Date: Friday 8th November 2019
Councillors:
B E Dack (Chairman), N Andrews, P Daffarn, A M Hunt, S Little, S Reader and N Reynolds
You are hereby summoned to attend the following meeting:

Fairfield Parish Council
Date/ Time: Thursday 14th November 2019 at 7.00 pm for planning and 7.30 pm for all other matters.
Venue: Fairfield Community Hall, Kipling Crescent.
Members of the press and public are invited to attend.

Katrina Henshaw, Parish Clerk

Meeting Agenda
236

Apologies for Absence

236.1 To receive any apologies for absence from Councillors.

237

Chairman’s Notice

237.1 FPC’s statement on commitment to openness and transparency is presented with the meeting
sign-in sheets. The chairman to confirm members of the public have read the announcement on
openness and transparency.

238

Purdah

238.1 The pre-election period prior to the General Election, known as purdah, started when Parliament
was dissolved on 6 November. Although local Councils will not be holding elections on 12th
December, NALC has reissued Legal Briefing L01-19 (sent to all Parish Councillors) on the code
of recommended practice on local authority publicity and recommends everyone reacquaints
themselves with the requirements. While NALC feels that the legal risks to Councils around this
time are low, there could still be risks related to public perception and local media. Councils are
advised to be cautious around any activity or communications that could be perceived to be
political or controversial.

239

Disclosures of Interest and Dispensation requests

239.1 To receive any declarations of interest from Councillors on matters contained in the agenda. If, at
any time during the meeting, a Councillor feels they have an interest in an item being discussed
they should declare it at that point.
239.2 To receive written requests for dispensations for declarable interests.
239.3 To grant any requests for dispensation as appropriate.

240

Council Minutes

240.1 To approve and sign as a correct record the minutes of the Parish Council ordinary meeting held
on 10th October 2019.

241

Public Participation Session for planning applications

241.1 Fifteen minutes is allocated for public participation. Up to five members of the public will be given
no more than three minutes each to speak, provided the correct notice has been given to the
parish clerk prior to the meeting.

Planning (Between 7.00 pm and 7.25 pm)
242

Planning Applications

242.1 CB/19/02961/FULL 4 Shaftesbury Drive. Deadline for comments to CBC is 15h November 2019.
Sunroom extension with black plinth to match existing.
242.2 CB/19/03021/FULL Land adjacent to 161 Hitchin Road. Deadline for comments to CBC is 25th
November 2019
Erection of front and rear dormers and rooflights to 4 semi-detached houses.
242.3 Any urgent planning applications received between 8th and 14th November 2019.

243

Restricting PDR

243.1 To consider applying to CBC to display a PowerPoint presentation in Priory House Foyer.

244

St Luke’s Church

244.1 CBC has issued an Enforcement Notice to the Owner of St Luke’s Church to remedy condition of
land adversely affecting the amenity of the area.

245

Former Pig Unit, Hitchin Road (Fairfield Gardens)

245.1 CBC has notified FPC that a planning enforcement case has been created for non-compliance
with landscaping and ecological plans approved under CB/15/031852/FULL. An investigation has
not yet taken place, but if the enquiry is confirmed as a breach of planning contract CBC will
notify FPC.

246

Planning Decisions

246.1 CB/18/04812/OUT Land North of Fairfield and West of Hitchin Road
Outline application: Erection of 24 dwellings and associated access.
CBC initially sent this application to FPC on 14th January 2019 and FPC objected to this
application and if officers are minded recommending it for approval FPC requested it was called
into the DMC for determination.
Reasons / comments for objection were: Drawing number 60479463-0001 is out of date and does not provide relevant information as the
new crossing point that is adjacent to the proposed entrance to the site is not shown.
Infrastructure – There is no additional infrastructure to support these additional homes, i.e. shop
and surgeries. The current health services are currently oversubscribed causing longer waiting
times at doctors.
Traffic – The increase in vehicular traffic along the Hitchin Road and the environmental impact
on the surrounding homes and wildlife has not been accounted for an increase in traffic volume,
noise pollution and surface water runoff.

Access – The new access road is positioned close to the new crossing point installed to
safeguard pedestrians. The footpath/cycle route used by school children is interrupted by the new
road and presents a hazard to all using this pathway which is narrow along its whole length.
During a presentation from Homes England, FPC raised this concern about access and
requested they contact the developer of the new site at East Lodge off Eliot Way to try and
purchase some land to create an access road off Eliot Way (FPC October 2018 minutes item 155).
Parking Spaces – The provision of only eight visitor parking spaces would appear to be
insufficient for the number and size of homes and the general location of these spaces could be
remote for those visitors, thus parking along the road will occur restricting the road width and
increasing road hazards by parking on the road
These along with the proposed increase of home in another local development is in excess of 40
new home with the locality of Fairfield.
CBC is fully aware of the recent and continuing disruption on Hitchin Road due to all the new
developments and to grant permission for another development would show a further example of
poor coordination.
CBC has supplied FPC with the submitted highway drawings and the amended indicative
masterplan. At this stage the applicant only seeks approval for the access where it adjoins the
highway. All other elements are indicative.
CBC has asked “Do the Parish Council have any without prejudice heads of terms for planning
obligations (identified schemes, projects etc) should the application be supported?” CBC has also
advised that at this stage the applicant only seeks approval for the access where it adjoins the
highway.
FPC agreed on 5th August 2019 that objections still stand for the reasons above. In addition, FPC
has the following comments


It is safer to use the entrance off Eliot Way (via the Abbeymill development). FPC raised
this concern with Homes England when they made a presentation at the Council meeting
in October 2018. The proposal is effectively a blind turning as Eliot Way junction will not
be visible from the proposed new entrance.



The access road could be a continuation of the road in front of the plots in the Abbeymill
development that back onto Hitchin Road and have parking spaces in front. The Ward
Councillor has discussed this suggestion to Abbeymill, and they have indicated they are
happy to consider a proposal.



FPC has continually pointed out the dangers of increase entrances onto Hitchin Road to
CBC and strongly object to any additional entrances.



FPC believe that traffic projections for Hitchin Road for the various developments are
grossly inaccurate. As a result, the recent increase in volume and speed has been
underestimated.
The Fairfield Speech Watch Group carried out a session on the Hitchin Road by the new
nursing home for the first time during the week of 24th May. During the hour 9 to 10 am,
382 vehicles went through of which there were 20 speeders. A lot of vehicles were
observed to slow down on seeing them there.
In June 2019 there were five sessions held. 1271 vehicles went through of which there
were 70 speeders. Details of future sessions will be available if you require them.



FPC continually challenges the accuracy of the latest speed survey and in light of all the
new developments believe it is out of date and strongly recommend that CBC carry out a
new survey before any decision is made.



FPC strongly urge CBC to reject the developer’s proposal on access and urge them to
start discussions with Abbeymill over a joint access onto Eliot Way on the grounds of road
safety.

CBC granted outline permission by DMC on 6th November 2019.

246.2 CB/19/02532/FULL 1 Franklin Place
Erection of entrance porch and installation of oriel box window to ground floor rear.
FPC expressed concerns to CBC that aspects of the design were not aligned with the relevant
sections of the Fairfield Neighbourhood Plan Design Statement and it would be out of keeping
with the rest of the houses within the parish.
CBC granted full permission by DMC on 6th November 2019.
246.3 CB/19/02537/FULL 3 Franklin Place
First floor rear extension and first floor side window.
FPC expressed concerns to CBC that there were no specifics on materials being used which
would need to align with the relevant sections of the Fairfield Neighbourhood Plan Design
Statement.
CBC granted full permission on 8th October 2019.

