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Lapley, Stretton
& Wheaton Aston
Parish Council

You are here by summoned to attend a meeting of Lapley, Stretton and Wheaton Aston Parish Council, which will be
held on Thursday 3™ September 2026 at 7.00pm at Lapley and Wheaton Aston Village Hall.

The Council, members of the public and the press may record/film/photograph or broadcast this meeting when the
public and the press are not lawfully excluded. Any member of the public who attends a meeting and objects to being
filmed should advise the Parish Council Manager (in advance) who will instruct that they are not included in the filming.

In order to comply with the Data Protection Act 2018, all persons attending this meeting are hereby notified that this
meeting will be recorded by the Parish Council. The purpose of taping is that recordings act as an aide-memoire to
assist the Parish Council Clerk in the compilation of minutes. The recording will be deleted once the minutes have been
approved

Please ensure that all mobile phones are switched to silent during the Parish Council meeting.

Public Forum
o Democratic thirty minute period/public discussion time: From 6.30pm residents are invited to give their
views to the Parish Council on items on this agenda or raise issues for future consideration at the discretion
of the Chairman. Members of the public may not take part in the Parish Council meeting itself. (standing
order 3 f)
No member of the public may speak for more than five minutes (standing order 3g)

37. To consider apologies -Decision
38.Declaration of Interests -Information

To declare any interests any on agenda items
39. Approval of minutes -Decision

To approve and sign the minutes of the meeting of the Annual Meeting of Lapley, Stretton and Wheaton Aston
Parish Council held on 2" July 2026 and to note the minutes from the BLPJG Allotment Committee held on 28 July
2026

40.To receive report from Parish Council Clerk (Appendix 1) -Information
41. To receive report from South Staffordshire Council -information
42. Financial matters -decision

To consider financial matters including: (appendix 2 )
a) To approve the expenditure and income for June and July 2026
b) To approve the reconciled statements the unity trust main account, unity trust reserve account to 31
July 2026
c) To note payments/decisions made under delegated powers

43. Planning recommendations -decision

To consider planning matters including

a) Planning applications:
Appeal notice: Land At: Proposed Development: Land South Of Lapley Road , Wheaton Aston, Stafford, ST19 9QF
26/00032/REF 26/00063/0UTM 17 August 2026 01902 696000 appeals@sstaffs.gov.uk The construction of
Doctor's Surgery and associated infrastructure, including means of access. Appeal Start Date: 11th August 2026
Appellants Name: Mr And Mrs Robert And Susan Foxall Type of Appeal: Inspectorate Appeal up to 45 residential
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units including 40% Affordable Housing, self-build plots and a 65 bed Extra Care Home (C2), Ref No: Written
Representation 6014206 LPA Appeal ref No: 26/00032/REF
26/00671/WMI | Planning Act 2008: Proposed Non-Material Change to the West Midlands Rail Freight
Interchange Order 2020 (as amended by The West Midlands Rail Freight Interchange (Correctio Order 2020) and
The West Midlands Rail Freight Interchange (Amendment) Orders 2023 and 2025 (The Order) to: - replace the
original wording at Article 44 (3) to reflect the Supreme Court's ruling in Hillside; - amend Requirement 35 (b)
(and Requirement 34) so that the completion of the rail terminal works alters to prior to the earliest of- (a) the
occupation of more than 186,000 square metres of warehousing; or (b) the sixth (change to fifth) anniversary of
the first occupation of more than 47,000 (change to 150,000) square metres of warehousing; - update the
illustrative phasing plan included in the 2018 Environmental Statement, to align with the current infrastructure
delivery programmes; and - amend triggers for the delivery of various highway infrastructure works, as set out
within Requirement 25

b) Planning applications received after the agenda papers distributed

44. BKV Competition -decision
e To present to the competition winners
e To consider representation at the presentation evening
e To consider next years event

45.Marston Field -decision
e To receive an update on funding
e Consider the breakdown cost of equipment as per funding amount (separate documents)

Option 1, zipwire, obstacle course Option 2, zipwire, obstacle course and basket swing
Subtotal: 39,329.97 Subtotal 45,557.80
Project discount amount -6,472.20 Project Discount Amount -7,412.20
Total GBP Excel. VAT 32,857.07 Total GBP Excl. VAT 38,145.60
Total inc VAT 39,428.48 20% VAT 7,629.12
Total GBP Incl. VAT 45,774.72
46.SPCA Campaign -decision

To consider supporting the SPCA campaign to make councillor a legal training

Suggested motion:

Mandatory Training for Local Councillors

This Council notes:

* That parish and town councillors increasingly make decisions with significant legal, financial, and community
impact.

¢ That councillors are responsible for complex statutory functions, including financial oversight, planning
representations, and governance compliance.

¢ That, unlike many public office roles and principal authority councillors, there is currently no statutory requirement
for elected or co-opted councillors to undertake core training.

This Council further notes that councils regularly take decisions that require legal and procedural understanding,
including:

¢ Setting and approving the annual precept and budget

¢ Submitting and determining planning consultations and objections

¢ Entering into contracts and procurement decisions

¢ Managing assets and land holdings

¢ Handling complaints, codes of conduct, and standards issues

¢ Employing staff and complying with HR law

¢ Improving social, health and economic wellbeing

This Council believes:

¢ That mandatory induction and ongoing training would improve governance, transparency, and public trust.

» That better-trained councillors reduce the risk of legal challenge, maladministration, and financial
mismanagement.
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Accordingly, this Council resolves to:

1. Call on the UK Government to introduce legislation requiring all local councillors to undertake core training within
1 year of election/co-option.

2. Request that this includes training on:

o Roles and responsibilities

o Finance and audit

o Planning and code of conduct

o Social, health and economic wellbeing

o Employee protection and employer responsibilities.

3. Write to [Local MP] asking them to support this change.

4. Encourage the National Association of Local Councils (NALC) and county associations to advocate for this reform.
5. Adopt a members training policy. Proposed by: Seconded by: Date:

47. Bees -decision

To consider the request from the children at St Marys School to support the bee population
48.Christmas event
To receive:

e an update

e  Christmas lights and switch on event plan 2026 (appendix 3)

49.Policies (appendix 4) -decision

e LSWA PC Needles and Sharps Policy/RA September 2026
e  Fire safety policy and RA

e Hazardous Substances Policy and Risk Assessment

e  Manual handling policy and risk assessment

e Personal protection equipment policy and risk assessment

e LSWA PC Working at Height Policy and Risk Assessment (106) Sept 26

e  Councillor and officer protocol
e  Christmas Tree Risk assessment (separate document )
e Dignity at work policy

e  Recruitment and Probationary period Procedure
e  Equality and Diversity Policy

e  Pension policy statement

e  Pension policy

e  Vexatious Complaints Policy

e  GDPR Privacy policy

e  Finance risk assessment (separate document)

50. InPost locker installation -decision
To consider using the car park as a location

The dimensions of our InPost Lockers (battery operated via solar power)
. Size Licence fee per year (5 year term)

2m £700.00

3m £1,000.00

4m £1,200.00

5m £1,300.00

6m £1,400.00

7m £1,500.00

8m+ £1,600.00
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51. Items for future - Each councillor may use this opportunity to report on matters of information not included
elsewhere on the agenda and to raise items for future agendas. Councillors are respectfully reminded that this is
not an opportunity for debate or decision making.

52. Date of next meeting: Thursday 15 October at 7pm at Lapley and Wheaton Aston Village Hall. The annual
community meeting precedes this at 6pm

Mrs A Watson Parish Council Clerk

27.8.26

Crime and Disorder Implications
Section 17 of the Crime and Disorder Act 1998 places a duty on local authorities to consider the crime and disorder
implications when exercising its functions with due regard to the likely effect of the exercise of those functions and
to do all that is reasonably can to prevent crime and disorder in its area. Where relevant any decisions made at the
Parish Council meeting have taken this duty of Care into consideration

Acronyms:

LSWA PC: Lapley, Stretton and Wheaton Aston Parish Council
BLPJGA: Broadholes Lane Platinum Jubilee Garden Allotments
BLPJGA: Broadholes Lane Platinum Jubilee Garden Allotments Committee
SSC: South Staffordshire council

SCC: Staffordshire County Council

Clir: Councillor

CPD: Continuous professional development

SPCA: Staffordshire Parish Councils Association

PCSO: Police Community Support

Officer SLCC: Society of local council

clerks

NALC: National association of local councils

CMDR: Commander

WACFR- Wheaton Aston Community First Responders

FOM: Forest of Mercia

VO: Village Orderly

BKV: Best Kept Village

Appendix 1
Clerks Report

Information

02/07/26 Advertising Christmas Lights Switch On and stall bookings

14.7.26 Road closure STAFFORDSHIRE COUNTY COUNCIL ROAD TRAFFIC REGULATION ACT 1984 (AS AMENDED)
ROAD TRAFFIC (TEMPORARY RESTRICTIONS) ACT 1991 TEMPORARY PROHIBITION OF TRAFFIC Springfield
Drive Wheaton Aston NOTICE is hereby given that Staffordshire County Council on 25th August 2026 intends
to make an Order the effect of which will be to prohibit any vehicle from proceeding in that length of
Springfield Drive in Wheaton Aston, for its entire length, unless the vehicle is being used in connection with
the works; or unless the vehicle requires access to properties on the length of road or is being used for
police, fire brigade or ambulance purposes. An alternative route for traffic is available. For more information,
visit: https://one.network/? tm=GB151175784. The order will come into operation on 31st August 2026 and
the said works will commence on or as near as practicable to that date. It is anticipated that the works will
be completed by 4th October 2026. The Order will remain in force for a period of 18 months, or until the
mains renewal works, which it is proposed to carry out on or near the road have been completed, whichever
is the earlier. Date: 13th August 2026 Darryl Eyers | Deputy Chief Executive and Director for Economy,
Infrastructure and Skills No. 2 Staffordshire Place, Tipping Street, Stafford. ST16 2DH Ref: 4503062 Enquiries:
Customer Contact Centre Tel: 0300 111 8000 https://one.networ

14.7.26 Road closure details STAFFORDSHIRE COUNTY COUNCIL ROAD TRAFFIC REGULATION ACT 1984 (AS
AMENDED) ROAD TRAFFIC (TEMPORARY RESTRICTIONS) ACT 1991 TEMPORARY PROHIBITION OF TRAFFIC
Broadholes Lane Wheaton Aston NOTICE is hereby given that Staffordshire County Council on 6th October
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2026 intends to make an Order the effect of which will be to prohibit any vehicle from proceeding in that
length of Broadholes Lane in Wheaton Aston for its entire length, unless the vehicle is being used in
connection with the works; or unless the vehicle requires access to properties on the length of road or is
being used for police, fire brigade or ambulance purposes. An alternative route for traffic is available via
Fentonhouse Lane, Marston Road, High Street and vice versa. For more information, visit:
https://one.network/?tm=GB151101967. The order will come into operation on 12th October 2026 and the
said works will commence on or as near as practicable to that date. It is anticipated that the works will be
completed by 1st November 2026. The Order will remain in force for a period of 18 months, or until the
mains renewal works, which it is proposed to carry out on or near the road have been completed, whichever
is the earlier. Date: 24th September 2026 Darryl Eyers | Deputy Chief Executive and Director for Economy,
Infrastructure and Skills No. 2 Staffordshire Place, Tipping Street, Stafford. ST16 2DH Ref: 4502123 Enquiries:
Customer Contact Centre Tel: 0300 111 8000

13.7.26 Concerns raised with Wolgarston High about social media tags being used on equipment at MF

17.7.26 Preparation work underway for Christmas. Action sheet being worked on, and preparation in place.
Advertising for sponsorship, volunteer helpers and save the date is on a rolling post for our website and
social media.

17.7.26 iPads for Councillors have arrived, details logged and are ready for distribution

18.7.26 Letter of support completed for WA Cricket committee for grant

27.7.26 Email sent to licensing with concern of the timings of the hide and seek festival

28.7.26 Reports of posts damaged at Lapley green, likely due to a large vehicle turning. Reported to contractor to
reset posts.

