
It was RECOMMENDED that Council should adopt the Bike2Work scheme, which
would be available to all staff.

17.

REVIEW OF MALVERN TOWN COUNCIL’S COMPLAINTS PROCEDURE
Report PR04/21 was received and accepted.
Members questioned whether anyone had used the complaints procedure but the
Town Clerk answered that generally, complaints are generally received via the
website ‘contact us’ form or by telephone, and are resolved informally.
Cllr Ronan McLaverty-Head joined the meeting.
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The current policy was thought to be adequate, and members AGREED to keep it
in place as it was, and then to review again within the agreed timescale, or earlier
if it was tested by a formal complaint and found to be lacking.
18.

TIMETABLE FOR POLICY REVIEWS IN 2021/22
Report PR05/21 and the list of council policies at Appendix A were received and
noted.
Members noted that some policies were overdue for review and agreed that these
should be prioritised for review.
It was suggested that as a large amount of work would be involved, a task and
finish group should look at each policy in detail and bring recommendations for
any changes required back to Policy and Resources Committee.
It was AGREED that a Task and Finish Group be formed to carry out an initial
review of the policies before reporting back to Policy and Resources Committee.
Members of the Task and Finish Group were agreed as:
•
•
•

Cllr Aidan Stitt
Cllr James O’Donnell
Cllr Jack Satterthwaite

EXCLUSION OF THE PRESS AND PUBLIC
It was AGREED to resolve pursuant to Section 1 of the Public Bodies
(Admission to Meetings) Act 1960 to exclude the press and public from the
meeting on the grounds that publicity would be prejudicial to the public
interest by reason of the confidential nature of the business to be
transacted.
STAFFING MATTERS
The Town Clerk gave a verbal report to the committee regarding staffing matters.
19.

DATE AND TIME OF NEXT MEETING
It was AGREED that the next meeting of the Policy and Resources Committee will
be on Tuesday 24 August 2021 at 6.00 pm.
Members also AGREED that Policy and Resources Committee meetings should
be held where possible on Tuesdays for the current council year.
The meeting finished at 6.57 pm.

………………………………………………
(Chairman)
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AGENDA ITEM 4
REPORT PR01/21
A REPORT OF THE TOWN CLERK TO
A MEETING OF THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
to be held on Thursday 4 November 2021 at 6.00 pm
in the Council Chamber, Belle Vue Terrace, Malvern
SMALL GRANTS SCHEME – 1ST ROUND 2021/22
1.

Purpose of report

1.1.

For decision.

2.

Recommendation

2.1.

Committee is recommended to consider and approve as appropriate applications
for the Town Council’s small grants scheme.

3.

Background

3.1.

The Town Council has received three qualifying requests for donations that can be
assessed under the small grants scheme:
A. 1st Malvern Company Boys Brigade

£500.00

B. Newtown Sports Cerebral Palsy Football Club

£500.00

C. Malvern Museum Society

£390.12

3.2.

One application received from Malvern Hills Community Land Trust scored 13 out
of 20 and therefore did not qualify for consideration under grant scheme rules.

3.3.

Policy and Resources Committee completed a comprehensive review and revision
of its grants policy in June and July 2020. A further review took place in April 2021
after the first year of the new bi-annual scheme and it was agreed to continue for a
further twelve months without any further changes.

3.4.

Officers have completed a marking scheme form to assess each application and to
give an indication of how closely they feel an application adheres to the scheme
criteria by way of a score against five criteria. Each small grant application is
scored out of a maximum of 30 points with applicants requiring 20 points to qualify
for consideration. The allocated score is only guidance and it is the role of the
Policy and Resources Committee to review each grant application and determine
which applications to agree and the size of each award.

3.5.

A copy of each application form is included at Appendix A to this report.
Supporting information, such as bank statements and accounts, has been supplied
and checked by Officers and is available on request from the office. Members are
invited to familiarise themselves with the full details of these applications, and if
any Councillor has any specific questions on an application, they should contact
the office in advance of the meeting.

3.6.

All grant applicants were invited to submit a short statement explaining how a
small grant will be beneficial to their organisation and to the residents of Malvern
Town, which is a key element of the small grants scheme. These statements are
included with the application forms.
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3.7.

Members are reminded that small grants are for amounts up to £500 and should
provide benefit both to the individual organisation and to residents of Malvern
Town. Part grants or conditions of award can be considered if the committee feels
these are appropriate.

4.

Financial Implications

4.1.

The Council has set aside a total of £10,000 in its 2021/22 budget, for the payment
of small grants.

4.2.

Three qualifying small grant applications have been received this year. The
applications add up to a total requested amount of £1,390.12. This is well within
the budget for the year, but members should be mindful that each application must
be assessed on its individual merit and that this is the first of two rounds of
possible grant applications for 2021/22.

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 award grants using the Power of General
Competence.

End
Linda Blake
Town Clerk

MALVERN TOWN COUNCIL
SMALL GRANTS MARKING CRITERIA

Name of organisation:

1st Malvern Boys Brigade

Amount Requested:

£500

Time of Grant Application:

September 2021

Assessment of small grant applications is made against the following five criteria, 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, except in the instance of
criterion 4, which is double weighted.
CRITERIA

LOW

MED

HIGH

1. Voluntary organisation with
governance systems in place?

1

2

3

4

5

2. Clear description of project/activity with
arrangements in place to manage and
deliver?

1

2

3

4

5

3. Own bank account and financial
information supplied?

1

2

3

4

5

4. Demonstration that project is beneficial
to Malvern Town residents?

2

4

6

8

10

5. One-off cost to support a particular
project, event, activity or purchase of
equipment (ie not running costs)?

1

2

3

4

5

20

5

SUB TOTAL
OVERALL SCORE (OUT OF 30) A minimum of 20 points must be
reached in order for your application to qualify for consideration by the
Policy and Resources Committee.
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MALVERN TOWN COUNCIL
SMALL GRANTS MARKING CRITERIA

Name of organisation:

Newtown Sports Cerebral Palsy Football
Club

Amount Requested:

£500

Time of Grant Application:

September 2021

Assessment of small grant applications is made against the following five criteria, 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, except in the instance of
criterion 4, which is double weighted.
CRITERIA

LOW

MED

HIGH

1. Voluntary organisation with
governance systems in place?

1

2

3

4

5

2. Clear description of project/activity with
arrangements in place to manage and
deliver?

1

2

3

4

5

3. Own bank account and financial
information supplied?

1

2

3

4

5

4. Demonstration that project is beneficial
to Malvern Town residents?

2

4

6

8

10

5. One-off cost to support a particular
project, event, activity or purchase of
equipment (ie not running costs)?

1

2

3

4

5

2

6

12

SUB TOTAL

OVERALL SCORE (OUT OF 30) A minimum of 20 points must be
reached in order for your application to qualify for consideration by the
Policy and Resources Committee.
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MALVERN TOWN COUNCIL
SMALL GRANT APPLICATION FORM
SMALL GRANTS are for amounts up to and including £500.
Please refer to the Town Council’s grants scheme guidance notes, available on its
website, for further details.
1.

About your organisation

Name of organisation:

Newtown Sports CP Football Club
(affiliated with Newtown Sports Junior
Football Club)

Address:

Sports Pavilion, Greenhill Drive, Malvern,
Worcestershire, WR14 2BW

Nature of organisation and charity
registration number (if applicable):

An inclusive football team for children with
Cerebral Palsy and other disabilities

VAT registration number (if applicable):

N/A

Date organisation established:

January 2015

2.

Contact details

Contact name:

Deana Wilkinson

Position within organisation:

Volunteer and parent

Address for correspondence:

23 Hornyold Avenue, Malvern, Worcs,
WR14 1QJ

Daytime telephone:

01684 578 947

Email address:

deana.wilkinson@googlemail.com

3.