Rest of the meeting (From 7.30 pm)
247

Public Participation Session for the rest of the meeting

247.1 Fifteen minutes is allocated for public participation. Up to five members of the public will be given
no more than three minutes each to speak, provided the correct notice has been given to the
Parish Clerk prior to the meeting.

248

Central Bedfordshire Council Ward Members Report

248.1 To receive a report from CBC Ward Members on matters pertaining to Fairfield.
248.2 To receive an explanation from CBC Ward Members on how the CBC Housing waiting list
operates with particular regard to Fairfield.

249

MP for North East Bedfordshire

249.1 Rt Hon Alistair Burt has advised FPC that he will not be contesting the next general election and
has stood down as MP for North East Bedfordshire after eighteen years. He has expressed his
thanks and appreciation to FPC for its engagement over the years and its commitment and
service. FPC has sent a letter of thanks for all the help and advice he has given FPC.

Decision items
250

December Parish Council Meeting

250.1 To agree to move the December meeting from 12th to 9th due to the recently announced General
Election that is being held on 12th December 2019.

251

Halloween 2020

251.1 Fairfield attracted many visitors this year as people had heard how well residents decorated
Brunel Walk. Unfortunately, this caused traffic chaos around Fairfield and in particular Dickens
Boulevard and Bronte Avenue with the police having to be called to sort the problem out. FPC to
discuss liaising with CBC and the Police to create an action plan for Halloween 2020 to include
traffic, parking and crowd control.

252

Orchards

252.1 FPC has submitted a planning application with CBC for works on trees with TPO as per Bob
Lever’s report.
252.2 FPC to receive quotations for the arborist work on Bob Lever’s report and agree who should be
awarded the contract.
252.3 Tree pruning sessions have been planned for 24th November and 8th December, subject to
permission from FHMC. Equipment will be borrowed from BRCC.
252.4 To discuss proposals for Orchards (Appendix A)

253

Damaged path near the Cricket Club

253.1 The Cricket Club has repaired so it is flat. There is a damaged area outside the shed. FPC to
consider offering to repair this.

254

Community Library

254.1 To discuss and agree maintenance for the phone box. The vent holes need to be refilled as water
ingress is damaging books and shelving.
254.2 The Community Hall Trust has agreed to make a shelf available in the storage area for the
surplus books. FPC to agree to provide some plastic storage boxes to store the books in. It has
also been agreed that any additional books will be placed in either the filing cupboard or the
storage bin at the far end of the Hall.

255

New shelter for Community Events

255.1 To receive proposals from Nick Andrews and agree a budget.

256

Grant application from Pandas Foundation (Appendix B)

256.1 To discuss the application of paying to hire the Community Hall for six hours a month for the
Pandas Support Group. This will provide face to face peer support for those struggling during
pregnancy. Total cost is £66.00 per month (£792.00 per year).

257

Christmas Tree collections

257.1 To agree for FPC to arrange a Christmas Tree collection as in previous years.

258

Binding minutes

258.1 FPC to agree to bind minutes by civic year and to accept the quote from Brian Hall of £40.00 for
each set that are bound. There are six years that require binding so a total cost of £240.00.

259

Investment Policy 2019/20 (Appendix C)

259.1 FPC to agree to adopt the Draft Investment Policy.

260

Equality and Diversity Policy (Appendix D)

260.1 FPC to agree to adopt the Equality and Diversity Policy (version 2).

261

Grievance Policy (Appendix E)

261.1 FPC to agree to adopt the Draft Grievance Policy.

262

Disciplinary Policy (Appendix F)

262.1 FPC to agree to adopt the Draft Disciplinary Policy.

263

Protocol for marking the death of a senior national figure (Appendix G)

263.1 FPC to agree to adopt the Draft Protocol for marking the death of a senior national figure.
263.2 FPC to agree to liaise with the Bowls Club regarding the flagpole.
263.3 FPC to discuss having its own flagpole and if so to agree a proposed location and seek
permission from the appropriate organisation.
263.4 FPC to request permission from the Community Hall Trust for permission to have book of
condolence there.
263.5 FPC to agree to purchase couple of Book of Condolences (loose leaf) – approx. £27.00 each +
Loose Leaf Refills (£6.99) + Message Board (£3.99
263.6 FPC to agree to purchase some black arm bands (£1.90 each)
263.7 FPC to agree to purchase some black ties (various costs).

Ongoing matters
264

The Transfer of the Community Hall

264.1 To receive an update from Councillors Hunt and Reader.

265

Garden of Remembrance / Cemetery

265.1 The public consultation with Fairfield residents is open until 30th November 2019.

266

Lighting on footpath adjacent to cricket pitch

266.1 Additional lights have been installed. Unfortunately, the installers were unable to identify the light
that was not working so have left five spare lights as replacements. FPC to agree steps for
replacing any broken lights.

267

Proposed Outdoor Gym and Trim Trail

267.1 To receive an update from Councillors Hunt, Little, Reader and Reynolds.

268

Dickens Boulevard Roundabout / Bronte Avenue Tree Planting

268.1 FPC has placed a contract with Hislops for a new tree and this is scheduled to be planted on
Friday 15th November by their tree planting contractor. Hislops will be quoting for the aftercare
maintenance.

269

VE Day

269.1 To receive an update from Councillor Hunt.

270

Friendly Bench

270.1 To receive an update from Councillor Andrews on the application and interview with National
Lottery.

271

Working Group to work with and integrate our senior demographic

271.1 To receive an update from Councillor Andrews.

272

Cricket Club and Orchard Perimeter

272.1 To receive an update from Councillor Dack.

273

Dead trees around the Cricket Club

273.1 To receive an update from Councillor Dack on the Cricket Club replacing the recently removed
dead trees.

274

Storage for FPC, Scouts, Cricket Club and Bowls Club

274.1 To receive an update from Councillor Dack on the discussions with FHMC, Cricket Club and
Bowls Club regarding a new storage facility.

275

New ‘inclusive’ play equipment

275.1 To receive an update from Councillor Reynolds.

276

FPC Policies and Procedures

276.1 The clerk is working on the following




Finance Regulations
Finance Risk Assessment.
Revised guidelines for grant applications.

276.2 Councillors Dack, Andrews and Daffarn are drafting a Communication Plan.

277

Training

277.1 Public training on using the Defibrillator has been booked for Thursday 27th February 2020. This
is open to all residents of Fairfield.
277.2 Training on the Emergency Plan has been booked for Thursday 5th March 2020. This is for FPC
and is open to all residents of Fairfield.

Information items
278

Clerk’s annual appraisal (Appendix H)

278.1 The Chairman and Vice Chairman carried out the clerk’s appraisal in October.

279

Pix Brook Grand Opening ceremony Friday 11th October

279.1 Councillors Dack, Andrews, Daffarn and Hunt attended.

280

Crime figures for October 2019

280.1 During October there were three reported crimes in Fairfield. These were
 Burglary – residential – dwelling
 Theft from a motor vehicle
 Sexual

Finance and Correspondence
281

Finance

281.1 Parish Council Precept 2020 / 21 – FPC need to advise CBC of FPC’s precept requirements by
17th January 2019. All Councillors to supply the Clerk with details of projects and estimated costs
so a Draft budget can be agreed.
281.2 To receive bank reconciliations to 31st October 2019. (Appendix I).
281.3 To receive receipts and agree payments. (Appendix J).