29.7.26 Requested the van parked for several days at the car park is moved

Concern raised about dog fouling at the bridleway section at Broadholes Lane, this has been referred to
environmental health

Copies of documents relating to the Millenium gifting of Primrose play area and possibly Broadholes Lane allotments
have been shared with the legal team at SSC to determine ownership

26_00063_OUTM planning app has been submitted to the planning inspectorate for appeal

The best front garden winners of Wheaton Aston (Rose cottage School road)have requested that the £15 prize be
donated to the BKV reserve pot

26.8.26 VO has completed a repair on the skatepark

Action plan item update
26/27 action plan in place
5.8.26 Emailed for the repairs to the skate park as per the action plan
12.8.26 skatepark repairs confirmed, awaiting date
Outstanding Items:
e Defib at Ivetsey Rd- Planning are waiting for the site to be handed over. Once this has been completed an officer
will assess the site for installation. SSC are to be landowners and are aware LSWA PC wish to install on site.
e Lapley Green registration-. Awaiting update from Tedstone Solicitors
e Gated alley Broadholes/Pinfold-. - SSC has allotted a public space protection order for the alley to remain closed.
The next review will be in 2027
e Post office — no premises found., this has now been taken on at district level.
e Birkenshaw Lane The order for the footpath to be added to the definitive map has been made and now the officers
are waiting for the order to be processed. It is unlikely to made within this year

Consultations

Meetings/Events
Clerks meeting 1°** Tuesday of each month
22" September 2026 BKV Awards

All upcoming courses

LSWA PC Agenda 4th September 2026



6|Page

September

02 | 10:00 | Engaging with Young People
03 | 18:30 | Data Protection: Part 1

07 | 13:00 | Data Protection: Part 1

08 | 10:00 | Social Media: Getting Started
09 | 18:30 | Data Protection: Part 2

10 | 10:00 | Communicating with the Community 1
141 13:00 | Data Protection: Part 2

15| 18:30 | Social Media for Councillors
16| 13:00 | Local and Regional Media

17 1 10:00 | Boosting your Council's Identity
17 ] 18:30 | Data Protection: Part 3

211 13:00 | Data Protection: Part 3

221 10:00 | Social Media: Advanced

28 | 18:30 | Data Protection for Councillors

October November

05| 11:00 | Data Protection: Part 1 )
02 | 13:00 | Data Protection: Part 1

05 | 13:00 | Communicating with the Community 2 ) ) )
051 10:00 | Social Media: Getting Started

05 | 18:30 | Data Protection for Councillors o ) )
09 | 10:00 | Communicating with your Community 1

07 | 10:00 | Emotional Intelligence and Resilience .
09 | 13:00 | Data Protection: Part 2

08 | 13:00 | Canva: Getting Started )
10 | 18:30 | Data Protection: Part 1

121 11:00 | Data Protection: Part 2 ) )
111 10:00 | Engaging with Young People

12| 14:30 | Freedom of Information ) )
141 10:00 | Social Media: Advanced

131 10:00 | Recruiting Councillors .
16| 13:00 | Data Protection: Part 3

15 10:00 | Canva: Advanced ) . .
18 | 10:00 | Boosting your Council's Identity

19| 11:00 | Data Protection: Part 3 .
19| 18:30 | Data Protection: Part 2

20| 18:30 | Data Protection: Part 1 ) )
251 10:00 | Local and Regional Media

21 10:00 | Dealing with Difficult People
25 18:30 | Data Protection: Part 3

22| 18:30 | Ghairing Meetings Effectively 26 | 18:30 | Social Media for Councillors

221 09:30 | Crisis Communications . .
30| 18:30 | Data Protection for Councillors

Items emailed to councillors.

14.7.26 SCC Road closure details

15.7.26 SPCA Campaign pack

17.7.26 LGR confirmed go ahead from the government.
21.7.26 SPCA Health and wellbeing training details
22.7.26 SPCA July bulletin
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23.7.26 Canal conservation plan

4.8.26 BKV results

4.8.26 WMI Road closure details

4.8.26 CALC training details

11.8.26 WMI social values report

11.8.26 SPCA august bulletin

11.8.26 SCC Better health update

11.8.26 SSC Application Number: Proposed: At: 26/00682/TREE Lapley Conservation Area: Sycamore - dismantle and
e move. Park House Park Lane Lapley STAFFORD ST19 9JT

17.8.26 Advance Notice Road Closure Fenton House Lane, WA for Severn Trent
https://one.network/?tm=GB151311480

17.8.26 Advance Notice Road Closure Lapley Lane. Stretton for Severn Trent
https://one.network/?tm=GB151311788

24.8.26 SPCA course details for risk assessments and tender process

24.8.26 Sir G Williamson MP details on Bradford Arms

24.8.26 Land At: Proposed Development: Land South Of Lapley Road , Wheaton Aston, Stafford, ST19 9QF
26/00032/REF 26/00063/0UTM 17 August 2026 01902 696000 appeals@sstaffs.gov.uk The construction of up to 45
residential units including 40% Affordable Housing, self-build plots and a 65 bed Extra Care Home (C2), Doctor's Surgery
and associated infrastructure, including means of access. Appeal Start Date: 11th August 2026 Appellants Name: Mr
And Mrs Robert And Susan Foxall Type of Appeal: Inspectorate Appeal Ref No: Written Representation 6014206 LPA
Appeal ref No: 26/00032/REF

24.8.26 SSC Application received for Works to a Tree(s) with a Tree Preservation Order (TPO) Application Number:
Proposed: At: 26/00686/TTREE TPO No. 61/1982: Oak - Crown lift to 7 metres. 2 Fentonhouse Lane Wheaton Aston
STAFFORD ST19 9N

Response to planning comments:

SSC Planning Decision

26/00315/FULHH -APPROVED subject to Conditions: Extension and alteration to existing bungalow dwelling —
Cornstalks, Stretton Road, Lapley, ST19 9JP

26/00436/AGR — Prior Approval Permission Not Required: Erection of two new small steel portal framed general
purpose farm buildings. Willow Farm Bell Hurst Lane Wheaton Aston STAFFORD ST19 9QS

Use of devolved powers

How to complete and manage Financial Risk Assessments
Cost: £18.80
When to go to Tender and navigating the Find a Tender process — Mike Deegan Consultancy
Cost: £37.60

£21 tens notice for xmas event

Annual Play Area Inspections:

Report now available , 2026/27 inspections due December 2026

Appendix 2
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Lapley Stretton & Wheaton Aston Parish Council

Income transactions - receipts approval list Start of year 01/04/26
Tnno Ref. Gross Heading Cttee Invoice Details Ref.
date Total
3 £210.99 33 PC 30/06/26 Unity Trust Bank - interest on reserve account
Total £210.99
Income transactions - receipts approval list Start of year 01/04/26
Tnno Ref. Gross Heading Cttee Invoice Details Ref.
date  Total
4 £165.47 50 PC 08/06/26 Barclays Bank - savings interest
Total £165.47
Signature
Bank Account Reconciled Statement
Unity trust working reserves 20419150 60-83-01
Statement Number 51 Bank Statement No. 51
Statement Opening Balance £44,823.28 Opening Date 01/06/26
Statement Closing Balance £45,034.27 Closing Date  30/06/26
True/ Cashbook Closing £45,034.27
Balance
Date Cheque/Ref. Supplier/ Customer Debit (£) Credit (£) Balance (£)
30/06/26 Unity Trust Bank 0.00 210.99 45,034.27
Uncleared and unpresented effects
Total uncleared and unpresented 0.00 0.00
Total debits / credits 0 210.99

Lapley Stretton & Wheaton Aston Parish Council

Expenditure transactions - payments approval list Start of year 01/04/26

Payment

No Payment Gross To pay Heading Invoice Invoice Details

Reference Reference
The following payments have already been made

6 £0.00 £0.00 02/04/26 inv12093050 WaterPlus - Allotment Water Still in Credit

1 -£45.21 100/10 Water Charges

2 £45.21 100/10 Water Charges

25 DD BT £69.54 £69.54 100/10 10/04/26 MO047 KM British Telecom - BT monthly bill

12 345646227 £33.75 £33.75 100/18/1 15/04/26 MileageMrs Amy Watson - Mileage

3 840025097 £9.45 £9.45 100/18/1 18/04/26 MileageMr. Malcolm Bissell -
Mileage

5 258162668 £48.00 £48.00 100/3/2 18/04/26 202 Staffordshire Parish
Councils' Association - Training

for J Hodgkiss

7 798566748 £834.07 £834.07 160/1/1 18/04/26 IN15222574

Npower Limited - Christmas Lights

8 138731651 £126.68 £126.68 100/10 18/04/26 IN5224608 Npower
Limited - CCTV Electricity

9 986675141 £255.67 £255.67 100/19/1 18/04/26 986675141

Cloudy It - Monthly Charges

2 730306697 £81.00 £81.00 150/6 20/04/26 41UF019-0008 Parish Online by GeoXphere

Ltd - Mapping software
annual contract

1 Office £6,519.83 £6,519.83 100/19/5 21/04/26 INV-D-11404  Cloudy It -
Set up of tablets etc

20 £300.00 £300.00 180/3 24/04/26 Grant Approved Wheaton Aston
Carnival Association - Grant

april 2026 approved April 2026
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4 157137303 £686.19 £686.19 150/2 30/04/26 102 Staffordshire Parish
Councils' Association -

Membership Fees for 26/27
Bank Account Reconciled Statement

Barclays savings account 73219496 20-08-64

Statement Number 46 Bank Statement No. 46

Statement Opening Balance £58,074.72 Opening Date 01/04/26
Statement Closing Balance £58,240.19 Closing Date  30/06/26

True/ Cashbook Closing £58,240.19

Balance
Date Cheque/Ref. Supplier/ Customer Debit (£) Credit (£) Balance (f)
30/06/26 Barclays Bank 0.00 165.47 58,240.19

Uncleared and unpresented effects
Total uncleared and unpresented 0.00 0.00
Total debits / credits 0 165.47

Lapley Stretton & Wheaton Aston Parish Council

Income transactions - receipts approval list Start of year 01/04/26
Tnno Ref. Gross Heading Cttee Invoice Details Ref.
date Total

items 5 — 22 allotment and water charges

Total £690.00

Expenditure transactions - payments approval list Start of year 01/04/26

Payment

No Payment Gross To pay Heading Invoice Invoice Details

Reference Reference

77 599394317 £1,439.00 £1,439.00 120/1/1 01/07/26 2669 Ditton
Services - Monthly Contract £1,439.00

76 33846655 £1,200.00 £1,200.00 180/3 08/07/26 050 All Saints and St
Marys Church Wa/Lapley - £1,200.00

Contribution Towards Wellbeing Wednesday Group

78 400835 £26.40 £26.40 100/18/1 15/07/26 MileageMrs Amy Watson - Mileage
meetings and allotments £26.40
88 167880023 £151.45 £151.45 100/10 15/07/26 IN15877851 Npower

Limited - Electricity £151.45
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89 68215633 £9.45 £9.45 100/18/1

Mileage£9.45

90 720821729 £380.00 £380.00
Print - Print News and Views £380.00

91 730689382 £168.00 £168.00

Print - Distribution of News and Views £168.00

75 DD ICO £47.00 £47.00 150/9 18/07/26
Annual Data £47.00

Protection Fee

74 DDEE £63.10 £63.10 100/10 24/07/26
86 £0.00 £0.00 24/07/26
1 £38.03 130/2/4 Water Still iN Credit
2 -£38.03130/2/4 Water Still in Credit

93 DD BT £69.54 £69.54 100/10 24/07/26
£69.54

87 431555173
District Council - Monthly Office

£380.00 £380.00

£380.00 Rental

92 DD Bank
£9.85

Charges

The following payments have already been made

6 £0.00 £0.00 02/04/26 inv12093050
1 -£45.21 100/10 Water Charges
2 £45.21 100/10 Water Charges

25 DD BT £69.54 £69.54 100/10 10/04/26

£69.54
12 345646227 £33.75 £33.75 100/18/1

3 840025097
Mileage

£9.45 £9.45 100/18/1

5 258162668
Councils' Association - Training

£48.00 £48.00 100/3/2

for J Hodgkiss

7 798566748 £834.07 £834.07
Npower Limited - Christmas Lights
8 138731651 £126.68 £126.68

Limited - CCTV Electricity

LSWA PC Agenda 4th September 2026

£9.85 £9.85 100/21 31/07/26

15/07/26 MileageMr. Malcolm Bissell -

100/4/1 15/07/26 0006920 Pink
100/4/1 15/07/26 0006921 Pink
00014782390 Information Commissioner's Office -

V02493264466 EE - Monthly Charges £63.10

WaterPlus - Allotments Water Still In Credit

MO050 YZ British Telecom - Monthly Charges

100/2 31/07/26 107645 South Staffordshire

31072026 Untity Trust - Bank Charges

WaterPlus - Allotment Water Still in Credit

MO047 KM British Telecom - BT monthly bill
15/04/26 MileageMrs Amy Watson - Mileage
18/04/26 MileageMr. Malcolm Bissell -
18/04/26 202 Staffordshire Parish
160/1/1 18/04/26 IN15222574
100/10 18/04/26 IN5224608 Npower
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9 986675141 £255.67 £255.67 100/19/1 18/04/26 986675141
Cloudy It - Monthly Charges

2 730306697 £81.00 £81.00 150/6 20/04/26 41UF019-0008 Parish Online by GeoXphere
Ltd - Mapping software

annual contract

1 Office £6,519.83 £6,519.83 100/19/5 21/04/26 INV-D-11404 Cloudy It -
Set up of tablets etc

20 £300.00 £300.00 180/3 24/04/26 Grant Approved Wheaton Aston
Carnival Association - Grant

4 157137303 £686.19 £686.19 150/2 30/04/26 102 Staffordshire Parish
Councils' Association -

Membership Fees for 26/27

10 222533240 £380.00 £380.00 100/2 30/04/26 514948/106787 South
Staffordshire District Council - Montlhy Office

Rental

11 159734842 £1,034.81 £1,034.81 100/1 30/04/26 50338243 6/0 South

Staffordshire District Council - Annual Bill for
Business Rates

18 396974217 £300.00 £300.00 180/3 30/04/26 Grant Approved
Wheaton Aston Sports and Social Club - Grant of

April 2026 £300

19 13153027 £1,000.00 £1,000.00 180/3 30/04/26 Grant Approved
Wheaton Aston & Lapley Lunch Club - Grant

April 2026 approved April 2026 1000

21 376462658 £1,000.00 £1,000.00 180/3 30/04/26 Grant Approved

Wheaton Aston Village Hall Management Committee

6 April 2026 - Grant approved April 2026

22 815654357 £300.00 £300.00 180/3 30/04/26 Grant Approved St.