About your application

Amount requested:

£500

Briefly outline the reason for your We would like to buy a gazebo which
application and how the amount requested would help protect our children, who
will be spent:
because of their disabilities, can really
struggle with cold, windy, or hot conditions.
We would like to get it branded to display
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our club logo and promote our little team
and town.
How will the grant benefit Malvern Town By supporting the children who don’t
residents/the Malvern Town community?
always get access to sports when they
have disabilities.
How many residents of Malvern Town will We already have 14 families from the town
benefit?
and surrounding areas and hope to
continue growing our wonderful team.
Have you received any grant funding from No
the Council in previous years and if so,
please detail:
What is the planned delivery date for the November 2021
project/activity?
What arrangements are in place for the It will be a simple purchase
delivery and management of this project?
4.

Financial information

Total cost of your project:

£800

What funding has been secured to date £300 from team fund raising (sponsored
and from where?
runs, etc)
If Town Council funding were to be given, No
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

£

£

Savings/reserves

£

£

5.

Bank details

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

Yes

No
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Sort code:

40-31-09

Account number:

51029177

Account name:

NEWTOWN SPORTS JUNIOR FC

6.



Supporting information to be included

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.

*

7.

Declaration

I confirm that I have read and agree to the conditions within the Town Council’s grants
scheme guidance notes, 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 of this form 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 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:

Deana Wilkinson

Signature:

D E Wilkinson

Date:

06/09/2021

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.
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Newtown Sports Cerebral Palsy Football Club

The team has been running for more than six and a half years now. We started as a team for
children with cerebral palsy, but now take children with all kinds of disabilities. We have
children with learning needs, Autistic Spectrum Disorder and heart conditions, alongside
those with cerebral palsy. We have always welcomed children with these different
disabilities and will never turn anyone away. The club was started out of a need for
somewhere for children with disabilities in our local community to play together in a safe,
friendly, happy environment where there is no pressure, no worries, only fun and
friendship.
As a team we play in the Sandwell Inclusion League. We have two teams, an U12 and a U16
team. We train at Greenhill Drive as part of the wider Newtown Sport FC club. We also play
against other teams across the country and have made good friends in places as diverse as
Oldham, Bridgewater, Manchester and Swindon.
Everything we do happens because of the support of our volunteers. All coaches are
volunteers. Parents give up their time, money and energy to give their children the best they
can. We fund everything ourselves and with the kind support and donations from friends
and supporters.
We are always looking for unique opportunities for our young players outside of our training
too. We meet up over the summer break for social events like playing footgolf together at
Hereford Golf Club; we have been on TV for ITV News, supporting a newly organised
disability team in Hereford; on MUTV for a documentary about Paralympics swimming star
Sascha Kindred; we played on a floating pitch in Cardiff Bay, as part of the Champions
League Finals celebrations; met players from Russia and Australia, while helping as ball-boys
(and girls) and mascots for the CP World Cup matches in Burton: and taken part in
worldwide football training with teams from across 6 continents. And in 2019 our team was
runner-up in the best CP Sport team of the year competition! This year we have raised
money for the CP Sport charity by walking, running, cycling and wheeling in a wheelchair for
20 miles in March during lockdown. We have met local sporting superstars from a range of
Paralympic sports, who help to inspire and enthuse us. It doesn’t stop there, as we have
been invited to compete in an international junior CP football tournament in Scotland,
hopefully next year, providing another wonderful life experience for the children.
Sport really can change lives and that is what we aim to do by supporting the amazing
children at Newtown Sports CP and Pan-Disability football team.

AGENDA ITEM 5
REPORT PR02/21
A REPORT OF THE TOWN CLERK TO
A MEETING OF THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
to be held on Thursday 4 November 2021 at 6.00 pm
in the Council Chamber, Belle Vue Terrace, Malvern
LARGE GRANTS SCHEME – 1ST ROUND 2021/22
1.

Purpose of report

1.1.

For decision.

2.

Recommendation

2.1.

Committee is recommended to consider and approve as appropriate applications
for the Town Council’s large grants scheme.

3.

Background

3.1.

The Town Council has received one qualifying request for donations that can be
assessed under the large grants scheme:
•

The Beacon Camera Club - £2,500

3.2.

Policy and Resources Committee completed a comprehensive review and revision
of its grants policy in June and July 2020. A further review took place after the first
year of the new bi-annual scheme and it was agreed to continue for a further
twelve months without any further changes.

3.3.

Officers have completed a marking scheme form to assess each application and to
give an indication of how closely they feel an application adheres to the scheme
criteria by way of a score against eight criteria. Each large grant application is
scored out of a maximum of 45 points. This is only guidance and it is the role of
the Policy and Resources Committee to review each grant application and
determine which applications to agree and the size of each award.

3.4.

A copy of the application form is included at Appendix A to this report. Supporting
information, such as bank statements and annual accounts, has been supplied
and checked by Officers and is available on request from the office. Members are
invited to familiarise themselves with the full details of these applications, and if
any Councillor has any specific questions on an application, they should contact
the offices in advance of the meeting.

3.5.

All grant applicants were invited to submit a short statement explaining how a
large grant will provide significant and wide-reaching benefit for the residents of
Malvern Town, which is a key element of the large grants scheme. This statement
is included with the application form.

3.6.

Members are reminded that large grants are for amounts over £500 and should
provide a significant and wide-reaching benefit to the residents of Malvern Town.
Part grants or conditions of award can be considered if the committee feels these
are appropriate.

4.

Financial Implications

AGENDA ITEM 5
REPORT PR02/21
4.1.

The Council has set aside a total of £18,000 in its 2021/22 budget, for the payment
of large grants.

4.2.

One large grant application has been received this year with a requested amount
of £2,500. This is less than 15% of the budgeted amount but members should be
mindful that all applications must be awarded on their merits and this is the first of
two rounds of possible grant applications for the financial year 2021/22.

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 award grants using the Power of General
Competence.

End
Linda Blake
Town Clerk

AGENDA ITEM 5
APPENDIX A
MALVERN TOWN COUNCIL
LARGE GRANTS MARKING CRITERIA
Name of Organisation:

BEACON CAMERA CLUB

Amount Requested:

£2,500

Time of Grant Application:

September 2021

Assessment of large grant applications is made against the following eight criteria 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, except in the
instance of criterion 5, which is double weighted.
CRITERIA
1. Voluntary organisation with governance
systems and constitution in place
2. Clear description of project/activity with
arrangements in place to manage and
deliver
3. Own bank account and financial
information supplied
4. Clear outline of project financing and
sources of funding
5. Demonstration that project will provide
significant benefit to Malvern Town
residents/community
6. One-off cost to support a particular
project, event, activity or purchase of
equipment (ie not running costs)
7. New initiative or demonstration of
continued benefit of annual event
8. Grant form fully completed with all
relevant information supplied

LOW

MED

HIGH

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

2

4

6

8

10

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

8

35

SUB TOTAL
OVERALL SCORE (OUT OF 45) A minimum of 25 points must be reached
in order for your application to qualify for consideration by the Policy and
Resources Committee.
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AGENDA ITEM 5
APPENDIX A
MALVERN TOWN COUNCIL
LARGE GRANT APPLICATION FORM
LARGE GRANTS are for amounts between £501 and £2,500 inclusive. If you require
a higher amount, you must state the specific reason for this limit to be exceeded.
Please refer to the Town Council’s grants scheme guidance notes, available on its
website, for further details.
1.

About your organisation

Name of organisation:

Beacon Camera Club

Address:

Malvern Vale Community Centre,
Swinyard Rd.,
Malvern
WR14 1FG

Nature of organisation and charity
registration number (if applicable):

We are a Camera Club based in Malvern
whose aim is to "To aid and educate the
public in the technology and art of
photography".
Charity Registration No 1183689

VAT registration number (if applicable):

N/A

Date organisation established:

1971

2.

Contact details

Contact name:

Martin Pocock

Position within organisation:

Fund raising Committee Chairman

Address for correspondence:

33 Cowleigh Bank
Malvern
WR14 1QP

Daytime telephone:

01684 568751
07717 573901

Email address:

martin.s.pocock@gmail.com
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3.

