
 
 

 
 
 

MALVERN TOWN COUNCIL 
 
 
 

POLICY AND RESOURCES COMMITTEE 
 

REPORTS 
 

For meeting on Wednesday 2 November 2022 at 6.00 pm 
Council Chamber, Belle Vue Terrace 

 
 
 





 

8.  Policy Review Task and Finish Group Recommendations 
 Report PR05/22 to follow 

9.  Review of Town Council Objectives – Short and Long Term 
 Report PR06/22 to follow 

10.  Date and Time of Next Meeting 
 Wednesday 16 November 2022, 6.00 pm – Budget Working Party 
 Wednesday 30 November 2022 at 6.00 pm – Policy and Resources Committee 



UNADOPTED 
 

PRC1 

MINUTES OF A MEETING OF  
THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 
held in the Council Chamber, Belle Vue Terrace, Malvern  

on Wednesday 25 May 2022 at 6.00 pm 
 

Councillors Absent 
C Hooper (Chairman) J Ashington-Carter (apologies) 
J Satterthwaite (Vice-Chairman) J O’Donnell  
C Fletcher   
R McLaverty-Head  In attendance 
N Mills  Linda Blake - Town Clerk 
A Stitt Cllr N Houghton - Mayor 

 

1. ELECTION OF CHAIRMAN 

Cllr Clive Hooper was elected as Chairman of the Policy and Resources Committee 
for 2022/23. 

2. ELECTION OF VICE CHAIRMAN 

Cllr Jack Satterthwaite was elected Vice Chairman of the Policy and Resources 
Committee for 2022/23. 

3. APOLOGIES FOR ABSENCE 

Apologies for absence from Cllr J Ashington-Carter were NOTED.  

4. DECLARATIONS OF INTEREST 

Cllr Clive Hooper – Vice President and past Chairman of Malvern Civic Society. 

5. 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 30 March 2022. 

PUBLIC PARTICIPATION 
None. 

6. SMALL GRANTS SCHEME, 2nd round 2021/22 – resubmission of Malvern Civic 
Society Application 
Report PR01/22 was received and accepted. 

Committee reviewed the additional details received from Malvern Civic Society 
relating to funding amounts and details of leaflet circulation in respect of their 
application to the small grants scheme. 

It was AGREED to award a small grant of £500 to Malvern Civic Society. 

7. REVIEW OF TOWN COUNCIL GRANTS SCHEME 
Report PR02/22 was received and accepted. 

The Town Clerk explained that after an in-depth review of the Town Council’s grants 
scheme in June/July 2020, a two-year review of its effectiveness was now due.  The 
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report outlined a few discussion points, and it was agreed that Committee would 
take each one in turn. 

Timing of the Scheme 

It was AGREED that the scheme should continue to run twice a year, once in 
August/September and then again in February/March. 

Emergency Grants 

It was AGREED that the Emergency grants process should continue unchanged. 

Amount of Awards 

Committee AGREED that the current limits were suitable and did not need changing 
with small grants being up to £500 and large grants having an advisory limit of 
between £501 and £2,500. 

Frequency of Applications 

Committee discussed whether there should be any limits of the number of times one 
single organisation could apply for a grant over a period of time.  Whilst it was 
generally felt that every application should be decided on its merits, there were 
concerns expressed over whether more than one large grant application should be 
allowed in a single year from a single organisation. 

It was AGREED that the frequency of small grants applications would not be 
restricted and that all applications to the small grants scheme would be assessed 
on their merits. 

It was AGREED that organisations would only be able to submit one large grant 
application in each financial year. 

Nature of Organisation  

Committee discussed whether there should be any further restrictions on the type 
of organisations which can apply to the scheme and in particular whether schools 
as recipients of government funding should be able to receive grant funding. 

It was AGREED that there should be no further restrictions imposed and that all 
applications would be decided on their merits rather than by nature of organisation. 

Applications Forms and Assessment Forms 

Committee AGREED that the applications forms, and assessment forms did not 
require any further changes. 

Any Other Points  

Committee members had no further suggestions or amendments to the current 
grants scheme. 

8. QUARTERLY ACCOUNTS – FOURTH AND FINAL QUARTER 2021/22 
JANUARY, FEBRUARY, AND MARCH 2022 
Management Accounts for the fourth and final quarter ending 31 March 2022 

Report PR03/22 was received and accepted, and the Town Clerk presented the 
quarterly accounts for the fourth and final quarter of the 2021/22 financial year. 
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Committee received the management accounts. 

The Town Clerk summarised the accounts which showed that there was a deficit 
balance of £63,822 being taken from General Reserves, £56,160 behind the 
budgeted deficit of £7,662.  In summary, this is an overspend against budget of 
£56,160 for the fourth quarter of the 2021/22 financial year. 