Mary's First School - PTFA Grant Approved April
April 2026 2026

23 304838210 £300.00 £300.00 180/3 30/04/26 Approved April Wheaton
Aston Scarecrow Festival Committee -

2026 Grant Approved April 2026

24 AW1 £1,000.00 £1,000.00 180/3 30/04/26 Grant Approved Brewood &
District Voluntary Car Scheme - Grant

April 2026 Approved April 2026

26 DD Bank £10.30 £10.30 100/21 30/04/26 161 Untity Trust - Bank Charges
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Charge

Sub Total £23,410.33 £18,233.08
£10,418.93 £10,418.93 Confidential

Total £28,652.01 £28,652.01

Bank Account Reconciled Statement
Unity Trust - Current Account 1111559/2035784 30-98-00
Statement Number 61 Bank Statement No. 61
Statement Opening Balance £50,272.74 Opening Date 01/07/26
Statement Closing Balance £41,241.91 Closing Date  31/07/26

True/ Cashbook Closing £41,231.16

Balance

Date Cheque/Ref. Supplier/ Customer Debit (£) Credit (£)
31/07/26 HMRC 339.40 0.00 49,933.34

31/07/26 0.00 10.00 49,943.34

31/07/26 0.00 10.00 49,953.34

31/07/26 Staffordshire County Council  152.74 0.00  49,800.60

Superannuation Fund

31/07/26 HMRC 76.00 0.00 49,724.60

31/07/26 HMRC 21.80 0.00 49,702.80

31/07/26 HMRC 95.00 0.00 49,607.80

31/07/26 HMRC 566.65 0.00 49,041.15

31/07/26 HMRC 62.00 0.00 48,979.15

31/07/26 WaterPlus 38.03 0.00 48,941.12

31/07/26 WaterPlus -38.03 0.00 48,979.15

31/07/26 Staffordshire County Council  766.52 0.00 48,212.63

Superannuation Fund

31/07/26 167880023 Npower Limited151.45 0.00 48,061.18
31/07/26 2717126
31/07/26 33846655 All Saints and St Marys 1,300.00 0.00

Church Wa/Lapley
31/07/26 368084135

31/07/26 400835 Mrs Amy Watson 26.40 0.00 44,042.31

LSWA PC Agenda 4th September 2026
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31/07/26 431555173 South Staffordshire District 380.00 0.00 43,662.31
Council

31/07/26 599394317 Ditton Services 1,439.00 0.00 42,223.31
31/07/26 68215633 Mr. Malcolm Bissell 945 0.00 42,213.86
31/07/26 720821729 Pink Print 398.00 0.00 41,815.86
31/07/26 730689382 Pink Print 168.00 0.00 41,647.86
31/07/26 852193881

31/07/26 87685069 Cloudy It 412.38 0.00 40,854.59
31/07/26 927306501

31/07/26 aablpjga 0.00 35.00 40,801.40

31/07/26 amxmasstall 0.00 20.00 40,821.40

31/07/26 cbblpjga 0.00 35.00 40,856.40

31/07/26 cdblpjga 0.00 25.00 40,881.40

31/07/26 DD Bank Charges Untity Trust 9.85 0.00 40,871.55
31/07/26 DD BT British Telecom 69.54 0.00 40,802.01

31/07/26 DD EE EE 63.10 0.00 40,738.91

31/07/26 DD ICO Information Commissioner's  47.00 0.00 40,691.91
Office

31/07/26 dmblpjga 0.00 75.00 40,766.91

31/07/26 dwblpjga 0.00 35.00 40,801.91

31/07/26 0.00 60.00 40,861.91

31/07/26 0.00 40.00 40,901.91

31/07/26 lIblpjga 0.00 25.00 40,926.91

31/07/26 Ipblpjga 0.00 25.00 40,951.91

31/07/26 Itblpjga 0.00 60.00 41,011.91

31/07/26 Iwblpjga 0.00 60.00 41,071.91

31/07/26 mbblpjga 0.00 60.00 41,131.91

31/07/26 tbblpjga 0.00 25.00 41,156.91

31/07/26 vwblpjga 0.00 25.00 41,181.91

31/07/26 wmblpjga 0.00 60.00 41,241.91

Uncleared and unpresented effects

30/05/26 DD Unity Bank Charge Untity Trust 10.75 41,231.16

LSWA PC Agenda 4th September 2026
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Total uncleared and unpresented

Total debits / credits

Appendix 3

Prepared by:

10.75 0.00

9726.58 685
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Introduction

This plan addresses the 2026 Wheaton Aston Christmas Lights Switch On event held in the village square area of Wheaton Aston
on Saturday 21st November 2026. It has been designed to ensure the safety off all visitors and participants, such as performers,
stewards, stall holders and volunteers, whilst attending the event. It relates to procedures to be followed to reduce the
likelihood of a major incident from occurring and if one did, to limit its impact while complying with Martyn’s Law (Terrorism
(Protection of Premises) Act 2025) for publicly accessible events.

Aim

The aim of the plan is to ensure as far as possible the safety of the visitors and participants. including preparedness for and
response to any terrorist or hostile act.

Objectives

To achieve this aim the objectives of the plan are to:
® |dentify roles, duties and responsibilities of each organisation.
® |dentify lines of communication and control.
® |dentify where resources may be obtained
[ ]

Ensure appropriate and reasonably practicable measures are in place to protect against and respond to terrorist
or deliberate hostile incidents in line with Martyn’s Law (Standard Tier).

LSWA PC Agenda 4th September 2026
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Major Incident

A major incident means an occurrence, which could lead to a serious danger to persons whether immediate or delayed. Such
an occurrence may include fires or explosives, bomb threats, collapse of a structure (e.g. staging, barriers, tree), release of
hazardous substances (e.g.. Gas leak, toxic fire) or unanticipated hostile weather conditions (e.g.. Flooding or high winds)
which may result in an evacuation of the site.

Designations

1.1 Venue Details

The Lights Switch On Event takes place in the village square defined as Hawthorne Road, The Cobbles and Chapel Bank.
A hired stage unit will be sited in Hawthorne Road as a stage. Dangerous Sheep Events Ltd are supplying the stage, all
insurances and risk assessments have been provided. Adequate insurances are in place. Employees of Dangerous Sheep
Events Itd will be present on site at all times and will retain responsibility of the stage. The insurance providers for
LSWA PC have been contacted and have confirmed that insurance is in place for this addition

The Village Hall, Hawthorne Road/High Street is a self-contained Christmas Fair and Santa’s grotto run by various parish
organisations including, but not exclusively, St. Mary’s Church, St Marys First School PTFA, Wheaton Aston Carnival
Committee

St. Mary’s Church, The Cobbles, contains church-organised stalls and stalls organised by the church and private
individuals.

The Parish Clerk, as Event Organiser and Emergency Co-ordinator, is also the Responsible Person under Martyn’s Law
for this event, ensuring public protection procedures are in place and staff are aware of them.

1.2 Organiser

Mrs A Watson

Parish Clerk

Lapley, Stretton & Wheaton Aston Parish Council
Tel: 07495789051

13 Emergency Co-ordinator

Mrs A Watson

Parish Clerk

Lapley, Stretton & Wheaton Aston Parish Council
Tel: 07495789051

Deputy Emergency Co-ordinator

Mrs J Hodgkiss

Councillor

Lapley, Stretton & Wheaton Aston Parish Council
Tel: 07411215296

14 Responsible Authority

Lapley, Stretton & Wheaton Aston Parish Council

South Staffordshire Council Offices (FF028)

Wolverhampton Road

Codsall

Staffordshire

WV8 1PX

01902 327091 - office@wheatonastonparishcouncil.gov.uk

1.5 Personnel — Key decision makers

LSWA PC Agenda 4th September 2026
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Event Manager Amy Watson 07495789051

Emergency Co-ordinator

Deputy Emergency Co-Ordinator Julie Hodgkiss 07411215296

In the event of a mobile phone blackout contact Julie Hodgkiss via the two-way radio communication system.

2. TheEvent

Event Overview
A Temporary Event Notice (TEN) will be obtained for the Christmas Lights Switch-On event to cover the regulated activities of
live music and the sale/supply of alcohol. The event will feature performances on the main stage by professional artists, local
school children, and a theatre company.
Licensing and Public Safety
The event will operate in accordance with the conditions of the TEN and will be managed to ensure the safety and enjoyment of
all attendees. Appropriate stewarding, crowd management, and safety measures will be in place throughout the event.
Noise Management
A Noise Management Plan will be implemented to minimise disturbance to nearby residents and businesses. Key measures will
include:

e Sound levels monitored throughout the event by event organisers.

e Speaker systems positioned and angled towards the audience and away from residential properties where possible.

e Music volume kept to reasonable levels appropriate for a town centre family event.

e  Sound checks kept to a minimum and carried out only when necessary.

e Any complaints relating to noise will be recorded and addressed promptly.
As guidance, event noise levels at the audience area should not exceed 85 dB(A) LAeq over a 15-minute period, and sound levels
should be reduced where monitoring indicates a potential nuisance to neighbouring properties.
Please see appendix 1 for the noise Management Plan
CCTV
Some areas of the event site are covered by existing CCTV cameras controlled by South Staffordshire Council. These cameras
provide additional monitoring capability and assist with public safety and incident management during the event.
Road Closures and Stewarding
Qualified stewards will be deployed throughout the event and will be responsible for:

e Manning road closure points.

e  Monitoring the stage and audience areas.

e  Assisting with crowd management.

e Overseeing market and charity stalls.

e Reporting any incidents to the Event Management Team.
Stage and Audience Safety
The stage area will be enclosed using crowd control barriers supplied and installed by Dangerous Sheep Events. The barrier
system will provide a secure separation between performers, event staff, and members of the public.
Catering Requirements
All food and beverage vendors attending the event must provide the following documentation prior to trading:

e Basic Food Hygiene Certificate.

e Suitable and sufficient Risk Assessment.

e Public Liability Insurance documentation where required.
Any catering provider using an open flame or cooking equipment must supply appropriate sandbags or other approved means of
securing equipment and gazebos against adverse weather conditions.
Waste Management
Street Scene Services will be notified in advance of the event and requested to provide:

e Additional litter bins at key locations.

e Alitter collection following the event.

e  Support in maintaining a clean and safe environment throughout the event period where appropriate.
Conclusion
The Christmas Lights Switch-On event will be delivered under a Temporary Event Notice with appropriate arrangements in place
for music, alcohol sales, public safety, noise management, stewarding, waste management, and crowd control. Through
effective planning and coordination with partners, suppliers, and council services, the event aims to provide a safe, enjoyable,
and well-managed community celebration.

2.1 Format and Duration

10.30 Traffic Stewards arrive and erect all road signs in final position except those in Hawthorne Road
LSWA PC Agenda 4th September 2026
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11:00 Delivery of stage

11:00 Dangerous Sheep Events Ltd to begin set up of lighting and sound
equipment

11:00 Road closure enforced

12:00 Set up of carousel & catering van

13:30 Sound system test

13.30 Third party stalls to begin set up

14.30 Wildwood Alpacas arrive for setting up on The Cobbles

14.30 Tactical Services staff to arrive and be shown to set up area by stage

14.30 Stage Steward to arrive

14.30 Safety Inspection

14.30 Cut off point for third party setting up

14.45 Leaflet Stewards to arrive

14.30 Fire engine to arrive

14.45 Recorded music begins

15.00 On-stage entertainment begins (hosted by MC) and Father Christmas

15.05 ???performing

15.30 Changeover

15.35 Rachel Watkins duo set

16.05 Changeover

16:10 Salvation Army Band perform on stage
16.40 Change over

16.45 Rachel Watkins duo set

17:35 Safety Inspection (off stage)

17:15 Change over

17.20 St Marys Academy Christmas songs
17.50 PC Chairman does switch on with
18.00 ON stage activity ends

18:30 Disperse any remaining crowd

18:40 Pack down

18.45 Tactical services to leave site

19:30 Return items to storage

19:30 Litter pick of site

19:45 Final safety check

20:00 Stage removed

20:00 Road closure officially ends (this will be done sooner only if all other steps have been achieved)

Wildwood Alpacas and Donkey Sanctuary will have a stall with animal presence near the church. Insurances and
risk assessment have been provided

All event stewards and volunteers will receive a pre-event briefing including awareness of
suspicious behaviour, unattended items, hostile reconnaissance and emergency code words,
in accordance with Martyn’s Law guidance. A specific steward will be allocated the task of
checking bins for suspicious packages, being aware of left baggage and monitoring
individuals entering the village hall which is an indoor space ran by LSWA PC as part of the
festivities

2.2 The Site

The area of the Lights Switch On Event takes place in the village square defined as Hawthorne Road, The Cobbles and

Chapel Bank. A detailed weather forecast, specific to Wheaton Aston will be obtained on the morning of the event.
Fire safety arrangements also support general emergency preparedness, including any act of terrorism involving arson or
explosives. All stewards are briefed on identifying and safely reporting suspicious packages or behaviours.

Risk assessments for the event can be found on the parish council website at www.wheatonastonparishcouncil.gov.uk and a
hard copy will be available on the day via the Head Steward

23 Emergency Co-ordination Centre
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RIDDOR

ge

The relevant Stewards will carry mobile phones and two-way radios. In the event of a mobile phone blackout the
Emergency Co-ordination Centre will be: Back room of the Village Hall. In the unlikely event that the village hall is
compromised, the medical tent/lost children point will be used as a second area

2.4 Restricted Areas
St. Mary’s churchyard will be restricted to stewards.

2.5 Arrangements for Disability Access
Wheelchair accessible toilet facilities are provided in St. Mary’s church and Wheaton Aston Village Hall. The village

square around the tree has sufficient space to allow for wheelchair access.