About your application

Amount requested (if above £2,500 please £2,500
state specific reason for this)
Briefly outline the reason for your At the vast majority of Club events
application and how the amount requested photographs are displayed via a LCD
will be spent:
projector. The money will be spent on
purchasing a replacement, high resolution
state of the art projector as the current
machine is approaching the end of its
useful life.
How will the grant benefit Malvern Town The grant would have clear benefits to the
residents/the Malvern Town community?
120+ club members as the projector is
extensively for all club and special interest
group meetings. Part of photographic
excellence that our members all strive to
achieve requires the presentation of high
quality images that this projector will
provide. However, the benefit to our local
community is far wider that just our
membership. Our senior members often
give photographic presentations to various
local organisations and schools on
subjects such as travel, nature and wildlife
photography. Our Clubs vision is to aid and
educate the public in the technology and
art of photography and the projector is
absolutely essential to these activities.
How many residents of Malvern Town will We currently have120 members the vast
benefit?
majority who live in the local area.
However in the last 12 months our senior
members presentations have reached
significantly more members at a series of
presentations. Our main Theatre based
event has over the last few years attracted
well over 100 members of the public to
each event.
Have you received any grant funding from No
the Council in previous years and if so,
please detail:
What is the planned delivery date for the We would be looking to purchase the new
project/activity?
projector as soon as the necessary capital
has been raised, hopefully in October 2021
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What arrangements are in place for the A Requirements Specification for the
delivery and management of this project?
Projector will be produced by a Sub Committee consisting of three of our most
experienced and knowledgeable members.
This Requirements Specification will
outline the key performance features of the
projector that will include;
•
•
•
•
•

Light Output and Brightness
Pixel Density & Display Ratio
Colour Reproduction
Inputs
Portability

The Requirements Specification will be
presented to the Club Committee for
approval.
Once the Requirements Specification has
been approved, the Sub-Committee will
then select the best value for money
projector that meets (or exceeds) the
requirements. This will then be presented
to the Club Committee for final approval
Is this a new initiative for your organisation This project is to replace a vital piece of
and if not, what are the ongoing benefits of club equipment that is approaching the end
a repeat event or project?
of its useful life. It is approaching the time
at which component failure will start to
become an issue and the obsolescence of
spare parts will provide a barrier to repair.
4.

Financial information

Total cost of your project:

£5,000

What funding has been secured to date £2,147. The money has been raised from a
and from where?
monthly lottery and donations from
members
If Town Council funding were to be given, The remainder of the money would be
are there any funds still to be secured and raised from the monthly lottery
what are your organisation’s plans for
raising these?

Annual income

Now

Previous year

£ 9648

£11981
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Annual expenditure

£5555

£9091

Surplus/loss for the year

£ 4093

£2827

Savings/reserves

£11225

£7132

5.

Bank details

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

Yes

Sort code:

40 31 09

Account number:

21071424

Account name:

Beacon Camera Club

6.

Supporting information to be included



A written constitution/set of rules that sets out the organisation’s purpose Annex A
and how it is managed.
Annex A1
A list of those involved in running the organisation, including trustees if Annex B
appropriate.
A copy of your most recent annual accounts or financial records showing Annex C
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.

Annex D

Supporting statement of no more than 500 words explaining how the Annex E
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 Annex F
organisation.
7.

Declaration

I confirm that I have read and agree to the conditions within the Town Council’s grants
scheme guidance notes, 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
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been spent in accordance with the purpose outlined at section 3 of this form 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 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:

Martin Pocock

Signature:

Date:

For more information or to submit your application, please 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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Supporting statement of no more than 500 words explaining how the grant will be
beneficial to your organisation and the residents of Malvern Town.
The grant would have clear benefits to the 120+ club members as the projector is used for
all club and special interest group meetings. The photographic excellence that our
members all strive to achieve requires the presentation of high quality images that this
projector will provide. The increased resolution and projection range of this equipment will
enable us to project our images to larger audiences at much higher resolution and quality
than the existing machine.
There is a fundamental desire to keep the cost of membership as low as possible.
Membership subscriptions only cover 50% of the cost of hiring the Vale Community Centre
where we hold our meetings and paying for visiting speakers. The other 50% has to be
raised from events and donations. Without the fundraising efforts and grants, the purchase
of large capital items would require an increase in those subscriptions to a level that some
members would find financially challenging. Low yearly subscriptions are more likely to
encourage new (particularly young) members to join the club.
However, the benefit to our local community is far wider that just our membership. Our
Clubs stated vision is to aid and educate the public in the technology and art of
photograph. To this end our senior members often give photographic presentations to
various local organisations and schools on subjects such as travel, nature and wildlife
photography and the projector is absolutely essential to these activities.
One of our major initiatives each year is arrange a presentation from one of the UK’s
leading photographers. This event is open to members of the public and held at a local
theatre. The events were very popular and well attended by members of the public who
had an interest in photography . The projector is an essential feature at this event.
We are looking at how we can attract more young people into the club. Thoughts of
holding a Malvern Young photographer of the year competition and other similar events
are currently being considered by the committee with the projector
We would also be prepared to support other clubs and charities that had need of such
equipment.
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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 on Thursday 4 November 2021 at 6.00 pm
in the Council Chamber, Belle Vue Terrace, Malvern
REVIEW OF TOWN COUNCIL OBJECTIVES
– SHORT AND LONG TERM
1.

Purpose of report

1.1.

For decision and recommendation to Full Council.

2.

Recommendation

2.1.

Committee is asked to note and review the Council’s current long-term aims and
objectives (as attached at Appendix A to this report) and make any changes and
updates as necessary.

2.2.

Committee is asked to note and review the Council’s current short-term aims and
objectives (as attached at Appendix B to this report) and to update them for the
period 1 April 2022 until 31 March 2023.

2.3.

Committee may wish to consider delegating this task to a task and finish group who
would undertake the review and then report back to the next meeting of Policy and
Resources Committee, but it should be noted that a comprehensive in-depth review
had been undertaken twelve months ago and therefore a lighter touch review may
be appropriate.

3.

Background

3.1.

Each year the Council reviews and agrees a set of long-term and short-term
objectives, which are then risk-assessed as part of the Council’s annual internal
audit procedure.

3.2.

In October 2020, Policy and Resources Committee formed a task and finish group
to review the Council’s short-term and long-term objectives.

3.3.

The task and finish group met on three occasions and undertook an in-depth review
of all aims and objectives submitting documents detailing short-term aims and
objectives 1 April 2021 until 31 March 2022 and long-term aims and objectives which
were then approved by Policy and Resources Committee and Full Council.

3.4.

It is good practice to review and update the Council’s objectives on an annual basis
as they must be risk assessed each year as part of the annual audit requirements.

3.5.

Long-term objectives are set to reflect the Council’s policy aims and objectives for
a five-year period. Short-term objectives are set for a one year period only and are
more likely to change.

4.

Financial Implications

4.1.

None pertaining to this report.

5.

Legal Implications

5.1.

None pertaining to this report.
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End
Linda Blake
Town Clerk

SHORT TERM AIMS AND OBJECTIVES

1.

2.

3.

4.
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Performance of statutory powers and duties
a)

to enhance the current good working relationship with Malvern Hills District
Council (MHDC), Worcestershire County Council (WCC and other appropriate
bodies to provide efficient and effective services in Malvern.

b)

to carry out benchmarking to ensure services provided under Council contracts
are as efficient as possible.

c)

to regularly review suppliers and expenditure by supplier to ensure that the
Town Council continues to obtain the best value for money on its purchases,
this to be carried out by the Policy and Resources Committee.

d)

to establish a Community Engagement Strategy setting out how Malvern Town
Council can better engage with the local community to ensure issues of
concern are communicated and addressed.

