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MINUTES OF A MEETING OF  
THE POLICY AND RESOURCES COMMITTEE 

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

on Wednesday 4 October 2023 at 6.00 pm 
 

Councillors Absent 
I Dawson (Chair) N Houghton (apologies) 
C Fletcher (Vice-chair) C Lee 
S Austin (substitute for Cllr Houghton) R McLaverty-Head (apologies) 
M Birks  
M Jones (from 6.10pm) Also in attendance 
J MacLusky Linda Blake - Town Clerk 
K Newbigging Louise Wall – Minute Clerk 
 Cllr Clive Hooper (Mayor) 
 Chris Bassett, Coach House Theatre 
 Tony Palmer, Men’s Shed 
 Richard Potter, Men’s Shed 

 
25. APOLOGIES FOR ABSENCE 

Apologies for absence from Cllr Nick Houghton and Ronan McLaverty-Head were 
NOTED.  Cllr Nick Houghton had substituted Cllr Sean Austin. 

26. DECLARATIONS OF INTEREST 
Agenda item 4, Small Grants Scheme, 1st Round 2023/24 

• Cllr Marilyn Birks – has worked with the programme development manager 
at Everybody Dance  

Agenda item 5, Large Grants Scheme, 1st Round 2023/24 

• Cllr Marilyn Birks – member of the Coach House Theatre 
• Cllr Karen Newbigging – member of Malvern Joggers, which uses the 

facilities at Malvern Rugby Club 
• Cllr Clive Fletcher – member of the Coach House Theatre 
• Cllr Iain Dawson – member of Malvern Rugby and Football Club 

Agenda item 6, Phoenix Theatre Collection, request for change of purpose of grant 

• Cllr Marilyn Birks – knows the founder of Phoenix Theatre Collective 
27. 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, and these were signed by the 
Chairman: 
 Policy and Resources Committee meeting 7 September 2023. 

PUBLIC PARTICIPATION 
None.  However, it was agreed that those attending the meeting in support of grant 
applications would speak under the relevant agenda item. 
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The Chairman announced that under Standing Order 1a he would be altering 
the order of business so that agenda item 5 ‘Large Grants Scheme, 1st Round’ 
would be brought forward. 

28. LARGE GRANTS SCHEME, 1ST ROUND 2023/24 
Report PR02/23 was received and accepted. 
Six qualifying large grant applications had been received.  It was agreed that each 
application would be discussed before considering each award. 
Malvern Theatre Players £2,390 – Mr Chris Bassett, Company Manager of the 
Coach House Theatre explained that the amount applied for was to fund free child 
tickets (up to age 14 years) for an outdoor performance of The Secret Garden in the 
summer 2024, as well as Christmas show tickets for disadvantaged children and a 
dementia-friendly Christmas show, and a small amount for publicity materials.  The 
overall aim was that theatre would be made more accessible and available to those 
who may not ordinarily be able to afford or access performances. 
Members questioned whether the performances would still be able to go ahead if a 
part grant was awarded, and how the events would be advertised. 
Mr Bassett answered that the performances would be able to go ahead, but only if 
the additional funds could be gained from the Theatre Players.  Advertising would 
be across all platforms but the council would only be billed for actual money spent. 
Mr Bassett left the meeting at 6.15pm. 
Malvern Men’s Shed £1,800 – Tony Palmer explained how the Men’s Shed 
movement began in Australia and quickly spread to twelve countries.  The UK 
currently has over 900 groups, all providing a meeting space for predominantly men, 
but also for women.  It had been proven that men in particular find it difficult to cope 
with loneliness and isolation, which can follow retirement, divorce or bereavement.  
The Malvern Men’s Shed has seen improvement in the mental health and wellbeing 
of attendees through its friendly and inclusive atmosphere.  The grant would enable 
the purchase of a dust extraction system to improve the air quality, a table saw to 
replace an older one that had been donated but was not very safe, and a pyrography 
kit – a portable ‘heated pen’ that burns decorative patterns into wood. 
Members asked how many people attended the Men’s Shed, and across what age 
range, how it was linked to Community Action and how they would manage if the 
grant was not awarded. 
Mr Palmer answered that the Malvern Men’s Shed had 52 members ranging from 
age 60 to 85, but anyone over the age of 18 is welcome.  If the grant was not 
awarded and the purchases could not go ahead, the Men’s Shed could still operate 
but the air quality would be a concern. 
Mr Palmer and Mr Potter left the meeting at 6.40pm.  
What Makes You Different, Makes You Beautiful (WMYDMYB) £1,960 – no one 
from the organisation had attended the meeting but the grant application was to fund 
a wellbeing group family trip to Drayton Manor Park at Christmas, paying for coach 
hire and 52 entrance tickets.  The charity’s main aim was to see children with 
disabilities accepted within their community. 
It was questioned how a trip to the theme park would aid this but members generally 
felt that being at the park itself was a type of integration, and it was important for the 
children and families, especially those who may be disadvantaged financially, to be 
able to take part in these activities. 
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Malvern Rugby and Football Club £2,500 – no one from the Rugby Club was in 
attendance at the meeting but the application was to fund the replacement of broken 
slabs in the outdoor space thereby improving safety of those using the club. 
It was pointed out that the club’s reserves were high but only £33.11 would be 
contributed by the club to the overall project cost of £2,533.11. 
However, members agreed that the club space should be safe for people to use, not 
just rugby club members but also other groups who hired the facilities.  It was 
confirmed that the project cost included labour and materials, not just the purchase 
of the slabs.  
Jack’s Place Care CIC £2,500 – no one from Jack’s Place Care attended the 
meeting.  The day care centre is for adults with learning difficulties based in Berrow.  
Although this is outside the Malvern area, the Town Clerk informed members that 
they could still award a grant if sufficient numbers of Malvern residents would 
benefit, and subject to the application generally being satisfactory.  The grant would 
fund refurbishment and redecoration of the clients cabin room, fitting it out with 
furniture, toilet facilities and some funding towards refreshments for visitors. 
It was noted that reserves for this organisation were high.  Members questioned who 
owned the field that the centre was sited on, and what timeframe covered the build 
of the centre. 
Perfect Circle Theatre Group £2,240 – there were no representatives from the 
theatre group at the meeting.  The application stated that the grant was for a one-
off project that was linked to an annual programme and would fund workshops, 
bursary spaces and specific research on neurodiversity. 
Members noted that theatre can play an important part in wellbeing but that this 
project could overlap with other theatre offerings in the area, and questioned who 
would benefit from this project.  It was felt that more clarity was required on the 
purpose and benefits of this grant. 
Members then considered the award of grants as follows: 
It was AGREED to award a grant of £990 to The Coach House Theatre, being £520 
for the Christmas show(s) for children, £320 for the dementia friendly Christmas 
show and £150 for publicity.  The Coach House Theatre to be invited to apply to the 
2nd round of the scheme in early 2024 for a grant of £1,400 for the performance of 
The Secret Garden. 
It was AGREED to defer an award to Perfect Circle Theatre Group and to invite Lee 
Farley, Director of the group to attend a meeting of Policy and Resources Committee 
to explain what is involved in the annual National Theatre Connections Programme, 
and how this additional project fitted alongside this.  Councillors also wished to know 
more about how the project benefits existing theatre members and Malvern 
residents. 
It was AGREED to defer an award to Jack’s Place Care CIC so that more details 
could be obtained including confirmation of who owns the field in which the cabin is 
sited, over what timescale the cabin had been built and exactly how many Malvern 
residents would benefit. 
It was AGREED to award a grant of £1,800 to Malvern Men’s Shed. 
It was AGREED to award a grant of £1,960 to What Makes You Different Makes 
You Beautiful. 
It was AGREED to award a part-grant of £1,250 to Malvern Rugby and Football Club 
leaving the club to match-fund the other 50% of the project cost. 
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29. SMALL GRANTS SCHEME, 1ST ROUND 2023/24 
Report PR01/23 was received and accepted. 
Four qualifying grant applications had been received. 
Everybody Dance £500 – the grant would support a new project to put on ‘Tea 
Dances’ in Malvern over a twelve-month period, covering the cost of venue hire and 
refreshments.  The tea dances would be aimed at elderly people living with dementia 
and long-term health issues and encourage interaction between them and younger 
people. 
It was AGREED to award a grant of £500 to Everybody Dance. 
Engage Malvern £500 – the application related to Malvern Festival of Ideas, and 
would be used to purchase equipment necessary to deliver a branding approach 
including festival flags, stage branding, signage, banners, backdrops, posters and 
printing. 
It was AGREED to award a grant of £500 to Engage Malvern 
The Elgar Chorale of Worcester £500 – a grant of £500 would contribute towards 
the cost of putting on a concert on 14 October which would be fundraising for new 
choir robes for the Priory choirs. 
It was AGREED to reject the application as committee did not feel it offered enough 
benefit to Malvern residents as a whole. 
Under Standing Order 3(x) it was agreed to extend the meeting by a further 15 
minutes. 
Zest for Life Conversation and Laughter £487.86 – the grant would purchase a 
panini maker and panini papers, to provide paninis to those attending the regular 
Zest for Life Conversation and Laughter sessions at the Octagon Centre. 
It was AGREED to award a grant of £487.86 to Zest for Life. 