2.6 First Aid Cover
First Aid Cover will be provided by Tactical Services. The following provision will be available on-site:

2 x Qualified First Aider (Tactical Services )

The First Aiders will be located in ta gazebo next to the stage. Signage will be provided and details will be on the
leaflet distributed on the night.

Tactical services will complete all forms as per RIDDOR(and supply LSWA PC a copy if appropriate):

The Reporting of Incidents, Diseases and Dangerous Occurrences Regulations (RIDDOR) require
certain incidents to be reported to the Local authority Health and Safety / HSE by law. RIDDOR

information should be included in your incident log.

A summary of injuries and occurrences which must be reported include:
For IMMEDIATE reporting

Death (also to Police)
Major Injury —
o Amputation,
Fracture (except fingers and toes)
Loss of sight (even temporarily)
Penetrating eye injury
Injury from electric shock
Loss of consciousness
Acute illness
Non consensual violence (i.e. not a boxing match)
Injury to non employee requiring hospitalisation
Dangerous occurrences (major power failure, structural collapse etc)

O O O O O O O O O

For reporting within 15 days of occurrence

Reports must be made by a ‘responsible person’ (this should be the Safety Officer) and by the ‘quickest practical means’ (phone

Death of employee within 1 year of accident

Hospitalisation of employee for more than 24 hours

Absence from work for more than 7 days (employee or visitor)

Incidence of a reportable disease (e.g. industrial diseases; dermatitis, asbestosis etc)

or fill in online form). See incident reporting folder for further information. The Operations Manager may also submit a RIDDOR.

You must use Form 2508 to report the incident (2508a for diseases).
This must be sent within 15 days even if you have already reported by phone etc.

Reports can be made at the HSE website: www.hse.gov.uk/riddor/report.htm

N.B. A ‘7 day’ should be calculated as follows:

Not the day of accident
Includes weekend and bank holiday
On the 8t day, if still absent, report on.

N.B. need mode of notification from First Aid provider to report under RIDDOR
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Bleed kits can be found in each defibrillator located in the parish:

Stretton Lodge

Sports and social club
Sunnybank Caravan park
BP garage A5

Old School Court

Lapley Kiosk

Marston Road

NHS WM Ambulance Service Contact

West Midlands Ambulance Service NHS Trust
Regional Ambulance Headquarters
Millennium Point

Waterfront Business Park

Waterfront Way

Brierley Hill

West Midlands

DY5 1LX

Tel: 01384 215555

enquiries@wmas.nhs.uk

Tel: 01384 246496

pressoffice@wmas.nhs.uk

2.7 First Aid Point
The First Aid point will be next to the stage.

2.7 Insurance Arrangements

The Christmas Lights Switch-On event is covered under the Parish Council's insurance policy arranged through Clear
Insurance Management Ltd. The policy is held with policy number LCO03050 and is in force from 1 October 2025 to
30 September 2026. [policy schedule | PDF](TO BE AMENDED AT RENEWAL)

Public Liability Insurance

The Parish Council benefits from Public and Products Liability Insurance with a limit of indemnity of £10,000,000 for
any one claim or occurrence. This cover provides protection against claims arising from injury to members of the
public or damage to third-party property resulting from the event. A policy excess of £250 applies to third-party
property damage claims.

Employers' Liability Insurance

The policy includes Employers’ Liability Insurance with a limit of indemnity of £10,000,000. This provides protection
for claims arising from injury or illness suffered by employees, authorised volunteers, or workers acting on behalf of
the Parish Council whilst undertaking event-related duties.

Personal Accident Cover
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The insurance policy also provides Personal Accident Cover for up to 10 employees and authorised volunteers,
including benefits of up to £10,000 for death, loss of limbs, loss of sight, hearing loss, or permanent total disablement
occurring as a result of an insured accident.

Additional Requirements

All contractors, caterers, stallholders, performers, and event suppliers engaged in the Christmas Lights Switch-On
event will be required to hold their own appropriate Public Liability Insurance and provide evidence of cover before
participating in the event. Copies of insurance certificates will be retained by the Event Management Team where
required. This ensures that all parties involved in the event have suitable insurance protection for their activities.
Summary

The Parish Council's insurance arrangements provide substantial protection for the Christmas Lights Switch-On event,
including:

e  Public and Products Liability: £10,000,000

e  Employers’ Liability: £10,000,000

e  Personal Accident Cover for employees and authorised volunteers

e Additional insurance requirements for contractors, caterers, and stallholders

These arrangements help ensure that the event is adequately insured and managed in accordance with good practice and risk
management principles.

3.

2.8 Lost/Found Information/Meeting Point
A lost and found point will be located in the medical gazebo at the side of the stage. Queries can be directed to any
steward who will contact the Head Steward. Announcements can be made over the event PA system.

2.9 Lost Children

Lost children point will be in the medical gazebo at the side of the stage. No names of children are to be given out on
the PA system. Should no parent/carer come forward to collect a lost child within 15 minutes the Head Steward will
call the police and arrange for two event stewards to wait with the child until the police arrive. At no time should any
steward be alone with the child. Policy is in place

Fire Precautions

Staffordshire Fire and Rescue Service Headquarters
Pirehill

Stone

Staffordshire
ST15 0BS

Tel: 08451 221155

Tel: 08451 213322 (out of hours)
press.enquiries@staffordshirefire.gov.uk

Brewood Fire Station (crew attending)
Bargate Lane

Brewood

ST19 9EG

Tel: 01785 898240

Gnosall Fire Station
26 Wharf Rd, Gnosall
Stafford

ST20 0DB

0300 330 1000

In the event of an emergency, dial 999.
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Police Contact Details
Staffordshire Police
Weston Road
Stafford
ST18 OYY
PCSO Gareth Lloyd/PCSO Adrian Price: 101 EMERGENCY 999

Highways: 0300 111 8000

3.1 Location of Fire Fighting Equipment
Buckets of sand will be provided to stalls engaged in cooking/heating.
A multi-purpose fire extinguisher will be available at the stage.

3.2 Information/Meeting Point

The Emergency Co-ordination Centre
Back room of the Village Hall.

High Street

Wheaton Aston

ST19 9NP

Tel: 07495789051
4. Management of the Event
4.1 Event Stewards
Stewarding of the event will be carried out by designated event stewards.

The prime role of the Event Stewards is to ensure the visitors have a safe and enjoyable experience. They will be
responsible for road closures, vehicle activity, crowd control and litter control.

The Event Stewards will all be identified by a fluorescent vest and Santa hat and will carry torches.

The Head Steward, Stage Steward and Head Traffic Steward will all have two-way radios

Stewards are briefed to:
e Remain vigilant for suspicious behaviour or packages;
e Report immediately to the Emergency Co-ordinator via radio;
e Not touch or move any suspicious object;

e  Follow code-word communication protocols (see Section 5.4).

4.2 Traffic Management
Two Traffic Stewards will manage the road closure. No other steward is to interfere with road signs or cones unless
directed by the Head Steward or Traffic Stewards.

Vehicle movement restrictions also serve as a counter-terrorism control, reducing the risk of vehicle-as-a-weapon incidents.

Physical barriers and stewarded access points act as deterrents and protection.

South Staffordshire Council Licensing Department
Council Offices
Wolverhampton Road
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Codesall
Staffordshire
WV8 1PX

Tel: 01902 696000
Tel: 01384 215863 (out of hours)

South Staffordshire District Council
Environmental Health (Food and Safety)

Tel: 01902 696000
Email: env.commercial @sstaffs.gov.uk

Environmental Protection (Noise etc.)

01902 696000
env.protection@sstaffs.gov.uk

4.3 Car Parks
The car park on Hawthorne Road will be open and operational as normal (free of charge).

4.4 Vehicle Movement on Site

Between 11am and 8.00pm (or sooner if the site is cleared earlier than expected) no vehicles will be allowed on the
site, except for emergencies. Emergency access by non-emergency vehicles (fire engine, police car, paramedics) must
be cleared by the Event Organiser beforehand and escorted by a Traffic Steward.

4.5 Attendance Monitoring and Crowd Management

LSWA Parish Council will strive to monitor attendance levels throughout the Christmas Lights Switch-On event to
ensure the safety and comfort of attendees. While the event takes place within an open public area and exact
attendance figures cannot be guaranteed, reasonable measures will be implemented to estimate visitor numbers and
monitor crowd density.

Stewards and designated event personnel will be positioned at the principal access points into the village centre and
event area. These personnel will record and collate estimated visitor numbers entering the site throughout the event.
This information will be reviewed by the Event Management Team to provide an indication of attendance levels and
to assist with crowd management decisions.

Particular attention will be given to the Village Hall and its immediate surroundings, where visitor numbers will be
closely monitored due to the potential for increased footfall and congregation. Stewards will observe crowd densities
in this area and, if necessary, take appropriate action to manage pedestrian movements and maintain safe access and
egress routes.

The Event Management Team will maintain communication with stewards throughout the event and will monitor key
locations, including the stage area, road closure points, stalls, and the Village Hall. Where excessive crowding is
identified, measures may be taken to encourage the dispersal of visitors, redirect pedestrian flow, or temporarily
restrict access to congested areas until it is safe to do so.

These arrangements will help the Parish Council manage attendance proactively and support the safe and successful
delivery of the Christmas Lights Switch-On event.

Major Incident Procedure
5.1 Activation
If an Event Steward is informed or discovers a fire or is made aware of any threat to public safety they should
immediately raise the alarm by contacting the Emergency Co-coordinator.

In the event of an Emergency occurring affecting the whole site, the Emergency Co-ordinator will make the following
decisions and issue instructions for actions to be taken:

Advise all personnel
Contact the most appropriate Emergency Service using 999 immediately
Try to safely combat the emergency using on site personnel

Announce appropriately via the PA system to disperse the crowd
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® Account for everyone

Should the event be cancelled in advance of the start time, all stewards will attend at access points to inform
members of the public arriving for the event.

5.2 Identification of Action in Making an Emergency Call
The Emergency Co-ordinator will make emergency calls on a mobile phone. In the event of a blackout from the
nearest safe landline or from the Emergency Co-ordination Centre.

5.3 Emergency Incident Room
In the event of an emergency the incident room will be set up as follows:

The Emergency Co-ordination Centre

Back room of the Village Hall.

High Street

Wheaton Aston

ST19 9NP

Tel: 07495789051/07411215296

If unavailable the medical tent is to be used
5.4 Scripts

Scripts of Coded Messages to Alert Stewards:

“The organisers have a message for Mr. Ash who is in...”

Denotes a fire to which the Fire & Rescue Service is to be called and gives the location of the fire. Any fire discovered
will result in the alerting of the Fire & Rescue Service.

“The organisers have a message for Mr. Case who is in .....

Denotes a bomb threat and gives the location of the bomb/suspicious package.

Script of Coded Messages to General Public:

Ladies and gentlemen we have a situation on site...

Please make your way calmly to .... The Event Stewards will direct you.

You will be able to meet up with other members of your party when you get there.
All emergency services have been informed of the situation and are on their way.
Thank you for your co-operation.

Terrorist or Hostile Act Response
If a terrorism-related incident (e.g. explosion, attack, or credible threat) is suspected:
e The Emergency Co-ordinator will activate the Martyn’s Law Procedure (Section 9).
o All stewards will implement immediate protective actions — Run, Hide, Tell principles:
o Run - move people away from danger.
o Hide —if evacuation isn’t safe, direct people to secure areas (e.g. inside Village Hall).
o Tell —inform emergency services via 999 and relay clear details to staff.
e Use PA system to give calm, clear public instructions.

Stewards will assist emergency services and help direct evacuees to designated safe zones (see 5.5 and 5.6
5.5 Identification of Evacuation Area
The location of the Evacuation Areas will depend on the location of the incident but will be as follows:

® (Car park, Hawthorne Road
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® The Cobbles
® Frog Lane

5.6 Identification of Rendezvous Point
Outside the Coach & Horses, High Street.

5.7 Identification of Emergency Route

The emergency vehicles will enter via Hawthorne Road or The Cobbles as directed by the Emergency Co-ordinator as
appropriate. Stewards will clear the area of pedestrians prior to their arrival and ensure their safe passage to the
incident.

5.8 Location of Nearest Hospital

County Hospital, Stafford

Weston Road

Stafford

ST16 3SA

Telephone 01782 715444

children’s minor injuries open the same hours, but no children’s A&E
8am-10pm

New Cross Hospital (14 miles - 25 minutes)
Wednesfield Road

Wolverhampton

WV10 0QP

Tel: 01902 307999
Communications:

Tel: 01902 695900
Email: rwh-tr.communicationsdept@nhs.net

6. Distribution- that these sections form part of the wider emergency framework supporting Martyn’s Law compliance.

A copy of this emergency plan has been issued to:

Church Wardens
Event Manager
Event Stewards

Police
7. Emergency Contacts

Emergency Co-Ordinator Amy Watson 07495789051
Deputy Emergency Co-Ordinator J Hodgkiss 07411215296

8. Legal Duty

The Wheaton Aston Christmas Lights Switch On falls within the Standard Tier (200-799 attendees) of the Terrorism (Protection
of Premises) Act 2025.