Improvement of operational standards
a)

to encourage the improvement and better maintenance of pavements,
highways, footpaths and PROWs within the town through liaison with WCC
and to encourage the public to report any issues to the Town Council so that
these can be forwarded to the appropriate County or District Councillor for
action to be taken.

b)

to improve the amenities at Victoria Park including leisure facilities, public
toilets, pavilion and take appropriate action to reduce anti-social behaviour.

c)

to ensure that all Town Council operations and practices are carried out in a
Covid-safe manner and in accordance with the government guidelines current
at that time.

Promotion of Malvern and its events
a)

to continue to investigate ways of making certain events more cost-effective
through increased involvement of volunteers and exploring sponsorship links.

b)

to continue to promote the Town Council’s work through the production and
distribution of at least three newsletters per year.

c)

to relaunch Town Council events in a Covid-safe manner, with the first event
to be held to mark and celebrate the end of Covid restrictions.

d)

to continue the following annual events as agreed at Full Council on 5 August
2020, government guidelines permitting:
i.
ii.

22 April 2021
1 May 2021

iii.

May to September 2021

iv.

27 June 2021

v.

July to August 2021

vi.

1 August 2021

Earth Day event
Health and Wellbeing Fair and
Mayor’s Peaks Challenge
17-week Bands in the Park
programme
Armed Forces Day event in Priory
Park
Alternative Bands in the Park
performances
The Mayor’s Bonanza.

Consideration of planning and development matters

Adopted at Full Council 3 March 2021

SHORT TERM AIMS AND OBJECTIVES

5.

a)

to set up a new Task and Finish Group to finish the ‘light touch’ review of the
Neighbourhood Plan, following the SWDP review.

b)

to find ways to encourage councillors to participate in training on planning
matters to assist all in understanding planning policy.

c)

to work with MHDC and community groups to take the lead in establishing a
community design group that can be involved in the planning process,
engaging the wider community.

d)

to strongly encourage MHDC to introduce a simplified process to ensure that
properties can be placed on a local list to provide protection for appropriate
buildings.

e)

to secure the future of Malvern Hills College as a continuing educational and
community asset.

Training and accessibility
a)

to continue an annual appraisal process and allow opportunities for officers to
speak to the Policy and Resources Committee as necessary.

b)

to review Whistle-Blowing Policy (last carried out in May 2018).

c)

any councillor taking on the role of Chairman or Vice Chairman of the Council
or one of its Committees should undertake appropriate training as soon as is
reasonable.
whilst training for all councillors should not be mandatory, all councillors should
be given the opportunity and encouraged to undertake training on how the
Council works (e.g. Standing Orders, Code of Conduct etc) as soon as is
reasonable.
to continue to update and develop the Member’s Handbook, focusing on useful
information for new members and a useful synopsis of all the main information
points.

d)

e)

f)
6.
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to use the new council website to help support provision of clear and timely
information to all councillors.

Environmental impact on Town Council operations
a)

to uphold the Town Council’s declaration of a climate emergency and consider
the environmental impact of Town Council operations by taking action to
reduce carbon emissions where practical.

b)

to work to provide recycling bins in suitable locations throughout the town
where practical and to encourage use of these recycling bins.

c)

to provide new bike racks in suitable locations to encourage increased use of
bikes.

d)

to consider, and use wherever possible, energy saving and efficient practices
in the development of new Town Council buildings and the refurbishment of
current buildings.

e)

to continue to rewild suitable areas of Town Council-owned land with
appropriate planting – including trees - and encourage other landowners to do
the same.

f)

to use, wherever possible, green energy suppliers for Town Council contracts.

Adopted at Full Council 3 March 2021

LONG TERM AIMS AND OBJECTIVES
1.

Performance of statutory powers and duties
The Town Council will:

2.

a)

maintain and aim to improve, year on year, the delivery of Town Council
services.

b)

commit to the Malvern council taxpayer to provide efficient, effective and best
value services for Malvern.

c)

continue working with other groups and agencies when determining the future
roles and responsibilities of the Town Council within the Malvern area.

d)

Review each of the Town Council policies at least every four years.

Improvement of operational standards
The Town Council will:

3.

a)

ensure all Council-owned and leased land and property is maintained to the
highest possible standard.

b)

ensure the Council maintains its visible presence to the highest possible
standard.

c)

when appropriate, negotiate with relevant local authorities and other bodies
regarding potential transfer of assets, services and accompanying funding.

d)

ensure, where possible, that the management of public realm1 in Malvern
remains in public ownership and is managed to the highest possible standard.

e)

lobby for the improvement of publicly-owned areas and other areas of public
interest.

Promotion of Malvern and its events
The Town Council will:

4.

a)

ensure that its role and achievements in Malvern are well promoted by utilising
the full range of promotional media.

b)

raise the profile of Malvern by the development of new events (both Town
Council-managed and in partnership) and support and enhance the annual
events calendar.

c)

be a democratic voice for the people of Malvern to address important issues
as and when they arise.

Consideration of planning and development matters
The Town Council will:
a)

continue to assume a greater role in planning matters and consider and
comment on both minor and major planning applications.

b)

make relevant representations at all stages of the planning process where it is
considered appropriate, especially at local planning authority meetings.

c)

review the Neighbourhood Plan as required and in line with the timetable for
the emerging South Worcestershire Development Plan Review (SWDPR).

d)

review developments in the South Worcestershire Development Plan Review
(SWDPR) and other government proposals which may relate to planning, and

1

Public realm is any space in the built environment that is free and open to everyone, including streets, squares,
forecourts, parks and open spaces, and space between and within buildings that is publicly accessible.
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LONG TERM AIMS AND OBJECTIVES
respond as appropriate.

5.

e)

continue to contribute towards, and where appropriate engage and comment
on, local transport policy and services in Malvern, through Worcestershire
County Council (WCC).

f)

utilise important contributions from residents as part of the Neighbourhood
Plan and work with partner organisations to address important non-land based
issues and develop and action plans accordingly.

Training and accessibility
The Town Council will:

6.

a)

seek to improve its accessibility and responsiveness to the public, as far as is
reasonably practicable.

b)

provide an induction session for new councillors and deliver an ongoing
programme of training – specifically in financial and planning matters - for all
councillors to attend and to keep up to date with any changes in the law and
to ensure good working practices are followed.

c)

provide appropriate training for any councillor taking on the role of Chairman
or Vice Chairman of the Council or one of its Committees, and this should be
undertaken as soon as is reasonable.

d)

provide the opportunity for, and encourage, all councillors to undertake training
on how the Council works (e.g. Standing Orders, Code of Conduct etc) as soon
as is reasonable. This training is not mandatory.

e)

provide continuing development of Town Council staff through a reasonable
programme of training to ensure good working practices are followed.

f)

deliver an ongoing commitment to ensure the welfare of staff.

Environmental impact on Town Council operations
The Town Council will:
a)

uphold the Town Council’s declaration of a climate emergency and consider
the environmental impact of Town Council operations by taking action to
reduce carbon emissions where practical.

b)

respond positively to new initiatives regarding combatting climate change and
incorporate these into day to day operations where practical.

c)

join with other groups and agencies to maximise the effectiveness of current
and new environmental initiatives.

d)

aim to provide recycling bins in suitable locations throughout the town and
encourage the use of these.

e)

encourage green transportation by investigating the viability of and
implementing, where possible, improved cycle lanes within the town and within
any new housing developments.

f)

consider, and use wherever possible, energy saving and efficient practices in
the development of new Town Council buildings and the refurbishment of
current buildings.

g)

continue to rewild suitable areas of Town Council-owned land with appropriate
planting – including trees – and encourage other landowners to do the same.

h)

use, wherever possible, green energy suppliers for Town Council contracts.
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LONG TERM AIMS AND OBJECTIVES
7.

Efficient working practices
The Town Council will:
a)

continue to investigate ways in which technology can be used to produce and
develop efficient working practices.

b)

maintain and enhance its digital presence through its website and social
media.

c)

ensure its meetings continue to focus on matters of importance to Malvern.