30. PHOENIX THEATRE COLLECTIVE – REQUEST FOR CHANGE OF PURPOSE 
OF GRANT 
Report PR03/23 was received and accepted. 
The Town Clerk explained that the original grant award had been for a half-term 
holiday club in October 2022.  However, a letter received by the council in August 
2023 detailed how the grant had been spent on a different workshop.  Grant rules 
state that if the award is not spent on the original purpose then a request for change 
of purpose must be applied for, to ensure a clear and transparent audit trail is in 
place. 
The request for a change of purpose of grant was AGREED. 

31. DATE AND TIME OF NEXT MEETING 
  It was AGREED that the date of the next meeting would be Wednesday 1 November 
2023. 
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.  
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32. OPERATIONAL STAFF – BENCHMARKING EXERCISE 
The Town Clerk gave a verbal report and following committee discussion, it was 
AGREED to approve the Town Clerk carrying out a benchmarking exercise 
regarding Operational Staff. 
The meeting finished at 8.15 pm. 
 
 
 

………………………………………………(Chairman) 
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REPORT PR01/23 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 
MALVERN TOWN COUNCIL 

to be held on Wednesday 1 November 2023 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
LARGE GRANTS SCHEME – 1ST ROUND 2023/24 

JACK’S PLACE CARE CIC 
 
1. Purpose of report 
1.1. For decision. 
2. Recommendation 
2.1. Policy and Resources Committee is recommended to consider the large grant 

application from Jack’s Place Care CIC alongside a presentation from Diane 
Thomson and Hannah James. 

3. Background 
3.1. Policy and Resources Committee considered requests for donations under the large 

grants scheme at its meeting on 4 October 2023. 
3.2. When considering the application from Jack’s Place Care CIC, Councillors felt that 

further information was required before a final decision could be made. 
3.3. The Town Clerk wrote to the managing director inviting them to attend a future 

meeting of the Council’s Policy and Resources Committee and requesting further 
details on the ownership of the land and facilities as well as the timescale for the 
overall project. 

3.4. A copy of the Officers’ marking scheme, and grant application are attached at 
Appendix A to this report.  These provide guidance but it is the role of Policy and 
Resources Committee to decide whether to award funding. 