The Parish Council, as the Responsible Authority, must ensure that appropriate and reasonably practicable public protection
procedures are in place.
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8.1 Public Protection Procedures
The following measures fulfil the Standard Tier requirement:

e Pre-event risk assessment: carried out by Parish Clerk to identify vulnerabilities (crowd density, vehicle access, open
public routes).

e Steward & volunteer briefing: includes awareness of suspicious activity, emergency codes, and response to hostile
acts.

e Communication procedures: two-way radios and PA system for rapid notification; coded messages (Section 5.4) for
discreet alerts.

e Evacuation routes & safe zones: designated as in Sections 5.5-5.7.

¢ Lockdown/invacuate plan: if evacuation unsafe, the Village Hall acts as invacuation shelter.

e  Run Hide Tell posters to be displayed in steward areas and briefing sheets.

e Emergency Co-ordination Centre: as defined in 2.3 and 5.3, acts as control hub.

e Liaison with Police Counter Terrorism Security Advisor (CTSA) prior to event for local threat update.

e Post-event debrief: to review incident readiness and note improvements for next year.

8.2 Record Keeping
e A copy of this plan and all risk assessments are kept on file at the Parish Office and electronically.

e All stewards sign attendance and briefing record sheets confirming receipt of Martyn’s Law information.

8.3 Review and Continuous Improvement

This plan will be reviewed annually or following any major incident, updated in line with SIA guidance on Martyn’s Law
implementation.

10. Post-Event Debrief and Review
Following the Christmas Lights Switch-On event, a formal debrief and review meeting will be undertaken to evaluate
the success of the event and identify any lessons learned for future years.

The debrief will be attended by representatives from the Event Management Team, stewards, South Staffordshire Council
officers, Street Scene Services, emergency services (where applicable), contractors, and other key stakeholders involved in the
delivery of the event.

The review will consider the following areas:

Attendance numbers and overall event success.

Effectiveness of the Temporary Event Notice (TEN) arrangements for music and alcohol.

Stewarding performance, including management of road closures, stage areas, and public interactions.

Crowd management and any incidents or near misses.

Effectiveness of the stage barrier system provided by Dangerous Sheep.

Noise management arrangements, including any complaints received from residents or businesses.

Waste management arrangements, including the provision of additional bins and post-event cleansing by Street Scene Services.

Performance of caterers and compliance with food hygiene and safety requirements.
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Traffic management and road closure arrangements.
Security arrangements and the use of CCTV coverage.
Feedback from performers, traders, residents, event partners, and members of the public.

Any incidents, complaints, accidents, or areas of concern will be reviewed in detail, and recommendations will be recorded
within a post-event report. Positive feedback and examples of good practice will also be documented.

A summary report will be produced following the debrief, identifying actions and improvements to be implemented for future
Christmas Lights Switch-On events. This review process will ensure continuous improvement in event planning, safety
management, customer experience, and operational delivery.

Appendix one: Noise Management Plan

Noise Management Plan

Lapley, Stretton and Wheaton Aston Christmas Lights Switch-On Event
1. Purpose

This Noise Management Plan has been developed to complement the Event Management Plan and to ensure that noise
generated during the Christmas Lights Switch-On Event is effectively managed. The aim is to provide an enjoyable community
event while minimising disturbance to local residents, businesses, places of worship, and other sensitive receptors.

2. Event Activities

Noise associated with the event will primarily arise from:
e Live singing performances.
e Short theatrical and acting performances.
e Public address (PA) system used for announcements and event hosting.
e  Background festive music before, during and between performances.
e Audience applause and general crowd activity.

No fireworks or amplified late-night entertainment are planned.

3. Noise Management Measures

The Event Organiser will implement the following controls throughout the event:
o  Amplified sound will only be used during the advertised event period.

e  Speaker systems will be positioned and angled towards the audience and away from nearby residential properties
wherever practicable.

e Only the minimum number of speakers necessary to provide adequate sound coverage will be used.
e Music and speech volumes will be maintained at appropriate levels for a family community event.

e Live performers, including singers and actors, will use amplification only where necessary to ensure speech intelligibility
without excessive volume.

e Bass levels will be kept low, as low-frequency sound is more likely to travel and cause nuisance.

e  Sound checks will be limited to the shortest practical duration and undertaken immediately prior to the event where
possible.
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e Event staff will monitor sound levels throughout performances and instruct the sound engineer to reduce volume if
required.

e The public address system will only be used for essential announcements, introductions and performances.
4. Noise Monitoring
Noise levels will be monitored throughout the event by designated members of the event management team.
Monitoring will include:
e  Regular checks at the audience area.
e Listening assessments at the perimeter of the event site and, where appropriate, at nearby residential locations.
e Monitoring during performances with the highest anticipated sound levels.
As guidance:
e Sound levels within the audience area should not normally exceed 85 dB(A) LAeq over a 15-minute period.

e If monitoring indicates that noise could become intrusive to neighbouring properties, sound levels will be reduced
immediately.

5. Performance Management
To minimise unnecessary noise:
e Performances will follow a scheduled programme.
e There will be no prolonged amplified rehearsals.
e  Gaps between performances will use low-level background music only where appropriate.
e  Performers will be briefed on maintaining suitable sound levels for a community event.
6. Event Timing
o  Amplified entertainment will commence only during the published event programme.
e  Music and performances will conclude at the advertised finish time.
o Amplified sound will cease promptly at the end of the event.

e Dismantling of equipment will be undertaken with consideration to local residents, avoiding unnecessary noise
wherever practicable.

7. Complaints Procedure
Any complaints relating to noise will be taken seriously.

The Event Organiser will:

Record the time and nature of each complaint.
e Investigate the source of the noise immediately.
e  Reduce sound levels where appropriate.
e Record any actions taken.
e Retain records as part of the post-event review.
Where possible, members of the public will be directed to the Event Control point (village hall) to report concerns during the

event.
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8. Responsibilities
Event Organiser
Responsible for the implementation of this Noise Management Plan and ensuring compliance throughout the event.
PA Operator
Responsible for:
e  Operating equipment at agreed sound levels.
e  Following instructions from the Event Organiser.
e Reducing sound levels immediately if requested.
Event Stewards
Responsible for:
e  Reporting any concerns regarding excessive noise.
e Relaying any public complaints to Head Steward.
9. Review
Following the event, the organisers will review:
e Any noise complaints received.
e  Monitoring observations.
e Feedback from local residents, businesses and stakeholders where available.
Any lessons identified will be incorporated into future event planning to further minimise noise impacts.
Appendix 4
Policy and Risk Assessment for the Safe Management of Discarded Needles and Syringes
1. Policy Statement

Lapley, Stretton and Wheaton Aston Parish Council (LSWA PC) is committed to protecting employees, volunteers, contractors,
litter pickers, and members of the public from the risks associated with discarded needles, syringes, and other sharps.

The Parish Council recognises that discarded sharps may be contaminated with blood-borne viruses and can present a risk of
injury and infection. In line with Health and Safety Executive (HSE) guidance, no person shall handle needles or syringes unless
they have been appropriately trained and provided with suitable equipment.

The Council will ensure that:

e Litter pickers are made aware of the risks associated with discarded sharps.

Suitable procedures are in place for reporting and dealing with sharps.

e Appropriate personal protective equipment (PPE) is available where required.

Any sharps discovered are removed and disposed of safely by trained personnel.

All needle stick injuries are reported, recorded, and managed promptly.

2. Responsibilities

Parish Council
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The Parish Council will:
e  Provide suitable information and guidance to litter picking volunteers and employees.
e Arrange for the safe disposal of sharps when reported.
e  Maintain records of incidents involving discarded needles or syringes.
e  Ensure risk assessments are reviewed periodically.
Litter Pickers and Volunteers
Litter pickers and volunteers must:
o Never pick up needles or syringes by hand.
e  Report the location of any discarded sharp immediately.
e  Follow this policy and any safety instructions provided.

e Report all accidents, incidents, and near misses.

3. Procedure for Discovered Needles and Syringes
If a litter picker discovers a needle, syringe, or other sharp object:
1. Do not touch the item with hands.
2. Ensure members of the public remain clear of the area where possible.
3. Mark or note the location.
4. Inform the Parish Council representative or supervisor immediately.
5. The item should only be removed by a suitably trained person using:
o Alitter picker or forceps designed for sharps handling.
o Protective gloves.
o Anapproved sharps container.
6. The sharp must be placed directly into a sharps container without attempting to recap, bend, break, or dismantle it.

7. Once the sharps container is full, it must be disposed of through an approved waste contractor or local authority
disposal arrangement.

Under no circumstances should a discarded needle or syringe be placed in normal litter sacks or waste bins.

4. Needle Stick Injury Procedure
In the event of a puncture wound from a discarded needle:
1. Encourage the wound to bleed gently.
2.  Wash thoroughly with soap and running water.
3. Do not scrub the wound.
4. Cover the wound with a waterproof dressing.
5. Report the incident immediately.

6. Seek urgent medical advice through NHS 111, a GP, or Accident & Emergency.
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7. Complete an accident report form.

All sharps injuries will be investigated and recorded.

Risk Assessment — Discarded Needles and Syringes

Activity: Litter Picking and Environmental Cleansing

Location: Parish Council land, open spaces, verges, car parks, public areas and event sites.

Hazard

Contact with discarded
needles or syringes

Needle stick injury
during collection

Inappropriate disposal
of sharps

Public coming into
contact with sharps
before removal

Lack of awareness of
procedures

Post-injury failure to
seek treatment

Risk Rating After Controls

Likelihood: Low

Severity: High

Persons at Risk

Volunteers,
employees,
contractors, public

Trained personnel

Waste operatives,
public

Public, particularly
children

Volunteers and
staff

Injured person

Risk

Infection from blood-
borne diseases;
puncture wounds

Exposure to blood-
borne viruses

Accidental injury

Injury and infection

Increased likelihood
of injury

Increased health risk

Existing Controls

Litter pickers instructed not to
handle sharps by hand; reporting
procedure in place

Use of litter pickers/forceps,
gloves and approved sharps

containers

Sharps deposited directly into
approved sharps container

Area monitored; sharp reported
immediately

Policy issued and communicated

Incident reporting procedure in
place

Residual Risk: Medium/Low and considered acceptable when controls are implemented.

Monitoring and Review
This policy and risk assessment shall be reviewed:
e Annually;
e  Following any sharps-related incident;
e Following changes in legislation or HSE guidance; or
e Following identification of new risks.
Approved by: Lapley, Stretton and Wheaton Aston Parish Council on 2" September 2026
Review Date: Sept 2028

Discarded Needle/Syringe Incident Report Form
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Refresher briefing
before litter picking
activities

Ensure sharps kits are
available and
maintained

Regular monitoring of
container condition

Temporary cordoning
off where necessary

Periodic training and
review

Reinforce first aid and
reporting
requirements
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Incident Details

Date Found:

Time Found:

Reported By:

Contact Number:

Organisation/Volunteer Group:

Location Details

Exact Location of Needle/Syringe Found:

What3Words (if known):

Description of Item Found
Please tick as appropriate:

[J Needle

[ Syringe

[ Needle and Syringe Attached
O Broken Needle

[ Other Sharp Object

Description:

Condition of Item
O Appeared unused
[ Appeared used
[ Blood visible

[0 Damaged/Broken

O Unknown
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Immediate Actions Taken

O Item not touched

[ Area monitored

[ Public warned to keep clear

[ Area temporarily cordoned off
O Parish Council informed

[ Local Authority informed

[ Other

Details:

Removal and Disposal

Was the item removed?
O Yes

O No

Name of Person Removing Item:

Trained to Handle Sharps:
O Yes

I No

Method Used:

[ Litter Picker/Forceps

[ Sharps Kit

[ Other

Placed in Approved Sharps Container:
O Yes

[ No

Date Removed:

Time Removed:

Injury Details (Complete if Applicable)
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Did any person sustain a needle stick injury?
O Yes
O No
If yes:

Name of Injured Person:

Details of Injury:

First Aid Provided:

Medical Advice Sought:
CONHS 111

oGp

[ Hospital/A&E

[ Other

Witnesses

Witness Name(s):

Additional Comments

Parish Council Use Only

Incident Reference Number:

Date Report Received:

Further Action Required:
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O None

[J Review Risk Assessment
[J Additional Site Inspection
[ Report to Contractor

[ Report to Council

[ Other

Action Completed By:

Date Closed:

Signature:

Data Protection Statement

The information recorded on this form will be used by Lapley, Stretton and Wheaton Aston Parish Council for health and safety
purposes, incident investigation, and risk management and will be processed in accordance with applicable data protection
legislation.

Fire Safety Policy and Fire Risk Assessment
Open Spaces, Parks and Outdoor Facilities
Policy Statement

Lapley, Stretton and Wheaton Aston Parish Council is committed to protecting councillors, employees, volunteers, contractors,
visitors and members of the public from the risks associated with fire whilst using or working on Parish Council owned or
managed land.

As the Parish Council office is located within the South Staffordshire Business Hub, responsibility for the fire safety management
of the office accommodation, including fire detection, alarms, emergency lighting, escape routes and evacuation procedures,
rests with the landlord under the Business Hub Fire Safety Policy.

This policy therefore applies to all Parish Council owned or managed outdoor areas, including but not limited to:
e Play areas
e Recreation grounds
o Village greens
e Open spaces
e Allotments
e  (Car parks under Parish Council control
e Bus shelters (where maintenance is undertaken)
e  Community events held on Parish Council land

The Council will comply with the Regulatory Reform (Fire Safety) Order 2005 and other relevant fire safety legislation where
applicable to its activities.