Adopted at Full Council 3 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 on Thursday 4 November 2021 at 6.00 pm
in the Council Chamber, Belle Vue Terrace, Malvern
POLICY REVIEWS IN 2021/22
1.

Purpose of report

1.1.

For review and decision.

2.

Recommendation

2.1.

Policy and Resources Committee is asked to consider, review and update the
following three policy documents as appropriate:
•

Anti-Fraud and Corruption Policy (attached at Appendix A)

•

Bully and Harassment Policy (attached at Appendix B)

•

General Privacy Notice (attached at Appendix C)

3.

Background

3.1.

One of the responsibilities of Policy and Resources Committee is to review the
policies held by Malvern Town Council.

3.2.

As a general rule, Council aims to review and update each policy at least once in
every council term of four years, although some may need to be reviewed more
frequently in line with legal changes.

3.3.

Town Council policies should be clear, robust and relevant as this will allow them to
be applied consistently, effectively and remove any ambivalence.

3.4.

At the last meeting of Policy and Resources Committee, a task and finish group was
formed to carry out an initial review of policies. However, circumstances and work
commitments have prevented any meetings from taking place.

3.5.

Officers have therefore selected three Town Council policies for review at this
meeting, with those chosen being those that have not been reviewed for some time.

3.6.

Committee members are asked to consider and review these policies and make
suggestions on how they should be amended or updated either at the meeting or
ready for consideration at the next meeting. A review date should also be included
at the bottom of each policy document.

3.7.

Committee is also asked to consider the appointment of additional members to the
task and finish group looking at the ongoing timetable for policy reviews as meetings
are proving difficult to schedule with only three councillors.

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.
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5.2.

Many of the Town Council’s policies have specific legal obligations. These include
Health and Safety, GDPR, equality, and whistleblowing. The legal implications to
the Council arising from its policy statements must be carefully considered in each
review.

End
Linda Blake
Town Clerk
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MALVERN TOWN COUNCIL ANTI FRAUD AND CORRUPTION POLICY
Malvern Town Council is committed to sound corporate governance and is determined to
prevent and eradicate fraud and corruption whether it is attempted from outside or from
within the Council. The Council seeks firstly to prevent any fraud and corruption but will take
all steps necessary to identify suspected fraud and corruption, and pledges to pursue the
recovery of any losses and the suitable punishment of those responsible.
1.
Introduction
1.1.

In administering its responsibilities the Council is committed to the highest ethical
standards. It expects all its members and staff to lead by example in ensuring
adherence to rules, procedures and recommended practices whilst maintaining
conduct of the highest standards such that public confidence in their integrity is
maintained.

1.2.

Fraud and corruption cheats the local tax-payer and undermines the aims of the
Authority to provide value for money services in an open, honest and accountable
way. Members and Officers should ensure they adhere to all rules, legal
requirements and all Council procedures and recommended practices. The Council
requires compliance with policies relating to information security and confidentiality.

1.3.

The Council expects that individuals and organisations (eg suppliers and
contractors) that it comes into contact with, will act towards the Council with integrity
and without thought or actions involving fraud or corruption.

1.4.

The Council’s Anti Fraud and Corruption Policy is based on a series of
comprehensive and inter-related procedures designed to frustrate any fraudulent or
corrupt act. The policy covers:
•
•
•
•

Culture
Prevention – internal control systems
Detection and Investigation – combining with others
Awareness

2.

Aims and Scope of this Policy

2.1.

This policy is a commitment that the Council will minimise the risk of fraud and
corruption whilst maximizing the likelihood of detection as soon as possible and
ensures any instances are fully investigated.

3.

Definitions

3.1.

Fraud
Any illegal acts characterized by deceit, concealment or violation of trust. These
acts are not dependent upon the application of threat of violence or of physical force.
Frauds are perpetrated by parties and organisations to obtain money, property or
services; to avoid payment or loss of services; or to secure personal or business
advantage, eg:
•
Theft of money
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•
•

Theft of goods
Obtaining a benefit or rebate to which a person is not entitled

3.2.

Corruption
The promising, requesting, offering, giving or accepting, directly or indirectly, of an
inducement or reward thereof that distorts the proper performance of any duty or
behaviour required of the recipient of the offer or bribe, eg:
•
The taking or giving of a bribe to secure favourable treatment in the granting
of a Council service or contract
•
The undue use of influence to procure a Council service or contract

4.

Culture

4.1.

The Council has determined that the culture and tone of the organisation will be one
of honesty and opposition to fraud and corruption. The Council will not tolerate
malpractice or wrongdoing in the provision of its services and is prepared to take
vigorous action to stamp out any instances of this kind of activity. The fight against
fraud and corruption can only be truly effective where these acts are seen as antisocial, unacceptable behaviour and whistle blowing is perceived as a public-spirited
action.

4.2.

There is an expectation and requirement that all individuals and organisations
associated in whatever way with the Council will act with integrity and that Council
staff and members at all levels will lead by example in these matters.

4.3.

The Council’s employees and elected members are positively encouraged to raise
any concerns they may have on these issues where they are associated with the
Council’s activity. They can do this in the knowledge that such concerns will be
treated in the utmost confidence and properly investigated.

4.4.

The Council appreciates that there are employees, elected members and members
of the public who would fear recrimination, victimization or harassment if it were
known that they were making a complaint and, therefore, the Council offers its full
protection under its Whistleblowing Policy to those persons who voice their concern
over any matter affecting the provision of the Council's services.

4.5.

Members of the public are also encouraged to report any concerns they may have
about Council staff or members via the Council’s Complaints system or via their
Councillor.

4.6.

Where either Council staff or members are implicated, the Town Clerk must be
informed immediately (unless it is possible that we may also be implicated). Any
subsequent investigation into members’ conduct will be conducted under the
procedures set out by the Standards Board for England under the Local Government
Act 2000 through national Ethical Standards Officers.

5.

Prevention
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5.1.

The Town Clerk has responsibility for the prevention of fraud and corruption
throughout the council. It is essential that managers understand the importance of
soundly designed systems which meet key control objectives and minimise
opportunities for fraud and corruption. They are responsible for assessing the
potential for fraud and corruption within their council’s activities and for implementing
appropriate strategies to reduce this risk. To this end Internal Audit provide advice
to departmental managers to ensure that they are fully aware of the need to give
sufficient emphasis to the preventative aspects of fraud and corruption work.

5.2.

Malvern Town Council is determined to frustrate the potential fraudster and to
introduce a robust prevention methodology, which will involve everyone including:
•
•
•
•
•
•
•

Staff
Members
Internal Control Procedures
Information and Communications Technology measures
External Agencies
The Public
Individuals and Bodies dealing with the Council

6.

Staff

6.1.

The Council is obliged to maintain, and is entitled to expect, a high standard of
conduct among its employees to ensure that public confidence in their integrity and
impartiality is not undermined. The public are entitled to demand conduct of the
highest standard and that staff are working honestly and without bias in order to
achieve the Council’s objectives.

6.2.

Staff are expected to follow the Council’s Staff Code of Conduct which sets out the
conduct expected of all employees in the performance of their jobs. Copies of the
Staff Code of Conduct will be issued to all new employees at the commencement of
their employment. The Council will invoke the appropriate disciplinary procedure
for breaches of code of conduct.

6.3.

Staff are required to operate within the Council’s Standing Orders and Financial
Regulations. They must also operate within Section 117 of the Local Government
Act 1972, regarding the disclosure of pecuniary interests in contracts relating to the
Authority or fees or rewards other than proper remuneration. Staff are required to
declare to the Town Clerk and register with the monitoring officer any potential areas
of conflict between their duties and responsibilities whilst acting on behalf of the
Council and any other areas of their personal or professional lives.

7.

Members

7.1.