3.5. Representatives from Jack’s Place Care CIC will be in attendance at the meeting to 
give a short presentation and to answer any questions from committee members. 

3.6. After evaluation by Officers, this application received 35 out of 45.  The grant form 
was fully completed with all relevant information supplied, however a low mark has 
been given for the demonstration of significant benefit to Malvern residents.  The 
reason for this is that this centre is located in Berrow, outside of the town area and 
currently only fifty residents of Malvern will benefit, 18 of which currently attend the 
centre on a daily basis. 

3.7. Members are reminded that large grants should provide significant benefits both to 
the 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 set aside a total of £10,000 in its 2023/24 budget, for the payment of 

large grants. 
4.2. To date, awards of £6,000 have been agreed by Committee, although it should be 

noted that this is the first of two grant windows in the current financial year. 
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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 



Name of Organisation: 

Amount Requested: 

MALVERN TOWN COUNCIL 

LARGE GRANTS MARKING CRITERIA 

Jacks Place Care CIC 

£2,500 

REPORT PR01/23 

APPENDIX A 

Purpose of Grant: 
Refurbishment and redecoration of client's 
cabin room in Berrow. 

Time of Grant Application: September 2023 

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
1 2 3 4 5 

systems and constitution in place

2. Clear description of project/activity with

arrangements in place to manage and 1 2 3 4 5 

deliver

3. Own bank account and financial
1 2 3 4 5 

information supplied

4. Clear outline of project financing and
1 2 3 4 5 

sources of funding

5. Demonstration that project will provide

significant benefit to Malvern Town 2 4 6 8 10 

residents/community

6. One-off cost to support a particular

project, event, activity or purchase of 1 2 3 4 5 

equipment (ie not running costs)

7. New initiative or demonstration of
1 2 3 4 5 

continued benefit of annual event

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

relevant information supplied

SUB TOTAL 4 16 15 

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 35 

Resources Committee. 
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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 1 November 2023 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
DIGNITY AT WORK POLICY 

 
1. Purpose of report 
1.1. For decision. 
2. Recommendation 
2.1. Policy and Resources Committee is recommended to consider adopting the Dignity 

at Work Policy (attached at Appendix A) as an update to the Council’s current anti-
harassment and bullying policy (employees).   

3. Background 
3.1. The Dignity at Work Policy is a new governance document which has been 

developed by the project team at NALC. 
3.2. This policy would replace any previous bullying and harassment policy.  It 

encompasses behaviours beyond bullying and harassment and zero tolerance to 
deal with concerns before they escalate. 

3.3. Committee is asked to consider the policy, make any amendments as necessary 
and consider a recommendation to Full Council. 

4. Financial Implications 
4.1. None pertaining to this report. 
5. Legal Implications 
5.1. None pertaining to this report. 
 
 
End 
 
Linda Blake 
Town Clerk 



AGENDA ITEM 7 
APPENDIX A 

Reviewed by: Policy and Resources Committee – 1 November 2023 
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Next review due:  
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DIGNITY AT WORK POLICY 
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MALVERN TOWN COUNCIL  

DIGNITY AT WORK POLICY 

1. Introduction 

1.1. This policy replaces Malvern Town Council’s Anti-harassment and Bullying Policy 

(Employees) as adopted in March 2022. 

2. Definition 

2.1. Malvern Town Council (hereafter known as ‘the Council’) believes that civility and respect 

are important in the working environment, and expect all councillors, officers and the public 

to be polite and courteous when working for, and with the council.  

3. Purpose 

3.1. The Council is committed to creating a working environment where all council employees, 

councillors, contractors and others who come into contact with the Council in the course of 

its work, are treated with dignity, respect and courtesy.  The Council aims to create a 

workplace where there is zero tolerance for harassment and bullying. 

3.2. The Council recognises that there is a continuum where unaddressed issues have the 

potential to escalate and become larger, more complex issues and this policy sets out how 

concerns will be managed.  However, the emphasis of the policy is on resolution and 

mediation where appropriate, rather than an adversarial process. 

3.3. This document: 

• explains how the Council will respond to complaints of bullying or harassment; 

• ensures that the Council responds sensitively and promptly; and, 

• supports the Council’s employees in ensuring their behaviour does not amount to 

bullying and/or harassment by giving examples. 

4. Scope 

4.1. This policy covers bullying and harassment of and by Town Council employees.  Should 

agency employees, or contractors have a complaint connected to their engagement with 

the Council, this should be raised with the Town Clerk in the first instance.  Should the 

complaint be about the Town Clerk, the complaint should be raised with the Chair of 

Council.   



 AGENDA ITEM 7 
APPENDIX A 

 
 
Dignity at Work Policy Page 2 of 15 

4.2. Agency employees, or contractors are equally expected to treat Council employees, and 

other representatives and stakeholders with dignity and respect, and the Council may 

terminate the contract, without notice, where there are suspicions of harassment or bullying. 

4.3. Complaints about other employment matters will be managed under the Council’s grievance 

policy.  

4.4. It is noted that the management of a situation may differ depending on who the allegations 

relate to (e.g. employees, contractor, councillor), however, the Council will take appropriate 

action if any of its employees are bullied or harassed by fellow employees, councillors, 

members of the public, suppliers or contractors.   

5. The position on bullying and harassment 

5.1. All employees and council representatives are entitled to dignity, respect and courtesy 

within the workplace and to not experience any form of discrimination.  The Council will not 

tolerate bullying or harassment in the workplace or at work-related events outside of the 

workplace, whether the conduct is a one-off act or repeated course of conduct, and whether 

harm is intended or not.  Neither will the Council tolerate retaliation against, or victimisation 

of, any person involved in bringing a complaint of harassment or bullying.  All employees 

and councillors should also be aware that, if you have bullied or harassed someone (e.g. 

physical violence, harassment), in some circumstances the treatment may amount to a 

crime punishable by a fine or imprisonment. 