282

Correspondence

282.1 CBC – New Homes Bonus
282.2 CBC – Kerbsite garden waste suspension – takes place between Monday 9th December and
Friday 28th February 2020 inclusive.
282.3 CBC Draft Local Plan News
282.4 CBC public Consultation on a new plan for schools across Shefford, Stotfold and surrounding
areas started 29th October 2019 and finishes at 5pm on 20th January 2020.
282.5 CBC is conducting a review of its polling places and polling districts. The consultation is open
until 11 December 2019.
282.6 CBC public consultation on BT’s public payphone removal. The consultation is open until
Tuesday 3rd December 2019.
282.7 Power for People – National Community energy campaign.
282.8 High Sheriff – High Sheriff National Crimebeat Awards. Deadline 24th December 2019.
282.9 London Luton Airport Ltd – There will be a consultation, between 16 October and 16 December
2019, on proposals to extend London Luton Airport in terms of number of passengers and flights
it can handle – see www.futureluton.llal.org.uk
282.10 Any urgent correspondence received between 8th and 14th November 2019.

283

Any other business

NB This is for exchange of information only. No discussions can take place, nor can any decisions or
actions be agreed at this time.

284

Date of next meeting

284.1 The next Parish Council meeting will be held on Monday 9th December 2019 at 7.00 pm for
planning and 7.30 pm for all other matters.

Glossary of acronyms
BATPC
BRCC
CBC
DMC
FHMC
FPC
HMRC
NALC
NB
PDR
SLCC
TPO

Bedfordshire Association of Town and Parish Councils
Bedfordshire Rural Communities Charity
Central Bedfordshire Council
Development Management Committee
Fairfield Hall Management Company
Fairfield Parish Council
Her Majesty's Revenue and Customs
National Association of Local Councils
Nota bene (Latin phrase meaning 'note well’)
Permitted Development Rights
Society of Local Council Clerks
Tree Preservation Order

Orchard Work
Work required for Trees in
Orchards via Colin Carpenter
report
Volunteer Days
24th November & 8th December

Quotation Company

Permissions
Requested

Permissions
Granted

FPC

FPC

Quotations Required
Arborist for Trees in Orchards
(Colin Carpenter Report)

Bob Lever's report

Hardy Way
Hedges/Trees Cut - Once a Year
Striming Orchards - Monthly
East Orchard
West Orchard

Monthly April to October
Area with mature trees - Bi Monthy
Hardy Way area yearly in September (For Apple picking) South
Pathways Cut Monthly (Hardy way curbside Monthly, bund in September)

Blue Tree

Colin
Carpenter

Hislops

Maydencroft

Maydencroft

Hislops

Wild Flower Garden area 1

Hislops

Removal of Bund and placement
of posts (Eliot Way Sector only)
outside Hall Compound

Hilsops

Maydencroft Lambert & Co

FPC

FPC

Filling in hole in West Orchard

Hilsops

Maydencroft Lambert & Co

FPC

FPC

Lambert & Co
31 Bronte Avenue
Fairfield
Hitchin
Herts
SG5 4FB

Maydencroft Limited
Maydencroft Manor
Gosmore
Hitchin
Herts
SG4 7QA

Hislop & Co Horticultural
The Landscape Yard
Rear of Manley Bungalow
Pirton Road
Hitchin
SG5 2ES

Greg Lambert

James Shakespeare

James Hislop

greg@lambertco.ltd

james.shakespeare@madencroft.co.uk

james@hislophorticulture.co.uk

07954072399

01462 656040

01462 713333

Orchards Proposal
2020 / 21 /22

Remove the Concrete Bund from outside Compound
and bottom of Eliot Way

Replaced by a Fence or Posts – Similar to below

West Orchards

Year 1

Year 2

Year 3

- Develop the bottom of the West Orchards into a Wild
Flower Garden / Orchards – Over a 3 year period
- Reducing the Cut to once a year, reducing cost in long
term
- Area North of Path to be allowed to grow with a yearly
Cut
- South of path Cut Bi Monthly

East Orchards
Keep to Monthly cut to clear weeds and brambles
as in Bob Levers Report
Try to build a path way by a lower cut via the Orchard
Benches

Actions
• We would like Councils Approval of the plan
• Will put the removal of bund and adding post to Tender (at least
three companies)
• Costs of Wild Flowers Garden (Phase 1) via Hislops
• Reduction in Hislops time, due to reduced cut, also for a calendar of
the cuts to be produced.
• Replacement of Cherry Trees x 3 (died in last year heat) - £150
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Adopted ************
Version 1

Investment Policy 2019/20

Contents:
1. Introduction
2. Investment Objectives
3. Specified Investments
4. Non-Specified Investments
5. Liquidity of Investments
6. Long Term Investments
7. End of Year Investment Report
8. Review and Amendment of Regulations

Date of Approval:
Date of Review:

It is due for review prior to Financial Year 2020/21.
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Investment Policy 2019 / 20

1.
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Introduction

1.1. Fairfield Parish Council (the Council) acknowledges the importance of prudently investing
its temporarily held surplus funds on behalf of the community.
1.2. The Local Government Act 2003, section 15(1), requires a local authority to have regard
(a) to such guidance as the Secretary of State may issue, and (b) to such other guidance
as the Secretary of State may by regulations specify. This investment policy complies with
the Department for Communities and Local Government’s (DCLG) Guidance on Local
Government Investments 2010.
2.

Investment Objectives

2.1. In accordance with Section 15(1) of the 2003 Act, the Council will have regard (a) to such
guidance as the Secretary of State may issue, and (b) to such other guidance as the
Secretary of State may by regulations specify.
2.2. The Council's investment priorities are the security of reserves and liquidity of its
investments.
2.3. The Council will aim to achieve the optimum return on its investments commensurate with
proper levels of security and liquidity.
2.4. All investments will be made in sterling, using only deposit or bond accounts covered by
the Financial Services Compensation Scheme and sums invested will be kept within the
sum guaranteed by the FSCS.
2.5. The DCLG maintains that borrowing of monies purely to invest, or to lend and make a
return, is unlawful and this Council will not engage in such activity. The Council will refer to
CIPFA Prudential Code for Capital Finance in Local Authorities (2009) when considering
the investment of monies borrowed in advance of need.
2.6. Where external treasury management advisers are used, they will be contractually
required to comply with this policy and their engagement will only be approved by Council
following a review of CIPFA guidance 'Treasury Management Advisors —Regulation and
Services' March 2010 or as amended.
2.7. The Council will consider credit ratings as part of its credit risk management process and
will review these ratings at 6 monthly intervals.
2.8. The Council will also consult its NALC County Association Adviser on the development of
any credit risks known to them prior to authorising investments.
2.9. The Council will review and respond to the investment management training needs of its
Responsible Financial Officer (RFO) to ensure that the post holder is appropriately
equipped to advise the Council on relevant matters.
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Specified Investments

3.1.

Specified Investments are those offering high security and high liquidity, made in sterling
and with a maturing of no more than a year. Such short-term investments made with the
UK Government or a local authority or town or parish council will automatically be
Specified Investments.

3.2.

For the prudent management of its treasury balances, maintaining sufficient levels of
security and liquidity, this Council will use:
• Deposits with UK banks and building societies that are authorised and regulated by
the Prudential Regulation Authority (PRA), or local authorities or other public
authorities that are managed through the HM Treasurer's UK Debt Management
Office, and are
• guaranteed by the Financial Services Compensation Scheme (FSCS) with funds
deposited being kept within the specified guaranteed sum (currently €85,000)

4.

Non-Specified Investments

4.1.

These investments have greater potential risk – examples include investment in the
money market, stocks and shares.

4.2.