The management accounts showed variances of approximately £12,000 over 
budget against administration and £1,300 over budget against operational costs.  
The Town Clerk outlined the main variances of these which were detailed in the 
report.   

There had been an underspend of £14,258 against the Asset Renewal and 
Refurbishment budget and a net addition to earmarked reserves of £59,738 for the 
quarter. 

Year to Date 
As the fourth quarter is also the final quarter, the Town Clerk outlined the main 
variances for the financial year 2021/22 as a whole.  For the year to date, there was 
an overspend against budget of £22,984.  This deficit would be taken out of General 
Reserves and was a reasonable figure for the year end, especially when considering 
that a number of additional projects had taken place during the year and that nearly 
£20,000 of costs for three by-elections had been incurred. 

Committee members expressed concerns about the effect of increasing fuel and 
utility costs on the Council’s budget and how any further by-election costs would 
impact the Council’s financial position.  The Town Clerk explained that it was 
possible to reschedule certain larger operational projects should the need arise and 
that costs for the Belle Vue Building were dependent on whether the Council was 
able to sell the building or retain it.  In addition, the current tenants of Belle Vue 
Terrace had clauses in their leases which allow the Council to review and increase 
the service charge costs for utilities.  

Overall, the Council currently has a good amount of general reserves which does 
provide a buffer should costs increase about budgeted levels. 

It was RECOMMENDED that Council approves the Quarterly Accounts for the fourth 
and final quarter, ending 31 March 2022. 
Cash report CR1 January, February, March 2022 
Committee NOTED the cash report for January, February, March 2022. 
Bank payments schedule January, February, March 2022 
Committee NOTED the bank payments schedule for January, February, March 
2022. 
The Chairman thanked the Town Clerk and the staff for a well-produced set of 
accounts. 

9. STAFFING MATTERS 
  The Town Clerk informed councillors that some changes in the number of hours 
worked by office staff had enabled a new member of staff to be employed to work 
one day a week and to help cover staff holidays. 



UNADOPTED 
 

PRC4 

  There will be no change to the overall administrative salary cost, but the employment 
of an extra staff member will allow more flexibility when covering office opening 
hours. 

10. DATE AND TIME OF NEXT MEETING 
  It was AGREED that the date of the next meeting will be Wednesday 15 June 2022, 
at 6.00 pm. 
The meeting finished at 7.05 pm. 

 
 

………………………………………………(Chairman) 



AGENDA ITEM 4 
REPORT PR01/22 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 
MALVERN TOWN COUNCIL 

to be held on Wednesday 2 November 2022 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
SMALL GRANTS SCHEME – 1ST ROUND 2022/23 

 
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 two qualifying requests for donations that can be 

assessed under the small grants scheme: 
A. Phoenix Theatre Collective  £500.00 
B. St Richard’s Hospice £500.00 

3.2. Policy and Resources Committee completed a comprehensive review and revision 
of its grants policy in June and July 2020.  Further reviews took place in April 2021 
and May 2022 with some small amendments being made.    

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 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. 

3.4. 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. 

3.5. 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. 

3.6. 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.  
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Phoenix Theatre Collective 

3.7. This application has scored the minimum of 20 points required to qualify for 
consideration by committee.  It should be noted that the event for which funding is 
required has now passed but this is due to the fact that the originally scheduled 
Policy and Resources Committee to consider grants was postponed. 

3.8. The organisation is a new company which launched on 12 September therefore 
some of the documentation held by more established organisations is missing. 

3.9. A bank account has now been set up in the name of Phoenix Theatre. 
St Richard’s Hospice 

3.10. St Richard’s Hospice have submitted an application for a grant of £500 to 
contribute towards the purchase of a “Cuddle Bed”.  St Richard’s Hospice regularly 
apply to the grants scheme, their last application being in April 2021 for £500.  The 
application form is comprehensive with all information provided as required and a 
score of 30 out of 30. 

4. Financial Implications 
4.1. The Council has set aside a total of £5,000 in its 2022/23 budget, for the payment 

of small grants. 
4.2. Two qualifying small grant applications have been received this year.  The 

applications add up to a total requested amount of £1,000.  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 2022/23. 

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: PHOENIX THEATRE 

Amount Requested: £500 

Time of Grant Application: September 2022  

 
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 

SUB TOTAL   12 8  

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. 

20 
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The Phoenix Theatre Collective 
@ The Coach House Theatre 

Attention: Kirsty Cubberley, Founder Phoenix Collective 

Grange Road 

Malvern 

WR14 3HA 

 Or  

Kirsty Cubberley 

The Phoenix Collective 

The Chancel House 

Green Lane 

Malvern 

WR14 4HU 

 

www.phoenixcollective.co.uk 

07850 956 074 

 

Aims and Objectives 

Phoenix Theatre Collective has been created to provide an all-round community theatre programme 

covering live performance, actor training, outreach education, schools' live production for all ages and 

all abilities, offering community workshops and social gatherings.  It is led by Kirsty Cubberley a theatre 

professional director and practitioner with an interest specific learning differences and is hosted at The 

Coach House Theatre: a state-of-the-art community theatre centrally located in Great Malvern.  Come 

and find your creative mojo. 