5.2. All representatives of the Council are expected to treat each other with respect and uphold 

the values of the code of conduct, equality opportunities policy, and all other policies and 

procedures set by the Council.   

5.3. The Council expects you to demonstrate respect by listening and paying attention to others, 

having consideration for other people’s feelings, following protocols and rules, showing 

appreciation and thanks, and being kind. 

5.4. Allegations of bullying and harassment will be treated seriously.  Investigations will be 

carried out promptly, sensitively and, as far as possible, confidentially.  Employees and 

others who make allegations of bullying or harassment in good faith will not be treated less 

favourably as a result.   

5.5. False accusations of harassment or bullying can have a serious effect on innocent 

individuals.  Employees and others have a responsibility not to make false allegations.  

While it is assumed that all complaints of bullying and harassment are made in good faith, 

in the event that allegations are found to be malicious or vexatious the person raising the 

complaint may be subject to action under the council’s disciplinary procedure.  
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6. What Type of Treatment amounts to Bullying or Harassment? 

6.1. ‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a group 

of people) to another that is unwanted and that has the effect of violating that person’s 

dignity or creating an intimidating, hostile, degrading, humiliating, or offensive environment 

for that person.   

6.2. Examples of bullying and harassment include:  

• Physical conduct ranging from unwelcome touching to serious assault 

• Unwelcome sexual advances 

• The offer of rewards for going along with sexual advances e.g. promotion, access 

to training 

• Threats for rejecting sexual advances 

• Demeaning comments about a person’s appearance 

• Verbal abuse or offensive comments, including jokes or pranks related to age, 

disability, gender re-assignment, marriage, civil partnership, pregnancy, 

maternity, race, religion, belief, sex or sexual orientation 

• Unwanted nicknames, especially related to a person's age, disability, gender re-

assignment, marriage, civil partnership, pregnancy, maternity, race, religion, 

belief, sex or sexual orientation 

• Spreading malicious rumours or insulting someone 

• Lewd or suggestive comments or gestures 

• Deliberate exclusion from conversations, work activities or social activities  

• Withholding information a person needs in order to do their job 

•Where a person is subject to uninvited conduct 
that violates their dignity, in connection with a 
protected characteristic

•Behaviour that creates a hostile, humiliating, 
degrading or similarly offensive environment in 
relation to a protected characteristic

Harassment

•Behaviour that leaves the victim feeling 
threatened, intimidated, humiliated, vulnerable 
or otherwise upset.  It does not need to be 
connected to a protected characteristic.

Bullying
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• Practical jokes, initiation ceremonies or inappropriate birthday rituals 

• Physical abuse such as hitting, pushing or jostling 

• Rifling through, hiding or damaging personal property 

• Display of pictures or objects with sexual or racial overtones, even if not directed 

at any particular person 

• Isolation or non-cooperation at work 

• Subjecting a person to humiliation or ridicule, belittling their efforts, whether 

directly and/or in front of others 

• The use of obscene gestures 

• Abusing a position of power 

6.3. Bullying and harassment can occur through verbal and face to face interactions but can 

also take place through sharing inappropriate or offensive content in writing or via email and 

other electronic communications and social media. 

6.4. It is important to recognise that conduct which one person may find acceptable, another 

may find totally unacceptable, and behaviour could be harassment when the person had no 

intention to offend.  We all have the right to determine what offends us.  Some behaviour 

will be clear to any reasonable person that it is likely to offend – for example sexual touching. 

Other examples may be less clear, however, you should be aware that harassment will 

occur if behaviour continues after the recipient has advised you that the behaviour is 

unacceptable to them. 

6.5. Harassment can also occur where the unwanted behaviour relates to a perceived 

characteristic (such as offensive jokes or comments based on the assumption someone is 

gay, even if they are not) or due to their association with someone else (such as harassment 

related to their partner having a disability for example).  See the Council’s Equality and 

Diversity Policy.  

6.6. All employees must, therefore, treat their colleagues with respect and appropriate sensitivity 

and should feel able to challenge behaviour that they find offensive even if it is not directed 

at them. 

 
It is important to recognise that bullying does not include appropriate criticism 
of an employee’s behaviour or effective, robust performance management.  
Constructive and fair feedback about your behaviour or performance from your 
manager or colleagues/Councillors is not bullying.  It is part of normal 
employment and management routines and should not be interpreted as 
anything different. 
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7. Victimisation 

7.1. Victimisation is subjecting a person to a detriment because they have, in good faith, 

complained (whether formally or otherwise) that someone has been bullying or harassing 

them or someone else, or supported someone to make a complaint or given evidence in 

relation to a complaint.  This would include isolating someone because they have made a 

complaint or giving them a heavier or more difficult workload. 

7.2. Provided that you act in good faith, i.e. you genuinely believe that what you are saying is 

true, you have a right not to be victimised for making a complaint or doing anything in 

relation to a complaint of bullying or harassment and the Council will take appropriate action 

to deal with any alleged victimisation, which may include disciplinary action against anyone 

found to have victimised you. 

7.3. Making a complaint that you know to be untrue, or giving evidence that you know to be 

untrue, may lead to disciplinary action being taken against you. 

8. Reporting Concerns  

What you should do if you feel you are being bullied or harassed by a member of the public 

or supplier (as opposed to a colleague): 

8.1. If you are being bullied or harassed by someone with whom you come into contact at work, 

please raise this with the Town Clerk in the first instance.  Any such report will be taken 

seriously, and a decision will be made on how best to deal with the situation, in consultation 

with you. 

What you should do if you feel you are being bullied or harassed by a councillor:  

8.2. If you are being bullied or harassed by a councillor, please raise this with the Town Clerk in 

the first instance.  They will then decide how best to deal with the situation, in consultation 

with you.  There are two possible avenues for you, informal or formal.  Formal concerns 

regarding potential breaches of the Councillors Code of Conduct must be investigated by 

the Monitoring Officer.  