Members of the Council are expected to operate honestly and without bias within
both a regulatory and advisory framework. Their Conduct is governed by:
•

Code of Conduct for Members
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•
•
•
•
•

National Code of Local Government Conduct
Local Authorities Members’ Interest Regulations 1992
Sections 94-96 of the Local Government Act 1972
Council Standing Orders and Financial Regulations
Local Government Act 2000: Part III

7.2.

These matters are specifically brought to the attention of Members in the Member’s
Handbook and include the declaration and formal registration with the Director of
Central Services and Enforcement of potential areas of conflict between Members'
council duties and responsibilities and any other areas of their personal or
professional lives.

8.

Internal Control Systems

8.1.

Malvern Town Council has Standing Orders, Financial Regulations and Procedures
in place which act as the framework for financial control within the Authority. All staff
are required to act in accordance with these rules and regulations when carrying out
their duties. The Rules of Procedure, Codes and Protocols are part of the Council’s
published Constitution.

8.2.

The Town Clerk, as the responsible financial officer, has a statutory responsibility
under Section 151 of Local Government Act 1972 to ensure the proper
arrangements of the Council's financial affairs and has adopted Financial Codes of
Practice and Accounting and requires service managers to ensure that departmental
procedure instructions exist in relation to the Council's activities.

8.3.

The Council has developed and is committed to continuing with systems and
procedures, which incorporate efficient and effective internal controls, adequate
separation of duties wherever possible and risk and performance management.

9.

Internal Audit

9.1.

A continuous internal audit, under the overall direction of the Town Clerk, is
maintained to review accounting, financial and all high-risk operations of the
Council. Such review is carried out to:
•
•
•
•

9.2.

Ensure financial controls are effective
Prevent the opportunity for fraud
Detect occurrences of fraud
Ensure the Council’s services are operating in an effective, efficient and
economic manner

In order to carry out their work the Council supports the fact that Internal Audit shall
have access and authority to:
•

Enter at any reasonable times any premises or land in occupation or
possession of the Council
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•

•
•

•
•

Examine all manual and computerised documents, accounts, statements,
records and correspondence relating to any financial or other transactions of
the Council
Examine information and data held on personal computers and other
hardware, fileservers and software
Require any employee of the council and any other organisation or person in
possession of council resources to produce cash, stores, records or any other
council property under their/his/her control
Apply any reasonable tests or checks that might be considered necessary
Require and receive any explanations as are necessary concerning any matter
under examination

9.3.

Depending on the nature of the allegations, the Internal Audit Section will normally
work closely with council staff and other agencies such as the Police to ensure that
all allegations and evidence are properly investigated and reported upon.

10.

External Audit

10.1.

An external auditor appointed by the Audit Commission also audits the Council. This
is a statutory requirement and the role of the external auditor covers:
•
•
•
•
•
•
•

The financial standing of the Council
Statements of Account
Legality of transactions
Performance indicators for Council services
Fraud and corruption arrangements review
Accuracy and effectiveness of all financial systems
Value for money studies on Council services

11.

Disciplinary Procedures

11.1.

All staff should be aware that, as a result of any fraudulent action, the Authority will
deal with such matters in accordance with the approved Disciplinary Procedures.
The Council will normally wish the police to be made aware of and to independently
prosecute offenders where financial impropriety is discovered.

12.

Prosecution and Sanction Policy

12.1.

The Council has approved a Housing and Council Tax Benefit Prosecution and
Sanction Policy, which it requires its officers to apply to all cases of fraud and abuse,
which occur to the Authority.

12.2.

This policy clearly states:
•
•

That Malvern Town Council is committed to protecting public funds through its
action on fraud
The circumstances which will be considered when deciding whether it is in the
public interest to pursue a prosecution; and
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•

The criteria for the use of cautions and/or administrative penalty, in appropriate
circumstances

13.

A Balanced Approach to Enforcement

13.1.

The main purpose of anti-fraud and corruption activity is to protect the public purse,
the public and legitimate businesses by making sure that legal requirements are met
and that everyone acts/operates within Council Policy and the law. It does not just
mean taking formal action, such as prosecution, but includes a wide range of actions
and measures to make sure that things are as they should be and provide help or
advice to prevent inappropriate activity. We will make policy and standards
available to individuals to inform them of their ethical obligations.

13.2.

We recognise that most employees, members and the public want to comply with
the law and thereby operate legitimately and responsibly. We will help and advise
wherever possible but will take firm action against those who ignore legal and policy
requirements or act irresponsibly.

13.3.

To achieve this we will:
•
•
•
•
•

13.4.

Make available information and advice on Policy and regulation in electronic
and printed formats
Provide awareness training
Distribute relevant codes of practice and handbooks at the induction of new
employees and members
Talk to witnesses and obtain witness statements where appropriate
Conduct interviews to investigate offences and obtain the facts

Guiding Principles
•

•

•

•

Consistency: We will carry out our duties in fair and consistent ways. To
achieve consistency we have documented procedures in place and regular
refresher trainer for investigative officers
Suitable Action: Every case is unique and must be considered on its own
facts and merits. When making decisions on the actions to take, we will always
take account of the Council’s policy and regulations
Human Rights: We will have regard to fairness and individual’s human rights
in all our prevention, detection and investigation activity and conform to the
European Convention on Human Rights (as implemented by the Human
Rights Act 1998)
Equal Opportunities and Diversity: We believe in openness and equality in
the way we provide services and that every individual is entitled to dignity and
respect. When taking prevention, investigatory and detection action we aim to
ensure that there will be no discrimination against any individual on the basis
of culture, ethnic or national origins, gender, disability, age, sexual orientation,
political or religious beliefs, socio-economic status, or previous criminal
conviction or caution which is not relevant to the current issue
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•

•

•

Vulnerable People: We will have regard to the particular circumstances of
breaches involving young people and the elderly and we will deal with them in
a manner that is appropriate
Individual needs: We understand that some members of the community may
have specific difficulties or special needs, which will need extra advice and
assistance. Careful explanation will be given and if necessary the services of
an interpreter or translation of documents will be provided. Appropriate
translated material will be provided where necessary and practical help
provided for people with impaired hearing, vision or other impairment
Complaints: All complaints will be tracked via the Council’s formal complaints
or grievance procedure

14.

Awareness

14.1.

The Council is committed to raising the profile of its anti-fraud and corruption work
and this Policy.

15.

Management system

15.1.

The Council will maintain activity records to monitor the quality and nature of
investigations and detection activities undertaken, so as to ensure independent
authorisation and review.

15.2.

Compliance with appropriate Statute, regulation, professional body guidance and
Council Policy will be ensured via refresher training and regular review and update
of procedural guidance. All officers undertaking investigation activities will be
suitably trained and qualified to ensure that they are fully competent to undertake
such duties.
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MALVERN TOWN COUNCIL BULLYING AND HARASSMENT POLICY
Purpose and Scope
1.
Statement
1.1.

In support of our value to Town Council staff, and in respect of others, Malvern Town
Council will not tolerate bullying or harassment by, or of, any of their employees,
officials, members, contractors, visitors to the council or members of the public from
the community which we serve. The Council is committed to the elimination of any
form of intimidation in the workplace.

2.

Definitions

2.1.

Harassment is unwanted conduct that violates a person’s dignity or creates an
intimidating, hostile, degrading, humiliating or offensive environment. This policy
covers, but is not limited to, harassment on the grounds of sex, marital status, sexual
orientation, race, colour, nationality, ethnic origin, religion, belief, disability or age.

2.2.

Bullying “Bullying may be characterised as a pattern of offensive, intimidating,
malicious, insulting or humiliating behaviour; an abuse of this use of power or
authority which tends to undermine an individual or a group of individuals, gradually
eroding their confidence or capability, which many cause them to suffer stress”.

2.3.

These definitions are derived from the ACAS guidance on the topic. Both
harassment and bullying are behaviours which are unwanted by the recipient.
Harassment and bullying in the workplace can lead to poor morale, productivity and
poor performance, sickness absence, lack of respect for others, turnover, damage
to the Council’s reputation and ultimately, Employment Tribunal or other court cases
and payment of unlimited compensation.