This grant will enable Phoenix Theatre Collective to afford the rent charged for hiring The Coach House 

Theatre for the week of October half term (24-28 October) in order to offer a daily holiday drama 

programme stuffed full of a Post Covid exuberance for drama skills, self-confidence building, devising 

and fun.  This is for any children between the ages of 8 – 14 years, at a low cost to parents.  (£135 per 

child for the week) We advertise online, through our facebook pages in local press and by contacting all 

local schools individually. The drama workshop is called The Cracking Cabaret and will be created during 

that week and performed to friends and family on Friday 28th October at The Coach House Theatre. 

During Covid children have not had the huge benefits and learning experience that live performance 

gives and this week-long workshop provides plenty of opportunity for children to gain that lost 

experience.  This is the first project from The Phoenix Collective, but during the summer Kirsty 

Cubberley (founder) pulled together Matilda Jnr a two-week long summer workshop with performance.  

Matilda Jnr was very successful and proved in great demand, hence the creation of a half term project.  

The Phoenix Collective is a new company and this is its first offering: the first of many! 

Kirsty Cubberley 

http://www.phoenixcollective.co.uk/


MALVERN TOWN COUNCIL 
SMALL GRANTS MARKING CRITERIA 

 
 
Name of organisation: ST RICHARD’S HOSPICE 

Amount Requested: £500 

Time of Grant Application: September 2022  

 
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 

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. 

30 
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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 Wednesday 2 November 2022 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
LARGE GRANTS SCHEME – 1ST ROUND 2022/23  

 
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: 

• Monksfield Allotment Association - £4,500 
3.2. Policy and Resources Committee completed a comprehensive review and revision 

of its grants policy in June and July 2020.  Further reviews took place in April 2021 
and May 2022, with some small amendments being made.    

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.   
Monksfield Allotment Association 

3.7. This application is for £4,500 which, although allowed by grant scheme rules, 
would be the largest amount ever awarded under this scheme.  The application 
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has been scored 37 out of 45 points to take into consideration that it will only 
benefit allotment plot holders, there have been no other sources of funding 
secured other than the request to the Town Council.  Finally permission will need 
to be sought from the Council before the project can go ahead as the Council is 
the owner of land at Monksfield Lane, even though the site is self-managed. 
Malvern Civic Society 

3.8. An application from Malvern Civic Society has been refused as it is requesting a 
grant of £1,000 for enhancement of Great Malvern Cemetery which is a Town 
Council owned and managed asset.  The Town Council cannot award grants to 
manage its own assets through a third party. 

4. Financial Implications 
4.1. The Council has set aside a total of £13,000 in its 2022/23 budget, for the payment 

of large grants. 
4.2. One large grant application has been received this year with a requested amount 

of £4,500.  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 2022/23. 

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 



APPENDIX A 
MALVERN TOWN COUNCIL 

LARGE GRANTS MARKING CRITERIA 
 

Name of Organisation: MONKSFIELD ALLOTMENT ASSOCIATION 

Amount Requested: £4,500 

Time of Grant Application: September 2022 

 
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 LOW  MED  HIGH 

1. Voluntary organisation with governance 
systems and constitution 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. Clear outline of project financing and 
sources of funding 1 2 3 4 5 

5. Demonstration that project will provide 
significant benefit to Malvern Town 
residents/community 

2 4 6 8 10 

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

1 2 3 4 5 

7. New initiative or demonstration of 
continued benefit of annual event 1 2 3 4 5 

8. Grant form fully completed with all 
relevant information supplied 1 2 3 4 5 

SUB TOTAL   12  25 

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. 

37 
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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 Wednesday 2 November 2022 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
MALVERN THEATRE PLAYERS –  

REQUEST FOR DEFERMENT OF LARGE GRANT 
 
1. Purpose of Report 
1.1. For decision. 
2. Recommendation  
2.1. Policy and Resources Committee is recommended to consider a request from 

Malvern Theatre Players to defer their large grant to late spring 2023. 
3. Background 
3.1. Malvern Theatre Players applied for a large grant in the second round of the 

Council’s grants scheme in 2021/22.   
3.2. At a meeting held on 30 March 2022, Policy and Resources Committee agreed to 

award Malvern Theatre Players a grant of up to £1,400.  The purpose of the grant 
was to offer young people free admission to see the stage production of The Wind 
in the Willows scheduled for the end of August 2022. 