8.3. The Council will consider reasonable measures to protect your health and safety.  Such 

measures may include a temporary change in duties or change of work location, not 

attending meetings with the person about whom the complaint has been made etc.    
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What you should do if you witness an incident you believe to harassment or bullying:   

8.4. If you witness such behaviour you should report the incident in confidence to the Town 

Clerk.  Such reports will be taken seriously and will be treated in strict confidence as far as 

it is possible to do so.  

What you should do if you are being bullied or harassed by another member of employees:  

8.5. If you are being bullied or harassed by a colleague or contractor, there are two possible 

avenues for you, informal or formal.  These are described below.    

Informal resolution  

8.6. If you are being bullied or harassed, you may be able to resolve the situation yourself by 

explaining clearly to the perpetrator(s) that their behaviour is unacceptable, contrary to the 

council’s policy and must stop.  Alternatively, you may wish to ask the Town Clerk to put 

this on your behalf or to be with you when confronting the perpetrator(s).  Should the 

behaviour relate to the Town Clerk, you may wish to approach the Chair of the Council or 

the Chair of the Policy and Resources Committee.  

8.7. If the above approach does not work or if you do not want to try to resolve the situation in 

this way, or if you are being bullied by your own nominated manager, you should raise the 

issue with the Town Clerk more formally.  (If your concern relates to the Town Clerk, you 

should raise it with the Chair of the Council, or Chair of the Policy and Resources 

Committee).  The Town Clerk (or another appropriate person) will discuss with you the 

option of trying to resolve the situation informally by telling the alleged perpetrator, without 

prejudicing the matter, that: 

• there has been a complaint that their behaviour is having an adverse effect on a 

member of the council employees 

• such behaviour is contrary to our policy 

• for employees, the continuation of such behaviour could amount to a serious 

disciplinary offence 

8.8. It may be possible for this conversation to take place with the alleged perpetrator without 

revealing your name, if this is what you want.  The person dealing with it will also stress that 

the conversation is confidential. 

8.9. In certain circumstances the Council may be able to involve a neutral third party (a mediator) 

to facilitate a resolution of the problem.  The chair (or another appropriate person) will 

discuss this with you if it is appropriate. 
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8.10. If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject 

to disciplinary sanctions.  However, in exceptional circumstances (such as extremely 

serious allegation or in cases where a problem has happened before) the Council may 

decide to investigate further and take more formal action notwithstanding that you raised 

the matter informally.  You will be consulted before the Council takes this step.  

Formal resolution - raising a formal complaint 

8.11. If informal resolution is unsuccessful or inappropriate, you can make a formal complaint 

about bullying and harassment through the council’s grievance procedure.  You should raise 

your complaint to the Town Clerk.  A formal complaint may ultimately lead to disciplinary 

action against the perpetrator(s) where they are employed.   

8.12. The Town Clerk1 will appoint someone to investigate your complaint in line with the 

grievance policy.  You will need to co-operate with the investigation and provide the 

following details (if not already provided):  

• The name of the alleged perpetrator(s),  

• The nature of the harassment or bullying,  

• The dates and times the harassment or bullying occurred,  

• The names of any witnesses and  

• Any action taken by you to resolve the matter informally.  

8.13. The alleged perpetrator(s) would normally need to be told your name and the details of your 

grievance in order for the issue to be investigated properly.  However, the Council will carry 

out the investigation as confidentially and sensitively as possible.  Where you and the 

alleged perpetrator(s) work in proximity to each other, the Council will consider whether it 

is appropriate to make temporary adjustments to working arrangements whilst the matter is 

being investigated.   

8.14. Where your complaint relates to potential breaches of the Councillors Code of Conduct, 

these will need to be investigated by the Monitoring Officer.  The Council will consider any 

adjustments to support you in your work and to manage the relationship with the councillor 

the allegations relate to, while the investigation proceeds. 

8.15. Investigations will be carried out promptly (without unreasonable delay), sensitively and, as 

far as possible, confidentially.  When carrying out any investigations, the Council will ensure 

that individuals' personal data is handled in accordance with the data protection policy. 

 
1 If the alleged behaviour relates to the Town Clerk then the complaint can be referred to either the Chair of 
the Council or the Chair of the Policy and Resources Committee. 
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8.16. The Council will consider how to protect your health and wellbeing whilst the investigation 

is taking place and discuss this with you.  Depending on the nature of the allegations, the 

Investigator may want to meet with you to understand better your compliant (see the 

grievance policy for further information, and details of your right to be accompanied).    

8.17. After the investigation, a panel will meet with you to consider the complaint and the findings 

of the investigation in accordance with the grievance procedure.  At the meeting you may 

be accompanied by a fellow worker or a trade union official.  

8.18. Following the conclusion of the hearing the panel will write to you to inform you of the 

decision and to notify you of your right to appeal if you are dissatisfied with the 

outcome.  You should put your appeal in writing explaining the reasons why you are 

dissatisfied with the decision.  Your appeal will be heard under the appeal process that is 

described in the grievance procedure.   

9. The use of the Disciplinary Procedure 

9.1. If at any stage from the point at which a complaint is raised, the Council believes there is a 

case to answer and a disciplinary offence might have been committed, it will instigate the 

disciplinary procedure.  The Council will keep you informed of the outcome. 

 

This is a non-contractual policy and procedure which will be reviewed from time to time.
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GUIDANCE FOR USING THE DIGNITY AT WORK POLICY 

This is an example of an employment policy designed for a council adhering to statutory 
minimum requirements and does not constitute legal advice.  As with all policies it should be 
consistent with your terms and conditions of employment.   