Given the unpredictability and uncertainties surrounding such investments, this Council
will not use this type of investment

5.

Liquidity of Investments

5.1.

The RFO will determine the maximum periods for which funds may prudently be
committed so as not to compromise liquidity and will seek the approval of the Council
prior to the re-investment of funds upon maturity.

5.2.

Investments will be regarded as commencing on the date the commitment to invest is
entered into, rather that the date on which the funds are paid over to the counter party

6.

Long Term Investments

6.1.

Long-term investments are considered by the Council as any investment other than (a)
one which is due to be repaid within 12 months of the date on which the investment was
made or (b) one which the local authority may require to be repaid within that period.

6.2.

The Council does not currently hold any long-term investments.

6.3.

No long-term investments (12 months +) are envisaged during the financial year 2019/20.
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7.

End of Year Investment Report

7.1.

Investment forecasts for the coming financial year were accounted for when the budget
was prepared. At the end of the financial year, the RFO will report on investment activity
to the Council.

8.

Review and Amendment of Regulations

8.1.

This Policy will be reviewed annually for the coming financial year, will be prepared by the
RFO and presented for approval by Council.

8.2.

The Council reserves the right to make variations to this policy at any time. Any variations
will be made available to the public.
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Introduction
The Equality Act 2010 came into force in October 2010. Th legislation covers a
prescribed set of protected characteristics including age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion
or belief, se and sexual orientation.
It also covers prohibited conduct including discrimination, adjustments for disabled
persons, victimisation and harassment; services and public functions; premises;
employment; contracts; and, advancement of equality. The latter provision specifies a
public sector equality duty, which applies equally to town and parish councils.

2.

Policy
Fairfield Parish Council is committed to promoting equality and diversity, providing an
inclusive and supportive environment for all. In the implementation of this policy the
Parish Council will:
• ensure that people are treated solely on the basis of their abilities and potential,
regardless of race, colour, nationality, ethnic origin, religious or political belief or
affiliation, trade union membership, age, gender, gender reassignment, marital
status, sexual orientation, disability, socio-economic background, or any other
inappropriate distinction
• promote diversity and equality for all staff and value the contributions made by
individuals and groups of people from diverse cultural, ethnic, socio-economic and
distinctive backgrounds,
• promote and sustain an inclusive and supportive work environment which affirms
the equal and fair treatment of individuals in fulfilling their potential and does not
afford unfair privilege to any individual or group
• treat time staff fairly and equally
• challenge inequality and less favourable treatment wherever practicable
• promote an environment free of harassment and bullying on any grounds in relation
to all staff.

3.

Responsibility for Implementation
The Parish Council has ultimate responsibility for the effective implementation of the
policy. The policy will be reviewed at least every two years, to ensure it remains
commensurate with the law and best practice. The Parish Clerk will oversee the
implementation of this policy.
The Full Council is responsible for monitoring the implementation of all equal
opportunities policies and procedures.
The Parish Clerk has overall delegated responsibility for co-ordinating the day to day
operation of the policies and procedures.
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Responsibility and Liability
All members of staff remain personally responsible for ensuring that they act within the
law. The Parish Clerk is responsible for ensuring that all staff perform their duties in a
lawful manner and that proper training and support is provided accordingly. In certain
circumstances the Parish Council could be vicariously liable for actions carried out by
staff purportedly in the Parish Council’s name. Any member of staff may be personally
liable if, whilst on Council business and despite guidance and training from the
Council, they behave illegally in respect of the Equality Act 2010.

5.

Related Policies
All Council policies and procedures will be reviewed to ensure that they comply with
the Equality and Diversity policy.
Annual data monitoring and action plans will be developed and maintained as
appropriate in relation to areas such as race, disability, age, gender, religion, sexual
orientation and work-life balance. Appropriate objectives will be set. Equality and
diversity awareness will be built into all planning and review processes.
All related policies, procedures and action plans will be implemented with the
co-operation of and in consultation with staff.

6.

Monitoring and Evaluation
The Full Council will monitor the implementation of the policy and all associated
equality action plans.

7.

Action Planning
Staff Recruitment and selection procedures
Recruitment and selection procedures will be reviewed and updated in the light of
emerging equalities legislation and guidance offered to all relevant staff on drafting job
descriptions and person specifications. Annual data monitoring will be undertaken in
relation to recruitment, selection, appraisal, promotion, pay, grading, disciplinary
cases, grievances and harassment in respect of gender, age, disability and
race/ethnicity. Areas of identified inequality will be addressed.
Positive action measures will be put in place to support under-represented groups in
specific areas, such as women seeking management posts and the employment of
ethnic minorities and disabled staff.
Training
All employees and Councillors undertaking recruitment and selection will be trained in
equality issues.
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Complaints
Any member of staff may pursue a grievance relating to their employment via the
Grievance Procedure.

9.

Equality Aims
Gender – The Parish Council will publish a Gender Equality Scheme in accordance
with the Gender Equality Duty. The Parish Council will promote a positive work life
balance environment and develop family friendly policies.
Age - The Parish Council will eliminate unlawful age discrimination and will review
policies (including retirement) to ensure that they comply with age discrimination
legislation. Monitoring will be undertaken to identify any areas of inequality.
Sexual Orientation - The Parish Council will eliminate unlawful discrimination on
grounds of sexual orientation. Policies will be reviewed to ensure that they comply fully
with legislation on sexual orientation.
Disability – The Parish Council will remove barriers to participation by disabled
people, wherever possible. Implementation will be monitored, and targets reviewed in
relation to increasing numbers of disabled staff. Staff who become disabled whilst
working with the Council will be offered reasonable adjustments to enable them to
continue working. Monitoring will be undertaken to identify any areas of inequality.
Race/Ethnic Origin – The Parish Council will encourage participation of black and
minority ethnic groups in all its activities. All policies will be reviewed and amended as
appropriate in line with the Race Relations (Amendment) Act 2000 and in accordance
with the Race Policy and Action Plan. Monitoring will be undertaken to identify any
areas of inequality.
Religion – The Parish Council will respect the needs and requirements of people who
adhere to a range of cultural and religious beliefs. This will include staff needs in
relation to dietary requirements, and requests for leave and facilities for religious
observance.
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1.

Introduction

a.

This policy is based on and complies with the 2015 ACAS Code of Practice. It also
takes account of the ACAS guide on discipline and grievances at work. It aims to
encourage and maintain good relationships between the Council and its employees
by treating grievances seriously and resolving them as quickly as possible. It sets out
the arrangements for employees to raise their concerns, problems or complaints about
their employment with the Council. This policy will be applied fairly, consistently and in
accordance with the Equality Act 2010.This policy is not intended to be contractual.

b.

Many problems can be raised and settled during the course of everyday working
relationships. Employees should aim to settle most grievances informally with their line
manager.

c.