3.3. The Company Manager has now written to the Town Clerk to inform Council that 
the production of The Wind in the Willows has not been able to take place as 
planned and that the Theatre Players hope to re-schedule the show for late spring 
possibly 22 – 27 May 2023. 

3.4. Malvern Theatre Players have not yet submitted an invoice for the funds of £1,400 
to be transferred and are requesting that the grant be deferred to late spring 2023. 

3.5. Funds have already been accrued in the Council’s accounts to pay this grant, but 
committee must agree whether these can be deferred into the 2023/24 financial 
year. 

4. Financial Implications 
4.1. An amount of £1,400 was accrued at Year End 2021/22 for this grant to Malvern 

Theatre Players.  This can either be carried over into the 2023/24 financial year or 
released back into general reserves depending on the committee’s decision. 

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 
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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 Wednesday 2 November 2022 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
POLICY REVIEW TASK AND FINISH GROUP RECOMMENDATIONS 

 
1. Purpose of Report 
1.1. For decision. 
2. Recommendation  
2.1. Policy and Resources Committee is asked to consider and approve the following 

four policies as recommended by the Policy Review Task and Finish Group: 
 Appearance and Dress Code Policy 

 Electronic Payments Policy 

 Equality and Diversity Policy 

 General Privacy Notice 

3. Background 
3.1. Full Council resolved in April 2022 to set up a Policy Review Task and Finish 

Group for a period of six months to clear the backlog of policy reviews. 
3.2. Unfortunately, absences due to either holiday or illness have affected the number 

of meetings held to date.  However, four policies have been reviewed, amended 
and agreed with another four having been through an initial review process ready 
for approval at the next meeting. 

3.3. Full Council agreed that the Task and Finish Group would report back to Policy 
and Resources Committee and therefore four amended policies, attached at 
Appendix A are submitted for review, amendment as necessary and then 
recommendation to Full Council. 

3.4. These policies are: 
 Appearance and Dress Code Policy (staff), updated from May 2017 
 Electronic Payments Policy, updated from December 2018 
 Equality and Diversity Policy, updated from August 2020 
 General Privacy Policy, updated from May 2018 

3.5. It was also agreed that the Equal Opportunities Statement (undated) was no 
longer required, being out of date and superseded by the Equality and Diversity 
Policy. 

4. Financial Implications 
4.1. None pertaining to this report.  
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5. Legal Implications 
5.1. The Town Council is required to implement and maintain a robust annual 

governance system under Accounts and Audit Regulations, and this includes 
having an adequate system of internal controls. 

5.2. Many of the Town Council’s policies have legal obligations such as Health and 
Safety, GDPR, quality and whistleblowing.  The legal implications arising from 
each policy must be regularly reviewed and updated as necessary. 

 
 
 
End 
 
Linda Blake 
Town Clerk



APPENDIX A 

Reviewed by: Policy Review Task and Finish Group – 15 June 2022 
Adopted:  
Next review due: June 2026 
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Employees’ appearance and dress code policy Page 1 of 4 

MALVERN TOWN COUNCIL  

APPEARANCE AND DRESS CODE POLICY 

1. Introduction 

1.1. The way employees present themselves at work directly affects how internal and external 

stakeholders and the public regard Malvern Town Council (hereafter known as ‘the Council’) 

and the Council’s image.  Employees should consider the impact that their appearance has 

on others, and an employee’s appearance should emphasise respect for those they work 

with and the service they are providing. 

1.2. An employer’s dress code must not be discriminatory in respect of the protected 

characteristics in the Equality Act 2010 for age, disability, gender reassignment, religion or 

belief, sex, or sexual orientation. 

2. Aims of this policy 

2.1. To ensure that employees are safe and dressed appropriately. 

2.2. To avoid unlawful discrimination – this policy applies to everyone equally and avoids gender 

specific prescriptive requirements. 

2.3. To make reasonable adjustments for disabled people – it may be appropriate not to apply 

dress code requirements where their impact is more onerous on a disabled employee. 

2.4. To clarify where certain standards are required for health and safety reasons. 

3. Terms 

3.1. At all times employees should dress appropriately and look professional relating to the work 

they must do. 

3.2. At all times employees should be clean, tidy and presentable, and maintain a good standard 

of personal hygiene. 

3.3. All employees should refrain from dressing in such a way which could intimidate or cause 

offence or embarrassment to others. 

3.4. All employees should have consideration for health and safety factors, and personal 

protective clothing and equipment should be worn and maintained in a manner acceptable 

to the Council. 

3.5. All employees must be mindful of the effect their appearance has on others; clothes, hair, 

make-up, jewellery, piercing and tattoos should not cause offence, embarrassment, or 
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intimidation, and should be in keeping with a professional appearance and health and safety 

requirements.  