Responsibilities
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Parish Council
The Parish Council will:
e Consider fire risks when managing open spaces and organising events.
e  Ensure contractors undertake work safely and comply with fire safety requirements.
e Ensure combustible waste is removed where practical.
e Undertake regular inspections of Parish Council land.
e Ensure suitable emergency arrangements are in place for organised events.
e Review this policy annually or following any significant incident.
Clerk
The Clerk will:
e  Monitor fire risks on Parish Council land.
e  Report hazards requiring action.
e Ensure event organisers complete appropriate risk assessments.
e Liaise with Staffordshire Fire and Rescue Service where necessary for larger events.
e Maintain records of inspections where appropriate.
Contractors
Contractors must:
e  Operate safe systems of work.
e  Control ignition sources.
e Remove waste created during works.
e Hold suitable public liability insurance.

e Report any fire hazards immediately.

Fire Risk Assessment

Area Assessed

Outdoor land owned or managed by Lapley, Stretton and Wheaton Aston Parish Council.
Office Accommodation

The Parish Council office is excluded from this assessment as it is covered by the South Staffordshire Business Hub Fire Safety
Policy and associated fire risk assessments.

Significant Fire Hazards
Dry vegetation
Potential accumulation of:

e Drygrass
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e |Leaves
e Hedges
e Brash

e Dead vegetation
Risk
Spread of grass or hedge fires during warm weather.
Control Measures
e Routine grounds maintenance.
e Seasonal grass cutting.
e Removal of excessive combustible material where practicable.

e Public awareness signage where necessary.

Arson or deliberate fire setting
Potential sources include:
e Litter
e  Fly-tipped waste
e Vandalism
Risk
Damage to Parish assets and risk to neighbouring properties.
Control Measures
e Regularinspections.
e  Prompt removal of rubbish.
e  Good visibility around play areas.
e  Reporting suspicious activity to Staffordshire Police.
e CCTV at Marston Field recreation area
Smoking Materials
Discarded:
o  (Cigarettes
e  Matches
o Disposable barbecues
Risk
Ignition of dry vegetation.
Control Measures
e No permanent barbecue facilities provided.
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e Temporary event controls where appropriate.

e Removal of litter during inspections.

Bonfires
The Parish Council does not permit routine bonfires on its land unless specifically authorised.

Where authorised works require controlled burning, these shall be separately risk assessed.

Contractors
Grounds maintenance equipment may present ignition sources including:
e  Petrol machinery
e  Strimmers
e Mowers
e  Welding or cutting equipment (where applicable)
Controls
e Competent contractors only.
e Equipment maintained.
e  Fire extinguisher carried where appropriate.

e No refuelling near ignition sources.

Community Events
Potential hazards include:
e (Catering equipment
e LPGcylinders
e Generators
e Temporary electrical installations
Controls
e  Event-specific fire risk assessment.
e Appropriate extinguishers available.
e Safe positioning of generators.
e LPG secured and protected.

e  Emergency vehicle access maintained.

Persons at Risk
e Members of the public
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e  Children

e  Councillors

e  Employees

e Volunteers

e Contractors

e Event attendees

e Adjacent landowners

Emergency Procedures
If fire is discovered:
1. Move to a place of safety.
2. Call 999 immediately.
3. Provide the precise location.
4. Warn others if safe to do so.
5. Do not attempt to fight large outdoor fires.

6. Meet emergency services and direct them to the fire if required.

Fire Fighting Equipment
Permanent fire extinguishers are not normally provided in open spaces.

Where organised events take place, suitable extinguishers shall be provided according to the event risk assessment.

Training

The Clerk and councillors organising events should:
e Understand emergency procedures.
e  Be familiar with this policy.

e Ensure volunteers understand emergency arrangements.

Risk Assessment Summary

Hazard Likelihood Consequence Risk Controls

Dry grass fire Medium  Medium Medium Grass cutting and inspections

Deliberate fire setting Low High Medium Inspections and litter removal
Cigarettes/barbecues Low Medium Low Signage where required and inspections
Contractor activities Low High Medium Competent contractors and safe systems of work
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Hazard Likelihood Consequence Risk Controls
Community events  Medium Medium Medium Event-specific fire risk assessments
Review

This policy and risk assessment shall be reviewed:
e Annually;
e Following any fire-related incident;
e Following significant changes to Parish Council land or activities; or
e Following changes to fire safety legislation.
Approved by: Lapley, Stretton and Wheaton Aston Parish Council
Review Frequency: Annual

Adopted: September 2026
Next review: September 2027

Hazardous Substances Policy and Risk Assessment
Review Date: Annually or following any incident or legislative change

Legislation:
e Health and Safety at Work etc. Act 1974

e Control of Substances Hazardous to Health Regulations (COSHH) 2002 (as amended)

e Management of Health and Safety at Work Regulations 1999

e Personal Protective Equipment at Work Regulations 1992 (as amended)
1. Policy Statement
Lapley, Stretton and Wheaton Aston Parish Council is committed to protecting employees, councillors, contractors,
volunteers, and members of the public from risks associated with hazardous substances used during Council activities.
The Council recognises that only small quantities of hazardous substances are normally used for routine maintenance of
parish assets, buildings, open spaces, and equipment. Wherever possible, safer alternatives will be used.
The Council will:

¢ Eliminate hazardous substances where practicable.

e Substitute less hazardous products whenever possible.

e C(Carry out suitable COSHH assessments before substances are used.

e Provide suitable information, instruction and training.

e Ensure appropriate Personal Protective Equipment (PPE) is available and worn.

e Store hazardous substances securely.

e Dispose of hazardous waste responsibly.

e Review assessments annually or following any incident.
2. Responsibilities

LSWA Parish Council
The Council will:
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e Ensure compliance with health and safety legislation.

e Approve this policy.

e Provide adequate resources for safe working.
Clerk / Responsible Officer
The Clerk will:

e Maintain a register of hazardous substances.

e Obtain Safety Data Sheets (SDS).

e Complete COSHH assessments.

e Arrange training where required.

e Ensure PPE is available.

e  Monitor compliance.
Employees, Contractors and Volunteers
Individuals must:

o Follow COSHH assessments.

e  Wear PPE provided.

e Report damaged containers or spillages.

e Never decant chemicals into unlabelled containers.

e Reportaccidents or ill health immediately.
3. Hazardous Substances Covered
Examples include:

o  Weed killers/herbicides

e Moss killers

e C(leaning chemicals

e Bleach

e Paints

e Paint thinners

e Solvents

e Lubricants

e Fuel for machinery

e Two-stroke oil

e Aerosol sprays

e  Graffiti removers

e Wood preservatives
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e (Cement (wet concrete)
e De-icing salt (large quantities)
4, Storage
Hazardous substances shall be:
e Stored in original labelled containers.
e Keptinlocked storage where appropriate.
e Protected from heat and direct sunlight.
e Stored away from food and drink.
e Keptout of public access.
e  Checked regularly for leaks or damage.
5. Personal Protective Equipment (PPE)

Suitable PPE shall be provided according to the substance being used.
Typical PPE includes:

Hazard PPE Required
Cleaning chemicals Nitrile gloves, safety glasses

Herbicides Chemical-resistant gloves, eye protection, waterproof footwear

Paints and solvents Gloves, eye protection, suitable respiratory protection where ventilation is poor
Cement Waterproof gloves, long sleeves, eye protection

Fuel handling Gloves, eye protection

Where identified by the Safety Data Sheet or COSHH assessment:
e Respiratory Protective Equipment (RPE) shall be provided and face-fit tested where required.

e High visibility clothing shall be worn when working near roads.
o Safety footwear shall be worn for maintenance activities.

PPE must:
e Beinspected before use.

e Becleaned after use.
e Bereplaced if damaged.

e Be stored correctly.
6. Emergency Procedures
Spillages
e Stop work immediately.
e Preventaccess to the area.
e Use spill kit if available.
e Prevent chemicals entering drains or watercourses.
e Dispose of contaminated materials appropriately.

Eye Contact
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e  Flush with clean water for at least 15 minutes.
e Seek medical attention if irritation continues.

Skin Contact
e  Wash thoroughly with soap and water.

e Remove contaminated clothing.

Inhalation
e Move to fresh air.

o Seek medical attention if symptoms persist.

Ingestion

e Do notinduce vomiting unless instructed by medical professionals.

e Seek immediate medical advice.

7. Training

Employees and volunteers using hazardous substances shall receive instruction covering:

e "COSHH awareness.

Safe handling.
e PPE use.

e Emergency procedures.

Disposal requirements.

8. Monitoring
The Clerk shall review:

o (COSHH assessments annually (contractors providing a service are expected to do this as part of their contract).

Accident reports.

e Near misses.

Safety Data Sheets.

Changes in products used.

Hazardous Substances Risk Assessment (COSHH)

.. Hazardous Persons at
Activity Substance Hazard Risk
Cleaning Council Bleach, .Skl_n . Employees,

. . . 1rritation,
office disinfectants contractors

eye damage
Cl(.eanmg . Toilet Chemical
toilets/community Employees

e cleaners burns
facilities
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Existing Controls

Follow
manufacturer's
instructions,
ventilation
COSHH
assessment,
labelled
containers

PPE Required

Gloves, eye
protection

Gloves, eye
protection

Risk
Before
Controls

Medium

Medium

Risk
After
Controls

Low

Low
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Activity

Weed control

Graffiti removal

Painting benches,
fences

Equipment
maintenance

Refuelling
machinery

Minor repairs

Hazardous
Substance

Herbicide

Solvent
cleaner

Paints,
preservatives

Oils,
lubricants

Petrol, diesel

Wet cement

Winter maintenance Rock salt

Additional Control Measures
e  Only purchase minimum quantities required.

Hazard

Skin
contact,
inhalation

Vapours,
skin
irritation
Skin
irritation,
inhalation
Skin
irritation
Fire,
vapours

Chemical
burns

Dust, slips
during
handling

Persons at
Risk

Contractors,
employees

Employees

Employees

Employees

Contractors

Employees

Employees

Existing Controls PPE Required Before

Trained users
only, weather
conditions
checked

Outdoor use
where possible

Good ventilation

Avoid prolonged
skin contact
No smoking, fuel
stored safely

Avoid skin contact

Safe lifting
techniques

e Never mix chemicals unless instructed by the manufacturer.

e Read the Safety Data Sheet before first use.

e  Wash hands before eating, drinking or smoking.

e Do notleave hazardous substances unattended in public areas.

Risk
Controls
Chemical
gloves, eye .
protection, High
boots
Gloves, eye

protection, RPE High
if required

Gloves, eye .
protection Medium
Gloves Medium
Gloves, eye .
protection High
Waterproof

gloves, long .
sleeves, eye Medium
protection

Gloves, safety Low

footwear

e Contractors must provide their own COSHH assessments where using their own substances.

e Empty containers must be disposed of in accordance with local authority guidance.

Residual Risk

Risk
After
Controls

Low

Low

Low

Low

Low

Low

Low

Following implementation of the above control measures, the overall residual risk associated with hazardous substances
used by Lapley, Stretton and Wheaton Aston Parish Council is considered Low, provided staff, contractors and volunteers
comply with this policy and associated COSHH assessments.

MANUAL HANDLING POLICY AND RISK ASSESSMENT

1. Policy Statement

Lapley, Stretton and Wheaton Aston Parish Council recognises that manual handling activities may expose employees,
councillors, volunteers and contractors to the risk of injury.

The Council is committed to reducing the risk of injury arising from manual handling by:

e Avoiding hazardous manual handling where reasonably practicable.

e Assessing unavoidable manual handling activities.

e  Reducing risks to the lowest reasonably practicable level.

e Providing appropriate information, instruction and training.
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e Encouraging staff to report hazards, injuries and near misses.
e Regularly reviewing manual handling arrangements.

The Council will comply with the requirements of the Manual Handling Operations Regulations 1992 (as amended).
2. Scope
This policy applies to:

e Employees

e  Councillors undertaking Council activities
e Volunteers
e Contractors where working under Council direction

It covers all manual handling activities undertaken on behalf of the Council including:
e Moving office equipment

e Handling tables and chairs

e Installing or removing signs

e Lifting sacks, tools and materials
e  Setting up community events

e Handling Christmas decorations
e Moving barriers and bins

e  Grounds maintenance where applicable

3. Definition
Manual handling includes:
o Lifting

e Lowering

e Carrying
e  Pushing
e Pulling

e Holding
e Moving

e  Supporting

of any load by hand or bodily force.#

4. Responsibilities
The Council
The Council will:
e |dentify manual handling activities.

e  (Carry out suitable risk assessments.
e Eliminate manual handling where possible.
e Provide suitable equipment.
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e  Ensure equipment is maintained.
e  Provide training.

e  Monitor incidents.

Clerk
The Clerk will:
e  Ensure risk assessments are completed.

e Arrange suitable training.
e  Ensure safe systems of work are followed.
e Investigate accidents.

° Review assessments.

Employees and Volunteers
Employees and volunteers must:
e Follow training.

e Use equipment provided.

e  Report defects.

e Reportinjuries.

e Avoid lifting loads beyond their capability.

e Request assistance where necessary.

5. Risk Assessment
All manual handling tasks shall be assessed considering:
e Task

e Individual
e Load
e Environment

(TILE assessment.)

6. Avoiding Manual Handling
Where reasonably practicable the Council will:
e  Purchase lighter equipment.

e Use wheeled equipment.
e  Deliver materials directly to point of use.
e  Break loads into smaller quantities.

e  Use contractors for heavy lifting.