This policy confirms:
i. employees have the right to be accompanied or represented at a grievance meeting
or appeal by a workplace colleague, a trade union representative or a trade union
official. The companion will be permitted to address the grievance / appeal
meetings, to present the employee’s case for his / her grievance / appeal and to
confer with the employee. The companion cannot answer questions put to the
employee, address the meeting against the employee’s wishes or prevent the
employee from explaining his / her case
ii. the Council will give employees reasonable notice of the date of the grievance /
appeal meetings. Employees and their companions must make all reasonable
efforts to attend. If the employee’s companion is not available for the proposed date
of the meeting, the employee can request a postponement and can propose an
alternative date that is within five working days of the original meeting date
iii. any changes to the specified time limits must be agreed by the employee and the
Council
iv. an employee has the right to appeal against the decision about his / her grievance.
The appeal decision is final
v. information about an employee’s grievance will be restricted to those involved in the
grievance process. A record of the reason for the grievance, its outcome and action
taken is confidential to the employee. The employee’s grievance records will be
held by the Council in accordance with the Data Protection Act 2018
vi. recordings of the proceedings at any stage of the grievance procedure are
prohibited, unless agreed as a reasonable adjustment that takes account of an
employee’s medical condition
vii. if an employee who is already subject to the Council’s disciplinary procedure, raises
a grievance, the grievance will normally be held after the completion of the
disciplinary procedure
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viii. if a grievance is not upheld, no disciplinary action will be taken against an employee
if he / she raises the grievance in good faith
ix. the Council may consider mediation at any stage of the grievance procedure where
appropriate (for example where there have been communication breakdowns or
allegations of bullying or harassment). Mediation is a dispute resolution process that
requires the Council’s and the employee’s consent.
2.

Informal Grievance Procedure

a.

The Council and its employees benefit if grievances are resolved informally and as
quickly as possible. As soon as a problem arises, the employee should raise it with
the Chairman of the Council to see if an informal solution is possible. Both should try
to resolve the matter at this stage. If the employee does not want to discuss the
grievance with the Chairman (for example, because it concerns the Chairman), the
employee should contact the Vice-Chairman of the Council or, if appropriate, another
member of the committee.

3.

Formal Grievance Procedure

a.

If it is not possible to resolve the grievance informally, the employee may submit a
formal grievance. It should be submitted in writing to the Chairman (or Vice-Chairman)
of the Council.

b.

The Chairman (or the Vice-Chairman) of the Council will appoint three members to the
Disciplinary, Grievance and Appeals sub-committee to investigate the grievance. The
sub-committee will appoint a Chairman from one of its members. No Councillor with
direct involvement in the matter shall be appointed to the sub-committee.

4.

Investigation

a.

The Chairman of the sub-committee will investigate the matter before the grievance
meeting which this may include interviewing others (e.g. employees Councillors or
members of the public).

5.

Notification

a.

Within ten working days of the Council receiving the employee’s grievance, the
employee will be asked, in writing, to attend a grievance meeting. The sub-committee’s
letter will include the following:
i.

the names of its Chairman and other members

ii.

a summary of the employee’s grievance based on his/her written submission

iii.

the date, time and place for the meeting. The employee will be given reasonable
notice of the meeting which will be within twenty-five working days of when the
Council received the grievance
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iv.

the employee’s right to be accompanied by a workplace colleague, a trade
union representative or a trade union official.

v.

a copy of the Council’s Grievance Policy

vi.

confirmation that, if necessary, witnesses may attend on the employee’s behalf
and that the employee should provide the names of his / her witnesses at least
five working days before the meeting

vii.

confirmation that the employee will provide the Council with any supporting
evidence at least five working days before the meeting.

6. The Grievance Meeting
a. At the grievance meeting:
i.

the Chairman will introduce the members of the sub-committee to the employee

ii.

the employee (or the companion) will set out the grievance and present
evidence

iii.

the Chairman will ask the employee what action he / she wants the Council to
take

iv.

any member of the sub-committee and the employee (or the companion) may
question any witnesses

v.

the employee (or the companion) will have the opportunity to sum up the case

vi.

the Chairman will provide the employee with the sub-committee’s decision, in
writing, within five working days of the meeting. The letter will notify the
employee of the action, if any, that the Council will take and of the employees
right to appeal

vii.

a grievance meeting may be adjourned to allow matters that were raised during
the meeting to be investigated by the sub-committee.

7. The Appeal
a. If an employee decides that his / her grievance has not been satisfactorily resolved by
the sub-committee, he / she may submit a written appeal to the Chairman (or ViceChairman) of the Council. An appeal must be received by the Council within five
working days of the employee receiving the sub-committee’s decision and must
specify the grounds for appeal.
b. The grounds for appeal include:
i.

a failure by the Council to follow its Grievance Policy

ii.

the sub-committee’s decision was not supported by the evidence

iii.

the action proposed by the sub-committee was inadequate / inappropriate

iv.

new evidence has come to light since the grievance meeting.
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c. The Appeal will be heard by a panel of three members of the sub-committee who have
not previously been involved in the case. There may be insufficient members of the
sub-committee who have not previously been involved. If so, the appeal panel will be
a committee of three members of the Council who may include members of the subcommittee. The appeal panel will appoint a Chairman from one of its members.
d. The employee will be notified, in writing, within ten working days of receipt of the
appeal of the time, date and place of the appeal meeting. The meeting will take place
within twenty-five working days of the Council’s receipt of appeal. The employee will
be advised that he / she may be accompanied by a companion – a workplace
colleague, a trade union representative or a trade union official.
e. At the appeal meeting, the Chairman will:
i.

introduce the panel members to the employee

ii.

explain the purpose of the meeting, which is to hear the employee’s reasons for
appealing against the decision of the Disciplinary, Grievance and Appeals subcommittee

iii.

explain the action that the appeal panel may take.

f. The employee (or his / her companion) will be asked to explain the grounds of his / her
appeal.
g. The Chairman will inform the employee that he / she will receive the decision and the
panel’s reasons, in writing, within five working days of the appeal hearing.
h. The appeal panel may decide to uphold the decision of the Disciplinary, Grievance
and Appeals sub-committee or substitute its own decision.
i. The appeal panel’s decision is final.
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1.

Introduction

a.

This policy is based on and complies with the 2015 ACAS Code of Practice. It also
takes account of the ACAS guide on discipline and grievances at work. This policy is
designed to help Council employees improve unsatisfactory conduct and performance
in their job. Wherever possible, the Council will try to resolve its concerns about
employees’ behaviour informally, without starting the formal procedure set out below.
This policy is not intended to be contractual.

b.

This policy will be applied fairly, consistently and in accordance with the Equality Act
2010.

c.

This policy confirms:
i. the Council will fully investigate
ii. the Council recognises that misconduct and unsatisfactory work performance are
different issues. The disciplinary policy will also apply to work performance issues
to ensure all alleged instances of employees’ underperformance are dealt with fairly
and in a way that is consistent with required standards. However, the disciplinary
policy will only be used when performance management proves ineffective
iii. employees will be informed in writing about the nature of the complaint against them
and given the opportunity to state their case
iv. employees may be accompanied or represented by a workplace colleague, a trade
union representative or a trade union official at any disciplinary, investigatory or
appeal meeting. The companion is permitted to address such meetings to put the
employee’s case and confer with the employee. The companion cannot answer
questions put to the employee, address the meeting against the employee’s wishes
or prevent the employee from explaining his/her case
v. the Council will give employees reasonable notice of any meetings in this
procedure. Employees must make all reasonable efforts to attend. Failure to attend
any meeting may result in it going ahead and a decision being taken. An employee
who does not attend a meeting will be given the opportunity to be represented and
to make written submission
vi. if the employee’s companion is not available for the proposed date of the meeting,
the employee can request a postponement and can propose an alternative date
that is within five working days of the original meeting date
vii. any changes to the specified time limits in the Council’s procedure must be agreed
by the employee and the Council
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viii. information about an employee’s disciplinary matter will be restricted to those
involved in the disciplinary process. A record of the reason for disciplinary action
and the action taken by the Council is confidential to the employee. The employee’s
disciplinary records will be held by the Council in accordance with the Data
Protection Act 2018
ix. recordings of the proceedings at any stage of the disciplinary procedure are
prohibited, unless agreed as a reasonable adjustment that takes account of an
employee’s medical condition
x. employees have the right to appeal against any disciplinary action. The appeal
decision is final
xi. if an employee who is already subject to the Council’s disciplinary procedure, raises
a grievance, the grievance will normally be held after the completion of the
disciplinary procedure
xii. disciplinary action taken by the Council can include an oral warning, written warning,
final written warning or dismissal
xiii. except for gross misconduct when an employee may be dismissed without notice,
the Council will not dismiss an employee on the first occasion that it decides there
has been misconduct
xiv. if an employee is suspended following allegations of misconduct, it will be on full
pay and only for such time as is necessary. Suspension is not a disciplinary
sanction. The Council will write to the employee to confirm any period of suspension
and the reasons for it
xv. the Council may consider mediation at any stage of the disciplinary procedure
where appropriate (for example where there have been communication breakdowns
or allegations of bullying or harassment). Mediation is a dispute resolution process
that requires the Council’s and the employee’s consent
d.