3.6. Regardless of work location, it is unacceptable to wear the following: 

• Any item of clothing that may draw untoward attention or cause offence.  For example, 

it is inappropriate to wear cut-off shorts, crop tops, see-through material or clothing 

that exposes areas of the body normally covered at work: or contain inappropriate or 

offensive words or pictures. 

• Any item of clothing that could present a health and safety risk 

• Dirty, wrinkled, ripped or frayed clothing. 

• Denim, combat trousers, cords, tracksuits and general sportswear. 

3.7. When considering jewellery, piercings and tattoos that can be seen by colleagues or 

members of the public, consideration must be given to ensuring that an employee is in 

keeping with a professional appearance and with health, safety and security requirements. 

3.8. The Council is agreeable for employees to follow the traditions of their 

ethnic/cultural/religious background where this is safe and appropriate for the job role. 

Office-based employees  

3.9. In addition to the clauses above, office-based staff should wear a good-fitting, supportive 

shoe with closed toe.  Backless footwear - such as flip flops and sliders - is not allowed for 

safety reasons. 

Operational employees  

3.10. Operational employees are provided with uniform and appropriate, steel toe capped 

protective footwear, and have a responsibility to wear these items during working hours and 

to keep the uniform clean and in a good state of repair. 

Employees working at events  

3.11. All employees who work at the Council’s events should wear events clothing as instructed 

and provided. 

4. Provisions 

4.1. Managers will determine the appropriateness of their employees’ appearance in relation to 

local service requirements.  Employees should seek the advice of their manager if they are 

unsure about the appropriateness of their appearance or dress. 
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4.2. There may be times when employees wish to support different charities and they would like 

to ask for exceptions to the normal dress code rules, for instance ‘Jeans for Genes Day’, 

‘Christmas Jumper Day’ etc.  On these occasions, employees should ask their manager if 

it would be appropriate to take part. 

4.3. Managers may take the decision to amend or relax certain provisions in the policy should 

the need arise from extremes in climate or other unforeseen circumstances which are 

judged relevant. 

5. Review and action 

5.1. The Council recognises that it is important to review regularly this policy to ensure that it 

reflects up to date equality legislation and best practice. 

5.2. A review of the Appearance and Dress Code Policy will be carried out as least once very 

council term as a minimum and any necessary actions taken. 
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 MALVERN TOWN COUNCIL  

ELECTRONIC PAYMENTS POLICY 

1. Introduction 

1.1. Following the repeal of 150(5) of the Local Government Act 1972 which stipulated a two 

member signature rule, local councils are now allowed to take advantage of electronic payment 

methods. 

1.2. In adopting any such electronic payment method however, the underlying principle of 

safeguarding public money still applies and Malvern Town Council (hereafter known as the 

Council) must ensure that robust controls on payments still remain. 

1.3. In normal circumstances, payment runs are processed fortnightly. 

1.4. In the absence of the Town Clerk and/or RFO, duties will be carried out by the Operations 

Manager. 

1.5. In the absence of the Finance and Administration Officer, duties will be carried out by the Office 

and Operations Co-ordinator. 

2. Documentation 

2.1. Prior to any electronic payment being made, a report of invoices for payment will be produced 

detailing all payments that are to be made in the current payment run.  This document will be 

completed and checked by the Finance and Administration Officer. 

2.2. The Invoices for Payment report will be presented to the Responsible Financial Officer (RFO) 

and two Members of the current named signatories (as detailed on the bank mandate) for 

approval.  Each will sign the Payment Authorisation sheet.   

2.3. All source documents such as supplier invoices and other similar requests for payments will 

be made available for inspection by the named signatories when the payment report is signed. 

2.4. The Finance and Administration Officer will process the approved payments via the online 

payment system. 

2.5. The RFO will check and confirm details on the online payment system with that shown on the 

approved Invoices for Payment report ensuring that the total payment amounts agree to that 

of the Payments Authorised sheet and giving the secondary approval required to process each 

online payment.   

2.6. All payment schedules will be reviewed by Policy and Resources Committee as part of the 

financial reports at least once every quarter. 



APPENDIX A 

 
Electronic Payments Policy  Page 2 of 2 

3. Security 

3.1. Each operator of the online payment system will have appropriate access which cannot be 

overruled.  Each will have their own unique log-on and passcode to be able to operate the 

payment system.  The Finance and Administration Officer will create the batch of payments 

but will be unable to authorise this batch.  This must be done by a second person after checking 

the batch and this will be the RFO.   

3.2. All unique log-on details and passcodes must be kept securely by each respective individual 

and must not be shared. 

3.3. Any changes to these operator names must be approved by the Town Clerk.   

3.4. Any changes to the Town Clerk’s details or responsibilities should be approved by two payment 

signatories. 

3.5. Access to online banking will be directly to the access page (which may be saved under 

“favourites”) and not through a search engine or email link.  Computer auto-saving of bank log-

on and passcode details will be prohibited. 