7. Safe Lifting Principles
Persons should:
e  Plan the lift.

e  Assess the load.
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e Keep the load close.

e  Maintain a straight back.
e Bend the knees.

e Avoid twisting.

e Lift smoothly.

e Keep vision clear.

Put the load down safely.

8. Training
Relevant personnel shall receive:
e  Manual handling awareness.

e Safe lifting techniques.

e Use of handling aids.

o Refresher training every three years or sooner if required.

9. Incident Reporting
Any:

e injury

®  near miss

e unsafe lifting activity

o defective equipment

must be reported immediately to the Clerk.

10. Monitoring and Review
This policy will be reviewed:
e annually

e after an accident

o following legislative changes

o following significant operational changes

MANUAL HANDLING RISK ASSESSMENT
Activity:

General manual handling undertaken by Lapley, Stretton and Wheaton Aston Parish Council.

Hazard Persons at Risk

Staff, councillors,

Lifting h bject
ITHing heavy objects volunteers
Poor lifting posture Staff

Carrying awkward

loads Staff

Slips while carrying All
Trips over obstacles  All
Repetitive lifting Staff

Sharp edges Staff
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Continue monitoring

Existing Controls Risk Rating Further Action
Manuafl handlmg training, Medium

team lifting

Training provided Medium

Assess load before lifting Medium

Good housekeeping Medium
Workplace inspections Medium
Rotate tasks Low
Gloves available Low

Refresher training

Use trolley where
possible

Keep walkways clear
Remove hazards
Monitor workload

Inspect loads before
lifting
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Hazard

Persons at Risk

Unstable loads Staff

Working outdoors Staff

Lone working Staff

Moving tables and

chairs

Staff/Volunteers

Installing signs Staff

Handling Christmas

Staff

decorations

Persons at Risk

Parish Clerk

Assistant Clerk

Village Orderly
Maintenance Operatives
Councillors

Volunteers

Litter Pickers

Control Measures

Manual handling training.
Suitable PPE where necessary.
Team lifting.

Mechanical aids.

Avoid twisting.

Good housekeeping.

Suitable footwear.

Pre-lift assessment.

Adequate lighting.

Clear access routes.

Residual Risk
Low provided controls are followed.

Review
Annual.

MANUAL HANDLING METHOD STATEMENT

Existing Controls
Secure loads before
movement

Suitable footwear

Avoid lifting heavy loads

alone

Team lifting

Two-person lift

Storage at waist height

Lapley, Stretton and Wheaton Aston Parish Council

Activity

General manual handling of equipment, furniture, materials and supplies.

Scope
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Repackage where

Medium

necessary

Monitor weather
Low ..

conditions
Medium  Seek assistance
Low Continue supervision

. Consider mechanical

Medium .

aid

Maintain storage
Low

arrangements
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This method statement applies to all manual handling undertaken on behalf of the Council.

Equipment
Where appropriate:
e Sack truck

e Trolley

e Wheelbarrow

e Gloves

o Safety footwear

e  Hi-visibility clothing (outdoor work)

Competence
Personnel must:
e  Be physically capable.

e Have received manual handling instruction.

e Understand this method statement.

Method
1. Before Starting
Inspect:

e workarea

e route

e destination
o |oad weight
e |oad stability

Remove hazards before lifting.

2. Assess the Load

Consider:
e weight
e shape
e  stability
e grip
e  visibility
If too heavy:

e splitthe load
e  obtain assistance

e use equipment

3. Prepare

Position feet shoulder-width apart.
Stand close to the load.

Bend knees.
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Keep back in a natural position.
Obtain a secure grip.

4, Lift

Lift smoothly using leg muscles.
Keep the load close to the body.
Avoid sudden movement.

Do not twist.

Turn using the feet.

5. Carry
Maintain clear visibility.
Walk slowly.
Watch for:
e uneven ground

steps

kerbs

pedestrians

vehicles

6. Lower

Bend knees.

Keep fingers clear.
Lower carefully.
Avoid trapping hands.

7. Team Lifting
Nominate one person to lead.
Agree:

e destination

e commands
(] route

Lift together.
Move together.
Lower together.

8. Mechanical Assistance
Where available use:
e trolley

e  sacktruck
e wheelbarrow

Do not overload equipment.

9. If Difficulties Arise
Stop immediately if:
e the load shifts

e  visibility becomes restricted
e painis experienced

e the route becomes obstructed
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Lower the load safely before reassessing.

Emergency Arrangements
If an injury occurs:
1. Stop work.

2.  Make the area safe.

3. Seek first aid if required.

4. Report the incident to the Clerk.

5. Record the incident in the Council accident book.

6. Investigate and review the risk assessment.

Personal Protective Equipment
Where appropriate:
e Safety footwear (mandatory for grounds and maintenance work)

e  Work gloves
e Hi-visibility clothing for roadside activities

e  Weather-appropriate clothing

Environmental Considerations
Do not undertake manual handling where conditions present unacceptable risks, including:
e High winds affecting large or bulky loads

e |ce or snow creating slip hazards
e Poor lighting

e  Excessive heat leading to fatigue

Review
This method statement shall be reviewed annually, after any manual handling incident, or whenever work practices, equipment,
or legislation change

Personal Protective Equipment (PPE) Policy and Risk Assessment

1. Policy Statement
Lapley, Stretton and Wheaton Aston Parish Council is committed to ensuring the health, safety and welfare of its employees,
councillors, contractors, volunteers and others who may be affected by Council activities.
Legislation used: Personal Protective Equipment at Work Regulations 2022, the Health and Safety at Work etc. Act 1974
The Council recognises that Personal Protective Equipment (PPE) is the last line of defence against workplace hazards and will
only be used where risks cannot be eliminated or adequately controlled through other measures.
The Council will:

e Identify tasks where PPE is required through suitable risk assessments.

e  Provide appropriate PPE free of charge to employees where required.
e  Ensure PPE is suitable for the task and individual.

e Provide information, instruction and training on its correct use.

e  Maintain, inspect and replace PPE as necessary.

e  Ensure PPE complies with current UK safety standards.
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2. Scope
This policy applies to:
e Employees

e  Casual workers
e Volunteers

e  Contractors working on behalf of the Council (who are responsible for providing their own PPE unless otherwise
agreed)

e  Councillors undertaking operational duties

3. Legal Duties
This policy complies with:
e Health and Safety at Work etc. Act 1974

e  Personal Protective Equipment at Work Regulations 2022

e Management of Health and Safety at Work Regulations 1999

e  Control of Substances Hazardous to Health (COSHH) Regulations
e  Provision and Use of Work Equipment Regulations (PUWER)

4. Responsibilities
LSWA Parish Council
Will:
e  Provide suitable PPE where required.

e  Ensure risk assessments identify PPE requirements.
e Monitor compliance.
e Allocate sufficient resources for replacement PPE.

The Clerk / Responsible Officer
Will:
e  Ensure PPE is available before work begins.

e Arrange inspections where appropriate.

e  Maintain records of issued PPE.

e Arrange replacement of damaged or worn PPE.

e  Ensure employees receive instruction in correct use.

Employees and Volunteers
Must:
e Wear PPE when required.

e  Use PPE correctly.

e Report damaged or defective PPE immediately.
e  Look after PPE provided.

e Not intentionally misuse PPE.

e  Return reusable PPE when employment ends.

5. Hierarchy of Control
PPE shall only be used after considering:
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1. Elimination of the hazard.

2. Substitution with a safer process.
3. Engineering controls.

4. Safe systems of work.

5. Administrative controls.

6. Personal Protective Equipment.

6. When PPE Must Be Used

PPE must be worn whenever identified by a risk assessment, COSHH assessment, manufacturer's instructions, or site-specific
requirements.

Examples include:

Activity PPE Required
Grass cutting Safety boots, hearing protection, eye protection, gloves, high-visibility clothing
Strimming Face visor, hearing protection, gloves, safety boots, long trousers, high-visibility

clothing

. Gloves, eye protection, safety boots, hearing protection where powered equipment
Hedge cutting yep ¥ ep P quip

is used
Litter picking Heavy-duty gloves, safety boots, high-visibility clothing where near roads
Emptying litter bins Gloves, safety boots, high-visibility clothing if near highways

Cleaning public facilities Gloves, eye protection where chemicals are used
Using cleaning chemicals Chemical-resistant gloves, eye protection, apron if necessary

Chemical-resistant gloves, eye protection, waterproof boots, coveralls where
required by COSHH
Painting Gloves, eye protection, respiratory protection where ventilation is inadequate

Applying herbicides

Refuelling machinery Gloves, eye protection
Manual handling Safety footwear and gloves where appropriate
Working near roads High-visibility clothing
Winter gritting Gloves, safety boots, weather-appropriate clothing
Minor building repairs  Safety boots, gloves, eye protection and hard hat where overhead risks exist
7. Types of PPE
Depending upon the activity, PPE may include:
Head Protection
e Safety helmets where overhead hazards exist.

Eye Protection
o Safety glasses.

e Goggles.
e  Face shields.

Required when:
e  (Cutting.

e  Grinding.
e  Strimming.
e  Chemical handling.

Hearing Protection
Required where machinery noise exceeds safe limits, including:
e  Brush cutters.

e  Mowers.
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e Chainsaws (contractors).

Hand Protection
Examples:
e Nitrile gloves.

e Chemical-resistant gloves.
e  Heavy-duty work gloves.
e  Cut-resistant gloves.

Foot Protection
Safety footwear with protective toe caps shall be worn when:
e  Operating machinery.

e  Carrying heavy items.
e  Grounds maintenance.
e  Construction or repair work.

High-Visibility Clothing
Must be worn when:
e  Working adjacent to roads.

e Vehicle movements are present.
e  Visibility is poor.

Respiratory Protective Equipment (RPE)
Required only where identified by COSHH assessment or manufacturer's instructions.
Users must:

e Betrained.

e Use the correct filter type.
e Undertake face-fit testing where tight-fitting masks are used.

Protective Clothing
Including:
e  Waterproof clothing.

e Chemical-resistant coveralls.
e Disposable overalls.
e Long sleeves for vegetation work.

8. Inspection and Maintenance
PPE shall be:
e Checked before each use.

Cleaned after use.

Stored in a clean, dry location.

Replaced immediately if damaged.
e Removed from service if defective.

9. Training
Employees shall receive training covering:
e  Why PPE is required.
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e  Correct fitting.

e Limitations of PPE.

e C(Cleaning.

e Storage.

e Replacement procedures.
e Reporting defects.

10. Non-Compliance
Failure to wear PPE when required may place individuals and others at risk and may result in disciplinary action where
applicable.
Personal Protective Equipment (PPE) General Risk Assessment
Assessment Title: Use of Personal Protective Equipment (PPE)
Location: Council buildings, parks, open spaces, highways, cemeteries, play areas and all locations where Parish Council work is
undertaken.
Persons at Risk:
e Employees

e Volunteers
e  Councillors undertaking operational duties
e Contractors

e Members of the public

Who May be Initial Residual
Hazard 0 May be n.| a Control Measures Further Action ?SI ua
Harmed Risk Risk
PPE requirements identified
Failure to wear Employees, High through risk assessments. Refresher training Low
required PPE volunteers & Mandatory use of PPE. where necessary.
Supervision and monitoring.
Suitable PPE selected following Review PPE following
Incorrect . .
) Employees High risk assessment and any new task or Low
selection of PPE o .
manufacturer's guidance. equipment purchase.
PPE available in suitable sizes.
- . Individual fitting where Replace ill-fitting PPE
Poorly fitt PPE Empl Med . . . . L
oorly fitting mployees eaium necessary. Face-fit testing for  immediately. ow
RPE.
PPE inspected before each use
Damaged or . and replaced when damaged. Maintain inspection
& Employees High P & N inspect! Low

Defective items removed from records.

service immediately.

Users trained to clean, maintain . .

. Periodic audits by
Employees Medium and store PPE correctly. Regular . Low
. . Clerk or Supervisor.
inspections undertaken.

PPE training provided before

defective PPE

Failure to
maintain PPE

. Employees, . Record all trainin

Lack of training ploy High work commences and ne Low

volunteers . undertaken.

refreshed as required.
Chemical COSHH assessmer?ts . Review COSHH
. completed. Chemical-resistant
exposure due to Employees High . . assessments Low
inadequate PPE PPE provided in accordance annuall
q with Safety Data Sheets. v
S Safety glasses or face visor Inspect eye

Eye injuries from . . . .