This guidance is provided to support understanding of the policy, and its application, as well 
as where local adaptions may be required.  The guidance is not part of the policy and should 
be removed from the policy adopted and shared with council employees. 

The Dignity at Work Policy will replace a previous ‘Bullying and Harassment’ Policy, to create a policy 

that is focussed on encompassing behaviours beyond simply bullying and harassment, and zero 

tolerance with the aim of dealing with concerns before they escalate.  It is important that any 

commitment made in the policy is applied in practice.  

Wording has been suggested to demonstrate a council’s commitment to promoting dignity and 

respect where they have signed up to the NALC, SLCC and OVW Civility and Respect Pledge.  

Council’s that have not signed up to this are requested to consider making this pledge which is based 

on basic behaviours and expectations of all council representatives to create workplaces that allow 

people to maintain their dignity at all times.  If your council has not agreed to the pledge this wording 

should be removed. 

The policy is drafted with consideration of employment language and terminology that is reflective of 

a modern working environment, setting a tone that is engaging, collaborative and inclusive.  A council 

may want to update references where relevant to reflect local terminology and structure, however 

should be considerate of equality, diversity and inclusion.   

The examples of bullying and harassment are just that – examples. This should not be considered 

an exhaustive list.   

Notes:  

Protected Characteristics  

A ‘protected characteristic’ is defined in the Equality Act 2010 as age, disability, sex, gender 

reassignment, pregnancy and maternity, race, sexual orientation, religion or belief, and marriage and 

civil partnership.  It is unlawful to discriminate against an individual because of any of the protected 

characteristics.    

Discrimination includes treating people differently because of a protected characteristic.  Employees 

can complain of harassment even if the behaviour in question is not directed at them.  This is 

because the complainant does not actually need to possess the relevant protected characteristic. 

https://www.xperthr.co.uk/glossary/disability/150055/
https://www.xperthr.co.uk/glossary/gender-reassignment/150056/
https://www.xperthr.co.uk/glossary/gender-reassignment/150056/
https://www.xperthr.co.uk/glossary/sexual-orientation/150057/
https://www.xperthr.co.uk/glossary/religion-or-belief/150058/
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An employee can complain of unlawful harassment if they are related someone with a protected 

characteristic, or because a colleague believes they have a protected characteristic.  

Examples of harassment related to a protected characteristic could include; 

• Making assumptions about someone’s ability due to their age, or denying development 

opportunities to someone based on their age.  This could also include assumptions about their 

lifestyle or making inappropriate jokes related to age. 

• Making fun or mimicking impairments related to a health condition, or using inappropriate 

language about disabilities.  Constantly selecting social activities that make it impossible for a 

colleague with a disability to participate in. 

• Refusing to treat a person as their new gender, or disclosing information about their gender 

identity could be harassment on the grounds of gender reassignment. 

• Pregnancy/Maternity harassment could include refusing opportunities due to pregnancy or 

maternity leave, or inappropriate touching and invasion of personal space such as unwanted 

touching of a pregnant persons stomach. 

• Harassment based on race could include derogatory nicknames, or stereotyping based on 

ethnicity.  It could include racist comments or jokes, or assumptions about someone’s lifestyle 

based on their ethnicity. 

• Gender harassment could include not considering people for a job based on gender 

stereotyping roles, or implementing practices that disadvantage one gender over another.  

Rude, explicit jokes, even if not directed at an individual, or comments on individuals dress or 

appearance. 

• Regularly arranging team meals over periods of fasting or religious occasions or failing to 

adjust a dress code to accommodate religious dress could be examples of harassment based 

on religion/belief. 

• Excluding same sex partners from social events could be both sexual orientation and 

marriage/civil partnership discrimination, as could not offering the same work-related 

benefits.   

A person does not need to be employed or have 2 years qualifying service to make a discrimination 

claim at a tribunal.    

• Job applicants who believe they have not been appointed because of a ‘protected 

characteristic’ can make a claim.    
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• New or established employees who are dismissed, or treated unreasonably because of a 

health condition can make a discrimination claim.     

• An employee subjected to harassment can make a discrimination claim at a tribunal.    

• An employee asked to retire can make a discrimination claim at a tribunal 

Legal risks  

Successful unfair dismissal claims are limited to a compensation cap, whereas those for unlawful 

discrimination have no cap.  

A positive employment culture, and swift action if conduct falls beneath acceptable standards will 

help mitigate the risks.  An unhealthy culture will make it difficult to defend claims.    

The time to defend and the cost of defending tribunal claims can be significant, irrespective of the 

outcome.  

Culture and behaviour  

We work in eclectic communities and working environments, and a positive culture within the council 

enables employees with different backgrounds and beliefs to share ideas and shape how the council 

achieves its objectives for their community.    

It is important to recognise that different individuals may find different behaviours bullying or 

harassing so while there is not always intent to offend or cause harm, that does not mean that the 

effect of the behaviour has not caused harm or offence.   

It can take people a period of time to decide to raise their concerns, as they worry about 

consequences (perhaps from peers by complaining about a colleague who is popular, or they fear 

victimisation from the perpetrator or others). The council should consider whether there are 

opportunities (such as 121s to offer opportunity to reflect on relationships/morale) to identify issues 

earlier and address negative behaviours.  Individuals can often mention concerns they are 

experiencing but not want to take it further.  The council should remind the complainant that it has a 

zero tolerance to bullying and harassment and remind them of the policy in place to address 

concerns.  If the allegations mentioned are significant, the council may want to suggest that it will 

need to investigate further, even if a ‘grievance’ is not raised, so as to ensure that any concerns and 

risks are managed, and the council is meeting its responsibilities and duty of care as an employer. 