3.6. Once the payment run has been completed, each operator of the online payment system must 

ensure they have logged out securely. 

3.7. The Town Clerk will ensure that any computers used to transact financial business on behalf 

of the Council will have operational and up-to-date anti-virus, anti-spyware and firewall 

software in place.   The Council has an IT maintenance contractor in place to carry out these 

works. 

4. Audit 

4.1. All payments made through the online banking system will be made available to the Internal 

Auditor for validation during internal audits. 

5. Review and action 

5.1. The Council recognises that it is important to regularly review this policy to ensure that it 

reflects up to date legislation and any recommendations from the audit process. 

5.2. A review of the Electronic Payments Policy will be carried out as least once every council 

term as a minimum and any necessary actions taken. 
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 MALVERN TOWN COUNCIL  

EQUALITY AND DIVERSITY POLICY 

1. Introduction 

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

no individual is discriminated against in the planning and delivery of any of our activities.  

Malvern Town Council (hereafter known as ‘the Council’) therefore aims to ensure that the 

values of equality, diversity and respect for all are embedded into everything that it does. 

1.2. The Council encourages all employees, councillors, volunteers and contractors to give their 

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

2. Aims of this policy 

2.1. This policy is intended to demonstrate the Council’s commitment to eliminating 

discrimination and encouraging and valuing diversity among employees, councillors, 

volunteers and contractors.   

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

delivering the Council’s services, events and activities, and in its governance and 

employment practices. 

2.3. The Council recognises its responsibilities under the Equality Act 2010 and is committed to 

meeting them in full.  The Council believes that a culture that embraces equality and values 

diversity will help to ensure that everyone feels involved and included in its plans, 

programmes and activities. 

2.4. The Council aims to create an environment which respects and welcomes everyone, and in 

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

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

characteristics1 named in the Equality Act 2010. 

2.5. The Council aims to oppose and avoid all forms of unlawful discrimination, in the delivery 

of its services to the public, in its governance, employment conditions, recruitment practices, 

in training or other developmental opportunities. 

3. The Council’s commitments 

 
1 Age; gender reassignment; being married or in a civil partnership; being pregnant or on maternity leave; 
disability; race, including colour, nationality, and ethnic or national origin; religion or belief; sex (gender) and 
sexual orientation. 
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3.1. The Council understands that for equality to be achieved this policy needs to be made 

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

3.2. The Council’s employees, councillors, volunteers and contractors all have a responsibility 

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

contents of this policy. 

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

3.4. The Council encourages equality and diversity in the delivery of its services and within its 

governance and employment practices and gender neutrality in its language use, as this is 

good and proper practice and helps to make the most of skills available and efficient delivery 

of Council services. 

3.5. The Council aims to create a service-delivery and working environment free of bullying, 

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

and where individual differences and contributions are recognised and valued. This 

commitment includes training employees and councillors about their rights and 

responsibilities under this policy.  Responsibilities include employees and councillors 

conducting themselves to help the Council provide equal opportunities in employment, and 

prevent bullying, harassment, victimisation and unlawful discrimination. 

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

for acts of bullying, harassment, victimisation and unlawful discrimination, in the course of 

their employment, against fellow employees, councillors, volunteers, contractors, 

customers, suppliers and members of the public. 

3.7. The Council will take seriously complaints of bullying, harassment, victimisation and 

unlawful discrimination by fellow employees, councillors, volunteers, contractors, 

customers, suppliers and members of the public and any others in the course of the 

Council’s work activities. 

3.8. The Council will make opportunities for training, development and progress available to all 

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

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

the Council. 

3.9. The Council will review employment practices and procedures when necessary to ensure 

fairness, and to update them and will review the policy to take account of changes in the 

law.  Policies will be reviewed at least once every four-year council term. 
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3.10. The Council will monitor the make-up of the workforce regarding information such as age, 

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

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

this policy.   

3.11. The Council recognises that an Equality and Diversity Policy alone is not enough to ensure 

that equality and diversity are central to everything that the Council does. 

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

all employees, councillors, volunteers and contractors are recognised and valued in all that 

the Council does.  In this way the Council hopes to provide an example of good equality 

practice and promote community cohesion within its community. 

3.13. The Council recognises that many people are unfamiliar with the ways in which 

discrimination and disadvantage affect people’s health, their well-being and quality of life.  

The Council will therefore support people to develop equalities awareness and 

understanding. 

3.14. In conjunction with 3.9 above, the Council will ensure it is meeting the aims and the spirit of 

this policy by: 

• discussing and reviewing how well the Council is implementing this policy, and 

adjusting its practices, developing a rolling action plan where necessary; 

• assessing any significant new or revised policies and procedures for their impact on 

equality; 

• embedding equality and diversity into its development plans; 

• ensuring its employment practices and procedures are consistent with the aims of this 

policy. 