3.

Examples of unacceptable behaviour are as follows (this list is not exhaustive):

3.1.

Spreading malicious rumours, insulting someone, ridiculing or demeaning someone,
exclusion or victimisation, unfair treatment, overbearing supervision or other misuse
of position or power, unwelcome sexual advances, making threats about job
security, deliberately undermining a competent worker by overloading work and/or
constant criticism, preventing an individual’s promotion or training opportunities.
Bullying and harassment may occur face to face, in meetings, through written
communication, including e-mail, by telephone or through automatic supervision
methods. It may occur on or off work premises, during work hours or non-work time.

4.

Penalties

4.1.

Harassment and bullying are considered examples of serious misconduct which will
be dealt with through the Disciplinary Procedure at Gross Misconduct level and may
result in summary dismissal from the Council for employees or through referral to
the Standards Board of England, as a contravention of the Members Code of
Conduct which may result in penalties against the member concerned.
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5.

The Legal Position

5.1.

Councils have a duty of care towards all their workers and liability under common
law arising out of the Employment Rights Act 1996 and the Health and Safety at
Work Act 1974. Under the following laws, bullying or harassment may be
considered unlawful discrimination: Sex Discrimination Act 1975, Race Relations
Act 1976, Disability Discrimination Act 1995, Employment Equality (Sexual
Orientation) Regulations 2003, Employment Equality (Religion or Belief)
Regulations 2003, Employment Equality (Age) Relations 2006. In addition, the
Criminal Justice and Public Order Act 1994 and Protection from Harassment Act
1997 created a criminal offence of harassment and a right to damages for the victim.

Process for dealing with complaints of Harassment and Bullying
6.
Informal approach
6.1.

Anyone, employee, contractor, member or visitor, who feels he or she is being
bullied or harassed, should try to resolve the matter informally, in the first instance.
It may be sufficient to explain to the person(s) involved in the unwanted behaviour
that their conduct is unacceptable, offensive or causing discomfort.

7.

Formal Approach

7.1.

Employees: where the employee feels unable to solve the matter informally any
complaint about harassment or bullying can be raised confidentially and informally,
initially with the Chair of the Council or another Councillor if more appropriate. It
may be more appropriate for the complaint to be put in writing after the initial
discussion with the Councillor, as this will enable the formal Grievance Procedure
to be invoked.

7.2.

Others: any other party to the Council, other than an employee, who feels he or she
is being bullied or harassed should raise their complaint with a Councillor, and where
possible, the Town Clerk and request that the complaint be investigated and a
hearing held to discuss the facts and recommend the way forward.

8.

Grievance

8.1.

A meeting to discuss the complaint with the complainant will be arranged within five
working days of a written complaint being received and will be held under the
provisions of the Council’s Grievance Procedure. This meeting will be to discuss
the issues raised and a way forward for the member(s) of staff involved. Employees
have a right to be accompanied by a work colleague or a trade union representative
at this meeting. A full investigation of the complaint will be held by an officer as
appointed by the Chair/Councillor who is handling the process. It may be
appropriate for an external investigator to be involved in order to maintain objectivity
and impartiality. The Hearing Panel will publish its recommendations following
deliberation of the facts. An action plan should be made available to the complainant
to demonstrate how the problem is to be resolved. It may be decided that mediation
is required and the Council could contact NALC, an employer’s body or ACAS to
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this effect or the Council may offer counselling. The employee will have a right of
appeal as established by the Employment Act 2002. At all times the confidentiality
of the grievance will be of paramount importance in order to maintain trust in the
process hence details of the full grievance will not be shared with the Full Council
without prior approval by the complainant. The Council will commit not to victimize
the complainant for raising the complaint once the appropriate
grievance/disciplinary process has been concluded.
9.

Disciplinary Action

9.1.

Following a Grievance Hearing a full report will be made to all parties and this may
result in disciplinary action being taken against the perpetrator of the alleged
action/behaviour. For an employee this will follow the Disciplinary Procedure, under
the Employment Act 2002 provisions, in accordance with NJC Green Book Terms
and Conditions. The action must be reasonable and in some cases counselling or
training in appropriate skill areas eg inter-personal communication, assertiveness,
chairmanship etc, may be more appropriate than a penalty. The range of
disciplinary sanctions available to the council, where a member has been involved
in bullying/harassment include: admonishment and an undertaking not to repeat the
process, removal of opportunities to further harass/bully, banning from committees
of the Council and representation of any outside bodies, a referral to the Standards
Board by the Council and/or the aggrieved victim. There may also be a referral to
the Police under the Protection from Harassment Act 1997, in the most extreme
cases.

9.2.

False or malicious allegations of harassment or bullying which damage the
reputation of a fellow employee/member will not be tolerated and will be dealt with
as serious misconduct under the Disciplinary Procedure or a referral to the
Standards Board.

10.

Responsibilities

10.1.

All parties to the Council have a responsibility to ensure that their conduct towards
others does not harass or bully or in any way demean the dignity of others. If
unacceptable behaviour is observed then each individual can challenge the
perpetrator and ask them to stop.

10.2.

The Council undertakes to share its policy with all members and workers and
request that each party signs to demonstrate that acceptance of its terms. All new
members and employees will be provided with a copy of this policy.

10.3.

A review of the policy shall be undertaken each year (or as appropriate) and
necessary amendments will be undertaken by the Clerk.

10.4.

The Council will undertake to ensure that its members and workers are trained in
the processes required by this policy as deemed appropriate.

11.

Useful Contacts
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➢
➢
➢
➢

ACAS www.acas.org.uk tel: 0300 123 1100
Local Government Ombudsman for Wales https://www.ombudsman.wales
Tel: 0300 790 0203
Andrea Adams Trust, a charity committed to tackling workplace bullying
www.andreaadamsconsultancy.com 0333 939 0177
Society of Local Council Clerks (SLCC) www.slcc.co.uk Tel: 01823 253646
Advisory Note 24
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MALVERN TOWN COUNCIL GENERAL PRIVACY NOTICE
Your personal data – what is it?
“Personal data” is any information about a living individual which allows them to be identified
from that data (for example a name, photographs, videos, email address, or address).
Identification can be directly using the data itself or by combining it with other information
which helps to identify a living individual (e.g. a list of staff may contain personnel ID
numbers rather than names, but if you use a separate list of the ID numbers which gives the
corresponding names to identify the staff in the first list, then the first list will also be treated
as personal data). The processing of personal data is governed by legislation relating to
personal data which applies in the United Kingdom including the General Data Protection
Regulation (the “GDPR”) and other legislation relating to personal data and rights such as
the Human Rights Act.
Who are we?
This Privacy Notice is provided to you by Malvern Town Council (the Council) which is the
data controller for your data.
Other data controllers the Council works with:
•
Other data controllers such as local authorities
•
Community groups
•
Charities
•
Other not-for-profit entities
•
Contractors
We may need to share your personal data we hold with them so that they can carry out their
responsibilities to the Council. If we and the other data controllers listed above are
processing your data jointly for the same purposes, then the Council and the other data
controllers may be “joint data controllers” which means we are all collectively responsible to
you for your data. Where each of the parties listed above is processing your data for its own
independent purposes, then each of us will be independently responsible to you and if you
have any questions, wish to exercise any of your rights (see below) or wish to raise a
complaint, you should do so directly to the relevant data controller.
A description of what personal data the Council processes and for what purposes is set out
in this Privacy Notice.
The Council will process some or all of the following personal data where necessary
to perform its tasks:
•
Names, titles, aliases, photographs
•
Contact details such as telephone numbers, addresses, and email addresses
•
Where they are relevant to the services provided by a Council, or where you provide
them to us, we may process information such as gender, age, marital status,
nationality, education/work history, academic/professional qualifications, hobbies,
family composition, and dependants
•
Where you pay for activities such as use of a Council hall, financial identifiers such as
bank account numbers, payment card numbers, payment/transaction identifiers, policy
numbers and claim numbers
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•

The personal data we process may include sensitive or other special categories of
personal data such as criminal convictions, racial or ethnic origin, mental and physical
health, details of injuries, medication/treatment received, political beliefs, trade union
affiliation, genetic data, biometric data, data concerning and sexual life or orientation.