Examples of misconduct
Misconduct is employee behaviour that can lead to the employer taking disciplinary
action. The following list contains some examples of misconduct
i. unauthorised absence
ii. poor timekeeping
iii. misuse of the Council’s resources and facilities including telephone, email and
internet
iv. inappropriate behaviour
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v. refusal to follow reasonable instruction
e.

vi. breach of health and safety rules
Examples of gross misconduct
Gross misconduct is misconduct that is so serious that it is likely to lead to dismissal
without notice. The following list contains some examples of gross misconduct:
i. bullying, discrimination and harassment
ii. incapacity at work because of alcohol or drugs
iii. violent behaviour
iv. fraud or theft
v. gross negligence
vi. gross insubordination
vii. serious breaches of health and safety rules
viii. serious and deliberate damage to property
ix. use of the internet or email to access pornographic, obscene or offensive material
x. disclosure of confidential information.

f.

Examples of unsatisfactory work performance
The following list contains some examples of unsatisfactory work performance:
i. inadequate application of office procedures
ii. inadequate IT skills
iii. unsatisfactory management of staff
iv. unsatisfactory communication skills.

2.

Disciplinary Investigation

a.

The Chairman of the Council will appoint an Investigator who will be responsible for
undertaking the investigation – a fact-finding exercise to collect all relevant information.
The Investigator will be independent and will normally be a Councillor. If the Chairman
of the Council considers that there are no Councillors who are independent (for
example, because they all have direct involvement in the allegations about the
employee), he / she will appoint someone from outside the Council. The Investigator
will be appointed as soon as possible after the allegations have been made. The
Chairman of the Council will inform the Investigator of the terms of reference of the
investigation. The terms of reference should deal with the following:
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i. what the investigation is required to examine
ii. whether a recommendation is required
iii. how the findings should be presented. For example, an investigator will often be
required to present the findings in the form of a report
iv. who the findings should be reported to and who to contact for further direction if
unexpected issues arise or advice is needed
b.

The investigator will be asked to submit a report within twenty working days of
appointment.

c.

The Chairman of the Council will first notify the employee in writing of the alleged
misconduct and ask him / her to attend a meeting with the Investigator. The employee
will be given at least five working days’ notice of the meeting with the Investigator so
that he / she has reasonable time to prepare for it. The letter will explain the
investigatory process and that the meeting is part of that process. The employee
should be provided with a copy of the Council’s Disciplinary Policy. The Council will
also inform the employee that when he / she meets with the Investigator, he / she will
have the opportunity to comment on the allegations of misconduct.

d.

Employees may be accompanied or represented by a workplace colleague, a trade
union representative or trade union official at any investigatory meeting.

e.

If there are other persons (e.g. employees, Councillors, members of the public or the
Council’s contractors) who can provide relevant information, the Investigator should
try to obtain it from them in advance of the meeting with the employee.

f.

The Investigator has no authority to take disciplinary action. His / her role is to establish
the facts of the case as quickly as possible and prepare a report that recommends to
the Chairman of the Council whether or not disciplinary action should be taken.

g.

The Investigator’s report will contain his / her recommendations and the findings on
which they were based. He/she will recommend either:
i. the employee has no case to answer and there should be no further action under
the Council’s disciplinary procedure
ii. the matter is not serious enough to justify further use of the disciplinary procedure
and can be dealt with informally or
iii. the employee has a case to answer and there should be action under the Council’s
disciplinary procedure.

h.

The Investigator will submit the report to the l Council which will decide whether further
action will be taken.
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If the Council decides that it will not take disciplinary action, it may consider whether
mediation would be appropriate in the circumstances.
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3.

Disciplinary Meeting

a.

If the Council decides that there is a case to answer, it will appoint a Disciplinary,
Grievance and Appeals sub-committee of three Councillors. The Disciplinary,
Grievance and Appeals sub-committee will appoint a Chairman from one of its
members. The Investigator shall not sit on the sub-committee. No Councillor with direct
involvement in the matter shall be appointed to the sub-committee. The employee will
be invited, in writing, to attend a disciplinary meeting. The sub-committee’s letter will
confirm the following:
i.

the names of its Chairman and other two members

ii.

details of the alleged misconduct, its possible consequences and the
employee’s statutory right to be accompanied at the meeting

iii.

a copy of the investigation report, all the supporting evidence and a copy of the
Council’s disciplinary procedure

iv.

the time and place for the meeting. The employee will be given reasonable
notice of the hearing (at the least fifteen working days) so that he / she has
sufficient time to prepare for it

v.

that witnesses may attend on the employee’s and the Council’s behalf and that
both parties should inform each other of their witnesses’ names at least five
working days before the meeting

vi.

that the employee and the Council will provide each other with all the supporting
evidence at least five working days before the meeting. If witnesses are not
attending the meeting, witness statements will be submitted to the other side at
least five working days before the hearing

vii.

that the employee may be accompanied by a companion – a workplace
colleague, a trade union representative or a trade union official

The disciplinary meeting will be conducted as follows:
i.

the Chairman will introduce the members of the sub-committee to the employee

ii.

the Investigator will present the findings of the investigation report

iii.

the Chairman will set out the Council’s case and present supporting evidence
(including any witnesses)

iv.

the employee (or the companion) will set out his / her case and present
evidence (including any witnesses)

v.

any member of the sub-committee and the employee (or the companion) may
question the Investigator and any witness
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vi.

the employee (or the companion) will have the opportunity to sum up his / her
case

vii.

the Chairman will provide the employee with the sub-committee’s decision with
reasons, in writing, within five working days of the meeting. The Chairman will
also notify the employee of the right to appeal the decision

viii.

the disciplinary meeting may be adjourned to allow matters that were raised
during the meeting to be investigated by the sub-committee

4. Disciplinary Action
If the sub-committee decides that there should be disciplinary action, it may be any
of the following:
a. Oral warning
An oral warning is issued for most first instances of minor misconduct. The Council will
notify the employee:
•

of the reason for the warning, the improvement required (if appropriate) and the
time period for improvement

•

that further misconduct/failure to improve will result in more serious disciplinary
action

•

of the right to appeal

•

that a note confirming the oral warning will be placed on the employee’s
personnel file, that a copy will be provided to the employee and that the warning
will remain in force for six months.

b. Written warning
If there is a repetition of earlier misconduct which resulted in an oral warning, or for
different and more serious misconduct, the employee will normally be given a written
warning. A written warning will set out:
i.

the reason for the written warning, the improvement required (if appropriate)
and the time period for improvement

ii.

that further misconduct/failure to improve will result in more serious disciplinary
action

iii.

the employee’s right of appeal

iv.