3.15. The Council is committed to: 

• using accessible venues for events and meetings; 

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

letters, reports and publicity materials in suitable format as far as it is within its means 

to do so. 

4. Misconduct 

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

misconduct under the Council’s grievance and/or disciplinary procedures, or by way of the 
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Code of Conduct complaint as appropriate, in relevant circumstances and any appropriate 

action will be taken.  Particularly serious complaints could amount to gross misconduct and 

lead to dismissal without notice in the case of employees.  The Council reserves the right 

to take steps to protect employees in cases of inappropriate behaviour to them, including 

by councillors and members of the public.  In the case of councillor misconduct in this 

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

Council’s Code of Conduct. 

4.2. Sexual harassment may amount to both an employment rights/Code of Conduct and a 

criminal matter, such as in sexual assault allegations.  In addition, harassment under the 

Protection from Harassment Act 1997 – which is not limited to circumstances where 

harassment relates to a protected characteristic – is a criminal offence. 

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

right to make a claim to an employment tribunal within three months of the alleged 

discrimination. 

5. Review and action 

5.1. The Council recognises that it is important to review regularly this policy to ensure that it 

reflects up to date equality legislation and best practice. 

5.2. A review of the Equality and Diversity Policy will be carried out as least once very council 

term as a minimum and any necessary actions taken. 
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 MALVERN TOWN COUNCIL  

GENERAL PRIVACY NOTICE 

1. Who are we? 

1.1. This Privacy Notice is provided to you by Malvern Town Council (hereafter known as ‘the 

Council’ or ‘We’) which is the data controller for your data. 

2. Other data controllers the Council works with: 

• Local authorities 

• Community groups 

• Charities 

• Not-for-profit entities 

• Contractors 

PERSONAL DATA 

3. Personal data – what is it? 

3.1. “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 (eg. a list of employees may contain personnel ID 

numbers rather than names, but if there is a separate list of the ID numbers which gives the 

corresponding names to identify the employees 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. 

3.2. We may need to share your personal data we hold with other data controllers 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. 
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4. The Council will process some or all of the following personal data where necessary 
to perform its tasks: 

a) Names, titles, aliases, photographs; 

b) Contact details such as telephone numbers, addresses, and email addresses; 

c) Where they are relevant to the services provided by the 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; 

d) 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; 

e) 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. 

5. The Council will comply with data protection law.  This says that the personal data 
we hold about you must be: 

a) Used lawfully, fairly and in a transparent way; 

b) Collected only for valid purposes that we have clearly explained to you and not used 

in any way that is incompatible with those purposes; 

c) Relevant to the purposes we have told you about and limited only to those purposes; 

d) Accurate and kept up to date; 

e) Kept only if necessary for the purposes we have told you about; 

f) 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. 

6. We use your personal data for some or all of the following purposes: 

a) 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; 



APPENDIX A 

 
General Privacy Notice  Page 3 of 7 

b) To confirm your identify to provide some services; 

c) To contact you by post, email, telephone or using social media (eg. Facebook, Twitter, 

WhatsApp); 

d) To help us to build up a picture of how we are performing; 

e) To prevent and detect fraud and corruption in the use of public funds and where 

necessary for law enforcement functions; 

f) To enable us to meet all legal and statutory obligations and powers including any 

delegated functions; 

g) 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; 

h) To promote the interests of the Council; 

i) To maintain our own accounts and records; 

j) To seek your views, opinions or comments; 

k) To notify you of changes to our facilities, services, events and staff, Councillors and 

other role holders; 

l) 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; 

m) To process relevant financial transactions including grants and payments for goods 

and services supplied to the Council; 

n) To allow the statistical analysis of data so we can plan the provision of services; 

o) Our processing may also include the use of CCTV systems for the prevention and 

prosecution of crime. 

SENSITIVE DATA 

7. How we use sensitive personal data 

7.1. We may process sensitive personal data including, as appropriate: 
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a) information about your physical or mental health or condition to monitor sick leave 

and take decisions on your fitness for work; 

b) your racial or ethnic origin or religious or similar information to monitor compliance 

with legal requirements and obligations to third parties. 

7.2. 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. 

7.3. We may process special categories of personal data in the following circumstances: 

a) in limited circumstances, with your explicit written consent; 

b) where we need to carry out our legal obligations; 

c) where it is needed in the public interest. 

7.4. 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. 

8. Do we need your consent to process your sensitive personal data? 

8.1. 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 sensitive personal data that we would like and the reason we need it, so that you can 

carefully consider whether you wish to consent. 

PERSONAL AND SENSITIVE PERSONAL DATA 

9. What is the legal basis for processing your personal and sensitive personal data? 

9.1. 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 consider your interests and rights.  This Privacy 

Notice sets out your rights and the Council’s obligations to you. 