How we use sensitive personal data
•
We may process sensitive personal data including, as appropriate:
− information about your physical or mental health or condition in order to
monitor sick leave and take decisions on your fitness for work
− your racial or ethnic origin or religious or similar information in order to
monitor compliance with legal requirements and obligations to third parties
•
These types of data are described in the GDPR as “special categories of data” and
require higher levels of protection. We need to have further justification for collecting,
storing and using this type of personal data
•
We may process special categories of personal data in the following circumstances:
− in limited circumstances, with your explicit written consent
− where we need to carry out our legal obligations
− where it is needed in the public interest
•
Less commonly, we may process this type of personal data where it is needed in
relation to legal claims or where it is needed to protect your interests (or someone
else’s interests) and you are not capable of giving your consent, or where you have
already made the information public
Do we need your consent to process your sensitive personal data?
In limited circumstances, we may approach you for your written consent to allow us to
process certain sensitive personal data. If we do so, we will provide you with full details of
the personal data that we would like and the reason we need it, so that you can carefully
consider whether you wish to consent.
The Council will comply with data protection law. This says that the personal data
we hold about you must be:
•
Used lawfully, fairly and in a transparent way
•
Collected only for valid purposes that we have clearly explained to you and not used
in any way that is incompatible with those purposes
•
Relevant to the purposes we have told you about and limited only to those purposes
•
Accurate and kept up to date
•
Kept only as long as necessary for the purposes we have told you about
•
Kept and destroyed securely including ensuring that appropriate technical and security
measures are in place to protect your personal data, to protect personal data from loss,
misuse, unauthorised access and disclosure
We use your personal data for some or all of the following purposes:
•
To deliver public services, including to understand your needs to provide the services
that you request and to understand what we can do for you and inform you of other
relevant services
•
To confirm your identify to provide some services
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•
•
•
•
•

•
•
•
•
•

•
•

To contact you by post, email, telephone or using social media (e.g. Facebook, Twitter,
WhatsApp)
To help us to build up a picture of how we are performing
To prevent and detect fraud and corruption in the use of public funds and where
necessary for law enforcement functions
To enable us to meet all legal and statutory obligations and powers including any
delegated functions
To carry out comprehensive safeguarding procedures (including due diligence and
complaints handling) in accordance with best safeguarding practice from time to time
with the aim of ensuring that all children and adults at risk are provided with safe
environments and generally as necessary to protect individuals from harm or injury
To promote the interests of the Council
To maintain our own accounts and records
To seek your views, opinions or comments
To notify you of changes to our facilities, services, events and staff, Councillors and
other role holders
To send you communications which you have requested and that may be of interest to
you. These may include information about campaigns, appeals, other new projects or
initiatives
To process relevant financial transactions including grants and payments for goods
and services supplied to the Council
To allow the statistical analysis of data so we can plan the provision of services

Our processing may also include the use of CCTV systems for the prevention and
prosecution of crime.
What is the legal basis for processing your personal data?
The Council is a public authority and has certain powers and obligations. Most of your
personal data is processed for compliance with a legal obligation which includes the
discharge of the Council’s statutory functions and powers. Sometimes, when exercising
these powers or duties it is necessary to process personal data of residents or people using
the Council’s services. We will always take into account your interests and rights. This
Privacy Notice sets out your rights and the Council’s obligations to you.
We may process personal data if it is necessary for the performance of a contract with you,
or to take steps to enter into a contract. An example of this would be processing your data
in connection with the use of sports facilities, or the acceptance of an allotment garden
tenancy.
Sometimes the use of your personal data requires your consent. We will first obtain your
consent to that use.
Sharing your personal data
This section provides information about the third parties with whom the Council may share
your personal data. These third parties have an obligation to put in place appropriate
security measures and will be responsible to you directly for the manner in which they
process and protect your personal data. It is likely that we will need to share your data with
some or all of the following (but only where necessary):
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•
•

•

The data controller listed above under the heading “Other data controllers the Council
works with”
Our agents, suppliers and contractors. For example, we may ask a commercial
provider to publish or distribute newsletters on our behalf, or to maintain out database
software
On occasion, other local authorities or not-for-profit bodies with which we are carrying
out joint ventures e.g. in relation to facilities or events for the community.

How long do we keep your personal data?
We will keep some records permanently if we are legally required to do so. We may keep
some other records for an extended period of time. For example, it is currently best practice
to keep financial records for a minimum period of 8 years to support HMRC audits or provide
tax information. We may have legal obligations to retain some data in connection with our
statutory obligations as a public authority. The Council is permitted to retain data in order
to defend or pursue claims. In some cases, the law imposes a time limit for such claims (for
example 3 years for personal injury claims or 6 years for contract claims). We will retain
some personal data for this purpose as long as we believe it is necessary to be able to
defend or pursue a claim. In general, we will endeavour to keep data only for as long as we
need it. This means that we will delete it when it is no longer needed.
Your rights and your personal data
You have the following rights with respect to your personal data:
When exercising any of the rights listed below, in order to process your request, we may
need to verify your identity for your security. In such cases, we will need you to respond
with proof of your identity before you can exercise these rights.
The right to access personal data we hold on you
At any point you can contact us to request the personal data we hold on you as well as why
we have that personal data, who has access to the personal data and where we obtained
the personal data from. Once we have received your request, we will respond within one
month.
There are no fees or charges for the first request but additional requests for the same
personal data or requests which are manifestly unfounded or excessive may be subject to
an administrative fee.
The right to correct and update the personal data we hold on you
If the data we hold on you is out of date, incomplete or incorrect, you can inform us and your
data will be updated.
The right to have your personal data erased
If you feel that we should no longer be using your personal data or that we are unlawfully
using your personal data, you can request that we erase the personal data we hold.
When we receive your request, we will confirm whether the personal data has been deleted
or the reason why it cannot be deleted (for example because we need it to comply with a
legal obligation).
The right to object to processing of your personal data or to restrict it to certain
purposes only
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You have the right to request that we stop processing your personal data or ask us to restrict
processing. Upon receiving the request we will contact you and let you know if we are able
to comply or if we have a legal obligation to continue to process your data.
The right to data portability
You have the right to request that we transfer some of your data to another controller. We
will comply with your request, where it is feasible to do so, within one month of receiving
your request.
The right to withdraw your consent to the processing at any time for any processing
of data to which consent was obtained
You can withdraw your consent easily by telephone, email or by post (see contact details
below)
The right to lodge a complaint with the Information Commissioner’s Office
You can contact the Information Commissioner’s Office on 0303 123 1113 or via email
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner’s Office,
Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.
Transfer of data abroad
Any personal data transferred to countries or territories outside the European Economic
Area (“EEA”) will only be placed on systems complying with measures giving equivalent
protection of personal rights either through international agreements or contracts approved
by the European Union. [Our website is also accessible from overseas so on occasion some
personal data (for example in a newsletter) may be accessed from overseas].
Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy Notice,
then we will provide you with a new notice explaining this new use prior to commencing the
processing and setting out the relevant purposes and processing conditions. Where and
whenever necessary, we will seek your prior consent to the new processing.
Changes to this notice
We keep this Privacy Notice under regular review and we will place any updates on this web
page www.malverntownCouncil.org This Notice was last updated in May 2018.
Contact Details
Please contact us if you have any questions about this Privacy Notice of the personal data
we hold about you or to exercise all relevant rights, queries or complaints at:
− The Data Controller, Malvern Town Council, 28-30 Belle Vue Terrace, Malvern,
WR14 4PZ email: townclerk@malvern-tc.org.uk