that a note confirming the written warning will be placed on the employee’s
personnel file, that a copy will be provided to the employee and that the warning
will remain in force for 12 months.
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c. Final written warning
If there is further misconduct during the period of a written warning or if the misconduct
is sufficiently serious, the employee will be given a final written warning. A final written
warning will set out
i.

the reason for the final written warning, the improvement required (if
appropriate) and the time period for improvement

ii.

that further misconduct/failure to improve will result in more serious disciplinary
action up to and including dismissal

iii.

the employee’s right of appeal

iv.

that a note confirming the final written warning will be placed on the employee’s
personnel file, that a copy will be provided to the employee and that the warning
will remain in force for 18 months.

d. Dismissal
The Council may dismiss:
i.

for gross misconduct

ii.

if there is no improvement within the specified time period in the conduct
which has been the subject of a final written warning

iii.

if another instance of misconduct has occurred and a final written warning has
already been issued and remains in force.

e. The council will consider very carefully a decision to dismiss. If an employee is
dismissed, he / she will receive a written statement of the reasons for his / her
dismissal, the date on which the employment will end and details of his/her right of
appeal.
f. If the sub-committee decides to take no disciplinary action, no record of the matter will
be retained on the employee’s personnel file. Action imposed as a result of the
disciplinary meeting will remain in force unless and until it is modified as a result of an
appeal.
5. The Appeal
a. An employee who is the subject of disciplinary action will be notified of the right of
appeal. His / Her written appeal must be received by the Council within five working
days of the employee receiving written notice of the disciplinary action and must
specify the grounds for appeal.
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b. The grounds for appeal include:
i.

a failure by the Council to follow its Disciplinary Policy

ii.

the sub-committee’s decision was not supported by the evidence

iii.

the disciplinary action was too severe in the circumstances of the case

iv.

new evidence has come to light since the disciplinary meeting.

c. The Appeal will be heard by a panel of three members of the sub-committee who have
not previously been involved in the case. There may be insufficient members of the
sub-committee who have not previously been involved. If so, the appeal panel will be
a committee of three members of the Council who may include members of the subcommittee. The appeal panel will appoint a Chairman from one of its members.
d. The employee will be notified, in writing, within ten working days of receipt of the
appeal of the time, date and place of the appeal meeting. The meeting will take place
within twenty-five working days of the Council’s receipt of appeal. The employee will
be advised that he / she may be accompanied by a companion – a workplace
colleague, a trade union representative or a trade union official.
e. At the appeal meeting, the Chairman will:
i.

introduce the panel members to the employee

ii.

explain the purpose of the meeting, which is to hear the employee’s reasons for
appealing against the decision of the Disciplinary, Grievance and Appeals subcommittee

iii.

explain the action that the appeal panel may take.

f. The employee (or his / her companion) will be asked to explain the grounds of his / her
appeal.
g. The Chairman will inform the employee that he / she will receive the decision and the
panel’s reasons. In writing within five days of the appeal hearing.
h. The appeal panel may decide to uphold the decision of the Disciplinary, Grievance
and Appeals sub-committee, substitute a less serious sanction or decide that no
disciplinary action is necessary. If it decides to take no disciplinary action, no record
of the matter will be retained on the employee’s personnel file.
i. The appeal panel may decide to uphold the decision of the Disciplinary, Grievance
and Appeals sub-committee or substitute its own decision.
j. The appeal panel’s decision is final.
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Senior National Figure or Local Holder of High Office

This protocol sets out the action to be taken in the event of the death of:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

HM The Queen
HRH The Duke of Edinburgh
HRH The Prince of Wales
HRH The Duchess of Cornwall
HRH The Duke of Cambridge
HRH The Duchess of Cambridge
HRH Prince George of Cambridge
HRH Princess Charlotte of Cambridge
HRH Prince Louis of Cambridge
HRH The Duke of Sussex
HRH The Duchess of Sussex
HRH The Duke of York
HRH The Earl of Wessex
HRH The Countess of Wessex
HRH The Princess Royal

•
•
•
•
•

The Prime Minister
The serving Member of Parliament for North East Bedfordshire
A serving Chairman
A serving member of the Council
A Former Chairman of the Council

Action Required
Fairfield Parish council’s mourning protocol
will be implemented on the formal
announcement of the death of any one of
those persons name above.

Authorised by
Implementation will be authorised by the
Parish Clerk or in their absence, the
Chairman of the Parish Council
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2. Flying the Flag
Action Required

Implemented
Other Notes
by
Immediately, at the request of the Fairfield Bowls See FPC Flag Flying Protocol
Parish Clerk or their deputy, the flag at Club
the Fairfield Bowls Club Memorial will
be lowered to half-mast.
In the case of the death of the
The funeral of the Sovereign
Sovereign, the day following the death
will take place 10 days after
will be the Proclamation Day (the day
the day of death. For other
when the new Sovereign is proclaimed).
senior members of the Royal
On Proclamation Day flags will, at the
Family, the funeral will take
start of the day, be flying at half-mast.
place eight days after the day
All flags will be flown from the Mast
of death.
Head from 1100 hours on Proclamation
Day (D + 1) to coincide with the Reading
of the Principle Proclamation and until
1300 hrs the following day (D + 2).
After the day of Proclamation, all flags
are to be lowered to half-mast until 0800
hours on the morning following the
State Funeral (day of death plus 11
days).
For any other prominent figures or local
holder of high office, the flag should fly
at half-mast only on the day of death
and the day of the funeral.
At Fairfield Parish Council, following the As above
death of the Sovereign or other
members of the Royal Family identified
in the list on page 2, flags will continue
to be flown at half-mast until 0800hrs on
the day following the funeral.

The funeral of the Sovereign
will take place 10 days after
the day of death. For other
senior members of the Royal
Family, the number of days
will be fewer.

For all others identified in the list of page
1, flags at Fairfield Parish Council will fly
at half-mast on the day of the
announcement of the death. On
subsequent days, the usual local
arrangements will resume (see the note
opposite) until the day of the funeral
when they will again fly at half-mast.

The phrase ‘Usual local
arrangements’ should be
read as meaning that where a
flag is usually flown it can, on
the day following the funeral,
again be flown at full mast. If
no flag is usually flown, the
flag can be taken down.
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3. Book of Condolence
A quiet location for the book should be considered so that those signing the books can have a
moment of privacy and quiet reflection whilst doing so.
A loose leafed folder will ensure that pages can be re-ordered in case the Chairman and others
cannot be the first to sign the book; their signatures can be the first page of the bound book.
Action Required
On
the
day
following
the
announcement of the death of the
Sovereign, The Duke of Edinburgh,
The Prince of Wales or The Duchess
of Cornwall, a Book of Condolence will
be opened at the Community Hall.

Implemented By
The Parish Clerk
and the
Community Hall
Trust

Book of Condolence will be open from
1000hrs – 1600 hrs Monday to Friday
and will remain open until the day
following the funeral.

Books of Condolence should
be opened on the first working
day after death. Depending of
anticipated demand, consider
whether one or two books
should be available. It should
be an easily accessible place.

A table and chair should be made
available for members to sign the
Book of Condolence.

The Chairman will issue a statement
expressing the sadness of the Council
and people of Fairfield at the news of
the death of …….. The statement will
also appear on the home page of the
website.
The statement will confirm that flags
are to be flown at half-mast and will
give details of the Books of
Condolence. In the case of the death
of the Sovereign or a member of the
Royal Family it will also mention any
arrangements for an e-Book of
Condolence on the Royal Website.