9.2. We may process personal data if it is necessary for the performance of a contract with you, 

or to take steps to enter a contract with you.  An example of this would be processing your 
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data in connection with the use of sports facilities, or the acceptance of an allotment garden 

tenancy. 

9.3. Sometimes the use of your personal and sensitive personal data requires your consent.  We 

will first obtain your consent to that use. 

10. Sharing your personal and sensitive personal data 

10.1. The Council may share your personal and sensitive personal data with third parties.  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 data.  It 

is likely that we will need to share your data with some or all of the following (but only where 

necessary): 

a) The data controller listed above under the heading “Other data controllers the Council 

works with”; 

b) 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; 

c) On occasion, other local authorities or not-for-profit bodies with which we are carrying 

out joint ventures eg. in relation to facilities or events for the community. 

11. How long do we keep your personal and sensitive personal data? 

11.1. 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 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 if 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. 

12. Your rights and your personal and sensitive personal data 

12.1. You have the following rights with respect to your personal data: 
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a) 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. 

13. The right to access personal and sensitive personal data we hold about you 

13.1. At any point you can contact us to request the personal data we hold about 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. 

13.2. 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. 

14. The right to correct and update the personal and sensitive personal data we hold 
about you 

14.1. If the data we hold about you is out of date, incomplete or incorrect, you can inform us and 

your data will be updated. 

15. The right to have your personal and sensitive personal data erased 

15.1. If you feel that we should no longer be using your personal and sensitive personal data or 

that we are unlawfully it, you can request that we erase the data we hold. 

15.2. When we receive your request, we will confirm whether the personal and sensitive 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). 

16. The right to object to processing of your personal and sensitive personal data or to 
restrict it to certain purposes only 

16.1. You have the right to request that we stop processing your personal and sensitive 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. 

17. The right to data portability 

17.1. 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. 
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18. The right to withdraw your consent to the processing at any time for any processing 
of data to which consent was obtained    

18.1. You can withdraw your consent easily by telephone, email or by post (see contact details 

below). 

19. The right to lodge a complaint with the Information Commissioner’s Office 

19.1. You can contact the Information Commissioner’s Office on 0303 123 1113, Monday to 

Friday between 9am and 5pm excluding bank holiday or via web form at 

https://ico.org.uk/global/contact-us/  

20. Transfer of data abroad 

20.1. 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]. 

21. Further processing 

21.1. If we wish to use your personal and sensitive 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. 

22. Changes to this notice 

22.1. The Council keeps this Privacy Notice under regular review and will place any updates on 

the Council’s website www.malverntowncouncil.org.  This Notice was last updated in June 

2022. 

23. Contact Details 

23.1. If you have any questions about this Privacy Notice or the personal data we hold about you 

or to exercise all relevant rights, queries or complaints, please contact The Data Controller, 

Malvern Town Council, 28-30 Belle Vue Terrace, Malvern, WR14 4PZ or email: 

townclerk@malvern-tc.org.uk  

https://ico.org.uk/global/contact-us/
http://www.malverntowncouncil.org/
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 on Wednesday 2 November 2022 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 2023 until 31 March 2024. 

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. 

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. IN November 2021, a further review was carried out but this time on a lighter-touch 
basis with some minor alterations made only to the short-term objectives. 

3.5. 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. 

3.6. 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



  AGENDA ITEM 9 
APPENDIX A 

 

 Long Term Aims and Objectives – 1 April 2022 until 31 March 2027 

1.  Performance of statutory powers and duties 

 The Town Council will: 

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. 

2.  Improvement of operational standards 

 The Town Council will: 

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. 

3.  Promotion of Malvern and its events 

 
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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 The Town Council will: 

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. 

4.  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 respond as appropriate. 

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. 

5.  Training and accessibility 

 The Town Council will: 

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

6.  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. 
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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. 

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. 
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 Short Term Aims and Objectives – 1 April 2022 until 31 March 2023 

1.  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. 

2.  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. 

3.  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 continue the following annual events as agreed at Full Council on 3 February 2022, government guidelines permitting:  
2022 
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Civic Service 9 April 
Peaky Blinders Charity Casino Night  22 April 
Health & Wellbeing Fair/Mayor’s Peaks Challenge  30 April 
Queen’s Jubilee Celebrations  5 June 
Bands in the Park programme  8 May - 18 Sep 
Armed Forces Day  26 June 
Heart of England in Bloom  June/July 
The Mayor’s Bonanza  28 August 
Field of Remembrance 10-17 November 
Armistice Day 11 November 
Remembrance Sunday 13 November 
Christmas Festival 26 November 
Christmas Charity Concert 17 December 
Festive Cheer Bags 19 December 

4.  Consideration of planning and development matters  

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. 

5.  Training and accessibility  
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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. 

d)  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.  

e)  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.  

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

6.  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. 
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