Whilst both employees and councillors jointly determine the working culture, councillors are key in 

demonstrating what is and isn’t acceptable behaviour.  This is apparent from how councillors behave 

with each other in council meetings and also in how standards of behaviour are applied through the 

use of informal discussion and formal policies.    
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Scope  

All council representatives are expected to uphold the values of the Dignity at Work Policy, however 

this policy sets out how allegations from employees will be managed.  As indicated in the policy, 

concerns from a contractor, agency worker etc. should be raised to the identified person, and an 

appropriate approach will be considered based on the situation and relationship of the complainant 

with the council. 

Likewise, concerns raised about the behaviour of a contractor or agency worker would not generally 

be managed via the full process (such as the disciplinary process) but appropriate action would be 

considered based on the situation.  To treat people (such as contractors, or a casual worker) 

engaged by the council the same as an employee could blur the status of the employment 

relationship, so consider seeking professional advice if needed. 

Managers 

Recognising that councils are of varying sizes, where the term manager/nominated manager is used 

it is recognised this could be the clerk/chief officer, another employee of the council, or a councillor 

depending on the situation.  It is good practice to have a clearly identified person who is the 

responsible ‘line manager’ or equivalent contact for an employee so that there is clarity on how the 

employee should report concerns to, who they notify if they are sick or to request leave etc.  More 

often for council employees this may be the clerk/chief officer, and for the clerk/chief officer this could 

be the chair/deputy Chair, or possibly chair of a employeesing/personnel committee. 

Bullying and harassment & performance management 

The policy sets out that bullying and harassment does not include appropriate criticism of an 

employee’s behaviour or effective, robust performance management.  It is not uncommon for an 

employee, when receiving critical feedback, to claim that this is bullying and/or harassing.  It is the 

role of the nominated manager to provide effective and constructive feedback to encourage 

performance at the required standard.   

Even when the feedback is not positive it should be fair, communicated in a professional and 

reasonable manner and shared with the objective of aiding understanding and achieving an 

improvement to overcome the shortfalls.  There is no absolute definition of when the feedback may 

not be appropriate. Often it will be for the person/panel hearing the dignity at work 

complaint/grievance to determine whether the performance management has upheld the standards 

expected in terms of respect and civility and any feedback has been shared in a fair and professional 

way. 
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Responsibilities 

All employees and representatives of the council are responsible for their own behaviour in the 

workplace and for taking steps to revise unacceptable behaviour and appropriately challenge that of 

others. 

Leaders – councillors, clerks, chief officers, managers - are responsible for ensuring that these 

standards of treating people with civility, respect and courtesy are upheld, both through their own 

example, and by communicating and promoting these expectations to all employees.  They are also 

responsible for ensuring that concerns raised are treated seriously and addressed in line with this 

policy in a timely manner.  

During the investigation   

Employers have a duty of care to provide a safe place of work.  If a complaint is made, discuss how 

to manage working relationships whilst the allegation is being investigated and until the outcome is 

disclosed.    This is as much for the protection of the alleged perpetrator as for the aggrieved.     

 Consider whether a neutral person should be offered as a ‘listening ear’ for both parties in the 

investigation.  This could be a councillor or nominated manager who is not involved in the 

investigation or allegations and can be a point of check in as raising, or being subject to allegations 

can be stressful.      

Offer other support that may be appropriate to the situation such as signposting to support groups, 

time off for counselling etc.  If you have suspended a employees member, your duty of care 

continues and it is important to consider their wellbeing and mental health.  

Ensure that you communicate regularly with both parties.   

The investigation and any subsequent hearing should be completed in accordance with the 

grievance policy which sets out a process for dealing with concerns.  You should ensure that the 

grievance policy adopted adheres to any local policies and procedures, with consideration of any 

timescales and escalation routes in your locally adopted policy. 

Confidentiality 

It may be possible for concerns to be raised with the perpetrator without disclosing the name of the 

complainant however in a small council it is likely that it will be clear that the accused will know where 

the accusation has come from.  The council representative (clerk/chief officer/councillor) speaking 

to the alleged perpetrator must be clear that the discussion is confidential and the individual would 

be at risk of formal disciplinary action if there is any sort of victimisation or retaliation for the individual 

raising their concern. 
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During any formal investigation it may be necessary to disclose the nature of the allegations and 

where they came from to ensure a fair and balanced investigation and process.  This should be 

discussed with the person raising the concerns to understand any issues and how they may be 

mitigated.  In some situations it may be appropriate to provide anonymised witness statements 

however this would be a last resort, and could compromise the fairness of the process.  Where there 

is a genuine fear of consequences and this may need to be considered, it is recommended that 

professional advice is sought.  For the same reason it can be difficult for a council to consider an 

anonymous complaint, however if the concerns are significant and compromise the council in their 

duty of care to employees, then consideration of how the deal with the matter may be required. 

Victimisation   

All employees have the right to raise genuine concerns without the fear of reprisals.  If the aggrieved 

(or a witness) is treated differently / less favourably because they have raised a complaint, then this 

is victimisation.  This would include isolating someone because they have made a complaint, 

cancelling a planned training event, or giving them a heavier or more difficult workload.  Victimisation 

can lead to a claim to an employment tribunal.  

False allegations  

If an employee makes an allegation that they know to be untrue, or gives evidence that they know 

to be untrue, the council should consider the matter under the disciplinary procedure.  Such an 

allegation would potentially be gross misconduct.  

 Complaints against Councillors   

Following the Ledbury case, the law is clear that any formal complaint about a councillor regarding 

a breach of the code of conduct must be referred to the Monitoring Officer for investigation (either 

by the complainant, or the Council with agreement of the complainant).   During the investigation, it 

is critical to ensure that where an employee of the council has made the complaint, that the council 

agrees reasonable measures with the employee to protect their health and safety.  Such measures 

may include a temporary change in duties, change of work location, not attending meetings with the 

person about whom the complaint has been made etc.    