Other Notes
The officer should ensure there
is adequate paper available in
the book. Pages that have
been defaced or include
offensive or other questionable
comments should be quietly
removed until such time as a
decision can be taken on
whether or not they should be
permanently excluded.

Statement to be
issued by the
Chairman

Downloadable images of the
Royal Family are available from
www.royal.gov.uk
Guidance on the content of the
statement is set out in
Appendix B.

The Parish Clerk
to ensure copy of
the statement
appears on the
home page of the
Council’s
website.
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On the death of any other significant
person, the Parish Clerk will discuss
with the Chairman whether an e-book
of Condolence should be opened on
the Council’s website.
When the Book of Condolence has Parish Clerk
been closed, the Parish Clerk will
arrange for the pages to be bound and
make arrangements for the final
bound version to be lodged in the
Parish Council/county archives.

4. Civic Engagements
From the day of death until the day after the funeral, careful thought should be given to the
type of events and activities the Chairman should host or attend. Lunches, dinners and
receptions may not fit in with the mood of the nation and as a mark of respect may need to
be cancelled or postponed.
Where school visits are scheduled it might be helpful to for the Chairman to spend time with the
children to talk about the events that are unfolding. This should not be pressed upon a Chairman
who is not comfortable with taking on such a role.
Action Required
To review the programme of
engagements undertaken by
the Chairman to ensure it is
appropriate in a time of
national mourning and that it
sits comfortably with the
national mood.

Authorised / Implemented
By
The Chairman in conjunction
with the Parish Clerk. Any
decisions/changes to be
implemented by the Parish
Clerk.

Other Notes
Consider working with local
faith groups to arrange some
sort of service on the eve of
the funeral.

5. Dress Code
If a full Council meeting falls during the period of mourning it might be felt appropriate for
Councillors to wear a black tie or black arm band.
Action Required
A stock of black ties and black
armbands will be held in and
available from the Office for
use by the Councillors and
officers following the death of
a senior figure.

Implemented By
The stock to be issued and
maintained in good order by
the Parish Clerk

Other Notes
At the time of the review of this
protocol, consideration will be
given to the number of items
in stock, their condition and
the need for cleaning, repair
or replacement.
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6. Public Observance of Silence
Action Required
Implemented By
Other Notes
When the death of a senior The Chairman in conjunction
member of the Royal Family with the Parish Clerk.
is to be marked by a Silence,
an announcement will be
made by Buckingham Palace.
Consideration to be given to
whether
it
would
be
appropriate for the Chairman
to lead a Public Silence. If so,
the location to be determined
and all those listed in
Appendix C to be invited to be
present. Councillors to wear
black ties / arm bands /
rosettes.

7. Letter of Condolence from Fairfield Parish Council
Action Required
Implemented By
As soon as practical, a letter Parish Clerk.
of condolence will be drafted
and
circulated
to
the
Chairman before dispatch.

Other Notes
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Appendix A
Full details for on the correct way to fly flags at half-mast is given on the website of the Flag
Institute (www.flaginstitute.org).
It is important that the guidance given by the Flag Institute is adhered to strictly.
Half-mast means the flag is flown two-thirds of the way up the flagpole with at least the height
of the flag between the top of the flag and the top of the flagpole. Flags cannot be flown at
half-mast on poles that are more than 45º from the vertical but a mourning cravat can be used
instead.
When a flag is to be flown at half mast, it should first be raised all the way to the top of the
mast, allowed to remain there for a second and then be lowered to the half-mast position.
When it is being lowered from the half mast, it should again be raised to the top of the mast
for a second before being fully lowered.

Appendix B
The statement should begin with a suitable expression of sadness of the Parish Council on
hearing the announcement.
It might go on to state that flags will be flown at half-mast.
If is an occasion when Books of Condolence will be opened, then reference could be made
to that.
When a decision has been taken on the Council’s programme of events and engagements,
it might be stated that events are being cancelled as a mark of respect or that they will begin
with a period of silence.
If in doubt, do not rush out a statement which commits the Parish Council to action before that
action has been discussed and has the necessary agreement from the political leadership.
Appendix C
All members of the Council
Parish Clerk
Past Chairmen
Appendix D
The Lord Lieutenant’s Office has a plan for such an event and the Chief Constable, Chief Fire
Officer and the three local authority Chief Executives have been briefed on the plan and are
regularly updated. Any request for access to the plan should be directed to Central Bedfordshire
Council, Lord Lieutenant’s Office as they administer this service on behalf of the three local
authorities.
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Appendix H
Clerk’s Appraisal
Report by Chairman – Councillor Barrie Dack
Vice Chairman, Cllr Amanda Hunt, and myself met recently with Katrina to conduct her annual
review.
Equipment
Her computer, screen and printer were upgraded in 2018, and all software updated. Katrina is
happy with that and does not think any adjustment is needed during the coming year.
Salary and Pension
Clerk pay and conditions are overseen by the SLCC of which she is a member and they have
numerous pay grades. Last year Councillors agreed to up her pay grade by several levels as we
were aware of parishes employing unqualified clerks on higher grades. Katrina is happy with her
current pay grade. We will be notified by the LGA (Via BATPC) of annual increases to each pay.
Contract Hours
Currently her contract states a minimum number of hours we pay each month, but it is a flexible
contract and we pay for the hours actually worked if this exceeds to minimum.
Katrina is happy with this arrangement and states that in the week before and after a meeting her
ours are high, but this then tails off. We agreed that, therefore, this currently was the best
arrangement and are happy to recommend we continue on this basis.
Place of Work
Katrina did not think there had been any change in the way the Council operates to consider
changes to the current working practice. The number of enquiries from electors that involve FPC
remains low, with the majority being referred to Scanlans for FPRC or CBC. About 10 per cent of
all electors’ enquiries concern FPC matters.

Appendix I
Bank Reconciliation at 31st October 2019
Where the money is
Unity Trust
Cash Plus Card
Petty Cash
Less unpaid money to HMRC
Total Money

Value
£198,201.08
£223.26
£0.00
£13.40
£198,410.94(1)

Cash Book
Total Receipts
PLUS balance carried over 1st April 2019
LESS Total Payments
Total Money in cash book

£110,115.35
£194,451.94
£106,156.35
£198,410.94 (2)

As (1) and (2) are equal there are no issues to report.

Appendix J – Payments
To whom

Description

Katrina Henshaw

October wages

HMRC
EE
Herts Full Stop

October Tax
Mobile phone – October
Stationery
Scout rent - October
Scout rent – November
Maintenance contract – October
Salt
Tree for Dickens Boulevard / Bronte Avenue
Hard drive and USB stick
Toner
2 Litter bins
Bollards
Credit for litter bin
Wreath
Website ($89)
Parish Election 2019
Contribution towards the costs of the school
crossing patrol
Legal fees for the proposed transfer of the
Community Hall
Cardiac Arrest Response Seminar 27/02/2019
500 Tumblers for Community Hall
Legal fees re PDR
Apple pickers

Fairfield Community Hall
Hislop & Co Horticulture
Ebuyer
Broxap
Lady Haig
Elegant Themes
Central Bedfordshire Council
Central Bedfordshire Council
Blandy and Blandy
Community Heartbeat
2 Cool Promos
Blandy and Blandy
Nick Andrews

Total
£876.55
£346.72
£10.25
£27.76
£296.00
£388.00
£1,200.00
£8440.74
£1,865.57
£66.59
£99.41
£1,009.08
£876.00
-£862.74
£35.00
£85.88
£2,351.34
£4,000.00
£5,603.33
£210.00
£573.60
£3,000.00
£52.96

Total £30,552.04
14/10/2019 £300.00 transferred to Cash plus card