Careful consideration is required where a grievance is raised against the council as a whole due to 

lack of support related to councillor behaviours.  The specific allegations will need to be considered 

to determine whether the allegations can be addressed by the council, or require exploration of the 

councillors behaviour in order to respond, in which case the Monitoring Officer may be required to 

investigate the alleged behaviours of a/any councillors where this may relate to the code of conduct.  

It is a matter of fact whether the complaint is against the council and can therefore be dealt with by 
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the council’s grievance procedure or against a councillor and can only be dealt with by the Monitoring 

Officer. 

























MALVERN TOWN COUNCIL 

ACCOUNTS: QUARTER ENDED 30 SEPTEMBER 2023 

Under/(Over) 

budget REVIEW OF VARIANCES BETWEEN ACTUAL & BUDGET 

OPERATIONS: DETAIL TOTAL 

Income: 
Cemetery Income 
Cemetery income is very difficult to predict, but after a high level of receipts in 2022/23, income was 
assumed to remain high in 2023/24. Income was low during the first quarter but has been 17% above 

budget during the second quarter. 
Football Income 
Hire of football pitches and changing rooms is now only by junior teams, with no senior teams playing 

from Council pitches. This has reduced anticipated income for the quarter and year as a whole. 
Victoria Park 
The budget anticipated that income would be received from an ice cream tender in Victoria Park. 
Unfortunately there was no interest in this opportunity unless utilities and storage could be provided. 
Other Minor Variances 

(2,855) 

456 

2,000 

90 

(309) 

Paycost: 3,077 
Basic Paycost 
The budget for 2023/24 included an increase of 5% to cover the nationally agreed pay rise during the 2,561 

financial year, but an agreement has yet to be reached. This cost of living increase is decided nationally and 
backdated to 1 April when agreed. At least some of the current underspend will therefore only be temporary. 
One member of part time operational staff has been used to staff the music in the park concerts this (1,158) 
summer, rather than a combination of operational and administration staff as in previous years. Although 
an overspend, this has worked well and the presence in the park of this staff member has received 
positive feedback. 
Overtime 
There have been fewer events in the second quarter than originally anticipated and therefore operational 1,116 

overtime levels have been under the budgeted level. 
Temporary Staff 
Following the recruitment of two staff members in April / May 2023, the operational team have remained 1,000 
fully staffed throughout the second quarter and therefore no temporary staff have been required. 
Employment Related 

Although the number of staff anticipated to be in the pension fund remained the same, the Council's 
re-enrolment deadline for staff occurred at the end of first quarter. All eligible staff had to be automatically 
enrolled, even if they chose to opt out again later and with one additional member in the fund for a short 
period during the second quarter, this has caused an overspend. 
Staff Travelling 
The amount of mileage claimed during the second quarter was lower than anticipated during the budget. 
Other Minor Variances 

Occupancy: 
Rates 
An assumption was made in the 2023/24 budget that business rates would increase by 4%, however when 
invoices were received, the increase on most sites was 5%. This increase has been more than offset by a 

reduction in costs payable for roundabouts and therefore an overall underspend has resulted. Utilities 
Electricity and gas costs have been slightly above budget at Great Malvern Cemetery during the second 
quarter but remain under budget for the year to date. 

Victoria Park 
Although there is currently no water being supplied at Victoria Park, the Council still have to pay drainage 
costs for the tarmacced car parking areas. An amount was included in the budget to cover this expense, 
but due to a dispute about the water meter at Victoria Park, this account has been put on hold resulting in a 
temporary underspend in this financial year. 

General 
Lower electricity costs for a number of clocks and bus shelters have resulted in an underspend. 

Cleaning Costs - minor overspend 

Maintenance of Buildings / Property 
Minimal amounts of maintenance required at sports pavilions during the second quarter. 

Other Minor Variances 

-12-

(473) 

81 

(50) 

227 

(130) 

783 

450 

(2) 

125 

(44) 

1,409 











































AGENDA ITEM 9 
REPORT PR04/23 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 
MALVERN TOWN COUNCIL 

to be held on Wednesday 1 November 2023 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
BUDGET DISCUSSION DOCUMENT 2024/25 

 

  Budget 2023/24 Actual, if known 
1.  Level of inflation to include within the budget   
 • NNDR (business rates) 4% 5% 

 • Fuel 4% -12%  
(but volatile) 

 • Utilities 40% 
5% water 

Variable  
average +35% 

 • Contracts 2% Variable 

 • Inflation 8% Variable 

 • Cost of living increase on salaries (set nationally) 5% Still awaiting a 
decision 

    

2.  Strategic Assumptions   

 • Sale of Belle Vue Terrace?   

 • Building running costs/rent   

 • Victoria Park?   

 What to include in the budget?   

    

3.  Grants Budget   

 Small Grants £5,000 £1,488 awarded to 
date 

 Large Grants £10,000 £6,000 awarded 
so far 

 Community Support Grants: CAB £16,000 - 

  CA £10,900 per 
annum, 

paid monthly 

- 
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4.  Events 2023/24 Budget  £51,908  

 Including: Bands in the Park  £7,500 £6,512 

  Mayor’s Bonanza £9,500 Nil 

  Christmas Lights Switch On event £6,000 £6,000 anticipated 

  Malvern in Bloom £7,000 £6,000 to date 

  Christmas Lights £16,508 £17,500 

 Budget for 2024/25   

    

5.  Suggestions for additional expenditure or income   

    

6.  Contingency fund increased in 2022/23 to £20,000   

    

7.  Malvern Town Council Tax Base   

 • 2023/24 – 11,118   

    

8.  Precept Level 2023/24   

 • Precept was increased from £701,500 to £757,000 in 
2023/24 

  

 • Council Tax Band D - £68.09   

 • Precept level to aim for 2024/25?   
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