Employees High worn during mowing, protection before Low

flying debris strimming, cutting and drilling. use.
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Who M Initial Resi |
Hazard © May be r!ma Control Measures Further Action .eSIdua
Harmed Risk Risk
Hearing protection provided
Hearing damage Employees High and \A{orn when opera'Flng noisy Repljc\ce worn ' Low
from machinery machinery. Exposure times hearing protection.
monitored.
Appropriate gloves selected
Hand injuries Employees Medium accorf:llng to -task (general work, Monl.tc->r glove Low
chemical-resistant or cut- condition.
resistant).
Safety footwear with protective
T . toe caps worn durin Replace worn
Foot injuries Employees High . pSwW uring . P W Low
maintenance, manual handling footwear.
and grounds work.
High-visibility clothi
Reduced visibility . igh-visibility c .Ot ng worn Replace faded
. Employees High whenever working near roads, Low
near highways . . garments.
car parks or moving vehicles.
Respiratory Protective
Respirator Equipment provided where Review following an
P ¥ Employees High identified by COSHH . 82| ow
hazards . . change in RPE type.
assessment. Face-fit testing
undertaken where required.
Waterproof and weather-
i PPE i . Moni h
Adverse weather . appropriate pr0\{|ded onitor weather
. Employees Medium Work postponed during forecasts before Low
conditions
extreme weather where work.
necessary.
Manual handling PPE selected to avoid restricting Review after any
while wearing Employees Medium movement. Manual handling  reported discomfort Low
PPE training provided. or incident.
.. . . Risk Before Risk After
Activity Hazard Persons at Risk PPE Required Other Controls
Controls  Controls
Boots, gloves, .
. . . Exclusion zone,
. Flying debris, Employees, eye protection, . .
Grass cutting . . . equipment High Low
noise public hearing . .
; . . inspection
protection, hi-vis
Face visor,
heari
. . earlng' Maintain safe .
Strimming Stones, noise Employees protection, . High Low
. distance
gloves, boots, hi-
vis
. . . Gloves, eye Safe equipment .
Hedge cutting  Cuts, flying debris Employees . Medium  Low
protection, boots use
. Heavy-duty
. __ Sh bjects, . . . .
Litter picking arb o' Jec' > Employees gloves, boots, hi- Use litter picker Medium  Low
contamination .
vis
Cleaning with Chemical gloves, COSHH
! & Wl Chemical burns  Employees & o Medium  Low
chemicals eye protection  assessment
Chemical gloves
- Chemical Contractors, oo .
Herbicide use emica ontractors eye protection, COSHH controls High Low
exposure employees
boots, coveralls
Gloves, eye I .
Painting Splash injuries Employees v . y Ventilation Medium  Low
protection
Gloves, eye No smoking, spill . .
Refuelling Fuel splash Employees v . y . Ng, spi High Low
protection kit
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Risk Before Risk Af
Activity Hazard Persons at Risk PPE Required Other Controls Isk Before Risk After
Controls  Controls

Gloves, boots
! ! M I h li
anual handling Medium

Winter gritting Cold, slips Employees weatherproof techniques Low
clothing

Manu'al Foot injuries Employees Safety footwear, Correc':t lifting Medium  Low
handling gloves techniques

Traffic
Working near Vehicle strike Employees ngh-'VISIbI|Ity management High Low
roads clothing where

appropriate
Minor Cuts, impact Employees Gloves, boots, Use suitable Medium  Low

maintenance injuries eye protection  tools

Overall Assessment
The Council recognises that PPE is the final level of protection and should not be relied upon as the sole means of controlling
workplace hazards. Wherever possible, hazards will be eliminated or reduced through safer working methods, engineering
controls, or changes to work practices before PPE is considered.
Provided that:

e suitable PPE is supplied,

e employees receive appropriate training,

e  PPEis worn correctly,

e inspections are carried out before use,

o defective equipment is replaced immediately, and
e supervisors monitor compliance,

the residual risk associated with the use of PPE is assessed as LOW.

Working at Height Policy and Risk Assessment
Policy Statement

Lapley, Stretton and Wheaton Aston Parish Council recognises that working at height presents a significant risk of
injury and is committed to ensuring that all work at height is properly planned, appropriately supervised and carried
out safely.

The Council aims to eliminate work at height wherever reasonably practicable. Where work at height cannot be
avoided, the Council will ensure that suitable measures are taken to reduce the risk of falls and injuries.

The Council will comply with the Work at Height Regulations 2005 and all other relevant health and safety
legislation.

This policy applies to:
e Parish Councillors
e Parish Clerk
e Assistant Clerk
e Village Orderly
e Other employees

e Volunteers
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e Contractors undertaking work on behalf of the Parish Council

Scope
Working at height includes any activity where a person could fall and injure themselves, including work:
e Onladders or steps
e From mobile platforms
e On play equipment during inspection or maintenance
e  Whilst erecting Christmas decorations or banners
¢  Whilst maintaining noticeboards, signs or notice displays
e  Whilst pruning trees or vegetation
e  Whilst inspecting buildings or structures
e During community events involving temporary structures

Routine office duties within the South Staffordshire Business Hub are not covered by this policy unless work at
height is required.

Policy Principles
The Parish Council will:
e Avoid working at height wherever possible.
e Use competent contractors for specialist work.
e Ensure work at height is properly planned.
e Select the safest equipment for each task.
e Prevent falls where reasonably practicable.
e Minimise the consequences should a fall occur.
e Ensure contractors provide suitable risk assessments and insurance.
e Review working at height arrangements annually.
Responsibilities
Parish Council
The Council will:
e Ensure adequate arrangements exist for work at height.
e Approve expenditure for competent contractors where necessary.
e Monitor compliance with this policy.
Parish Clerk
The Clerk will:

e Assess whether work at height is necessary.
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e Arrange competent contractors where appropriate.
e Ensure contractors provide suitable method statements where required.
e Keep records of inspections and maintenance.
Councillors and Volunteers
Councillors and volunteers shall:
¢ Never undertake work beyond their competence.
e Use equipment only if trained and authorised.
e Report defects immediately.
e Stop work if conditions become unsafe.
Contractors
Contractors must:
e Be competent.
e Hold appropriate insurance.
e Comply with the Work at Height Regulations.
e Supply risk assessments where appropriate.
e Use suitable access equipment.
Safe Working Requirements
Before any work at height begins, consideration must be given to:
e Can the work be completed from ground level?
e Canlong-handled tools be used instead?
e s acontractor more appropriate?
e Are weather conditions suitable?
e Isthe ground stable?
e |sthe equipment suitable and inspected?
e Isanother person available if required?
Ladders
Ladders shall only be used:
e For short-duration work.
e When safer equipment is not reasonably practicable.
e Onfirm, level ground.
e At the correct angle.

e When secured where possible.
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e By competent persons.
Ladders must not be used:

¢ In high winds.

e Onuneven ground.

e  Whilst overreaching.

e To carry heavy loads.

Stepladders
Stepladders may be used only where:

e Fully opened and locked.

e Positioned on stable surfaces.

e Users maintain three points of contact where possible.
Individuals using ladders or step ladders should be appropriately trained
Contractors
The Parish Council expects contractors undertaking work at height to provide:

e  Public liability insurance.

e Risk assessments.

e Suitable access equipment.

e Competent staff.

e Appropriate personal protective equipment.

Examples include:

e Treesurgery

e Roof inspections

e Building repairs

e Installation of Christmas lights

e Sign installation
Emergency Procedures
Should a fall occur:

¢ Do not move the injured person unless there is immediate danger.

e Call 999 immediately.

e Keep the casualty warm and reassured.

e Secure the area.

LSWA PC Agenda 4th September 2026



6l|Page

e Report the incident to the Parish Clerk.
e Record the incident for future review.
Working at Height Risk Assessment
Activities Assessed
Typical Parish Council activities involving work at height.
Hazard: Falls from ladders
Persons at Risk
e Clerk
e Councillors
e Volunteers
e Contractors
Potential Harm
e Fractures
e Head injuries
e Serious injury
e Fatality
Existing Controls
e Avoid work at height where possible.
e Use contractors for higher-risk work.
e Use suitable ladders.
e Stable ground only.
e Do not overreach.
Residual Risk
Low
Hazard: Falling objects
Persons at Risk
e Members of the public
e Workers
Controls
e Exclusion zone where appropriate.
e Secure tools and equipment.

e Do not work above members of the public.
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Residual Risk
Low
Hazard: Adverse weather
Controls
e Do not work in strong winds.
e Stop work during rain, ice or storms.
e Rearrange work if conditions deteriorate.
Residual Risk
Low
Hazard: Defective access equipment
Controls
e Visual inspection before use.
¢ Remove damaged equipment from service.
e Contractor equipment maintained.
Residual Risk
Low
Hazard: Tree maintenance
Controls
e Specialist contractors only.
e Appropriate qualifications.
e Traffic and pedestrian management where necessary.
Residual Risk
Low
Hazard: Installing decorations or banners
Controls
e Use appropriate access equipment.
e  Work in daylight where possible.
e Avoid working over public areas.
e Use competent contractors where installations are complex.
Residual Risk
Low

Risk Assessment Summary
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Hazard

Falls from ladders

Falling tools or
materials

Adverse weather

Defective
equipment

Tree work

Temporary
decorations

Likelihood Consequence Risk Control Measures

Low

Low

Medium

Low

Low

Low

Monitoring and Review

High

Medium

High

High

High

Medium

The Parish Clerk will review this policy:

e Annually;

e Following any accident or near miss;

e Following changes in legislation;

Avoid work at height where possible; use suitable
equipment and competent persons

Medium
Low Secure equipment and maintain exclusion zones

Medium Suspend work during unsuitable weather

Medium Inspect equipment before use and remove damaged items

Medium Use qualified contractors only

Low Safe access methods and planning

e Following any significant changes to Parish Council activities.

Approved by: Lapley, Stretton and Wheaton Aston Parish Council

Review Frequency: Annual
Reviewed: September 2026

Next Review Due: September 2027

COUNCILLOR-OFFICER PROTOCOL

INTRODUCTION
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The purpose of this Protocol is to guide councillors and officers of the council in their relations with one another. The Protocol’s
intention is to build and maintain good working relationships between councillors and officers as they work together. Employees
who are required to give advice to councillors are referred to as “officers” throughout.
A strong, constructive, and trusting relationship between councillors and officers is essential to the effective and efficient
working of the council.
This Protocol also seeks to reflect the principles underlying the Code of Conduct which applies to councillors and the
employment terms and conditions of officers. The shared objective is to enhance and maintain the integrity (real and perceived)
of local government.
The following extract from the Local Government Association guidance on the 2020 Model councillor Code of Conduct states
that:

“Both councillors and officers are servants of the public and are indispensable to one another. Together, they bring the

critical skills, experience and knowledge required to manage an effective local authority.

At the heart of this relationship, is the importance of mutual respect. Councillor officer relationships should be
conducted in a positive and constructive way. Therefore, it is important that any dealings between councillors and
officers should observe reasonable standards of courtesy, should show mutual appreciation of the importance of their
respective roles and that neither party should seek to take unfair advantage of their position or seek to exert undue
influence on the other party.

councillors provide a democratic mandate to the local authority and are responsible to the electorate whom they
represent. They set their local authority’s policy framework, ensure that services and policies are delivered and scrutinise
local authority services.

Chairs and vice chairs of committees have additional responsibilities. These responsibilities will result in increased
expectations and relationships with officers that are more complex. Such councillors must still respect the impartiality of
officers and must not ask them to undertake work of a party political nature or compromise their position with other
councillors or other officers.

Officers provide the professional advice and managerial expertise and information needed for decision making by
councillors and to deliver the policy framework agreed by councillors. They are responsible for implementing decisions of
councillors and the day-to-day administration of the local authority.

The roles are very different but need to work in a complementary way.

It is important for both sides to respect these differences and ensure that they work in harmony. Getting that
relationship right is an important skill. That is why the code requires councillors to respect an officer’s impartiality and
professional expertise. In turn officers should respect a councillor’s democratic mandate as the people accountable to
the public for the work of the local authority. It is also important for a local authority to have a councillor-officer
protocol which sets out how this relationship works and what both councillors and officers can expect in terms of mutual
respect and good working relationships.” This Protocol covers:

* The respective roles and responsibilities of the councillors and the officer;
* Relationships between councillors and officers;
*  Where/who a councillor or an officer should go to if they have concerns;

®* Whoiis responsible for making decisions.

BACKGROUND

This Protocol is intended to assist councillors and officers, in approaching some of the sensitive circumstances which arise in a
challenging working environment.

The reputation and integrity of the council is significantly influenced by the effectiveness of councillors and the officer working
together to support each other’s roles.

The aim is effective and professional working relationships characterised by mutual trust, respect and courtesy. Overly close
personal familiarity between councillors and officers is not recommended as it has the potential to damage this relationship
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ROLES OF COUNCILLORS AND OFFICERS
The respective roles of councillors and officers can be summarised as follows:

* Councillors and officers are servants of the public and they are indispensable to one and other, but their responsibilities
are distinct.
*  Councillors are responsible to the electorate and serve only for their term of office.

* Officers are responsible to the council. Their job is to give advice to councillors and to the council, and to carry out the
council’s work under the direction and control of the council and relevant committees.

Councillors
Councillors have four main areas of responsibility:

* To determine council policy and provide community leadership;
* To monitor and review council performance in implementing policies and delivering services;

* To represent the council externally; and

¢ To act as advocates for their constituents.

All councillors have the same rights and obligations in their relationship with the officer, regardless of their status and should be
treated equally.

Councillors should not involve themselves in the day to day running of the council. This is the officer’s responsibility, and the
officer will be acting on instructions from the council or its committees, within an agreed job description.

In line with the councillors’ Code of Conduct, a councillor must treat others with respect, must not bully or harass people and
must not do anything which compromises, or is likely to compromise, the impartiality of those who work for, or on behalf of, the
council.

Officers can expect councillors:

* to give strategic leadership and direction and to seek to further their agreed policies and objectives with the
understanding that councillors have the right to take the final decision on issues based on advice

* to act within the policies, practices, processes and conventions established by the council
* to work constructively in partnership with officers acknowledging their separate and distinct roles and responsibilities

* tounderstand and support the respective roles and responsibilities of officers and their associated workloads, pressures
and reporting lines

*  to treat them fairly and with respect, dignity and courtesy

* to act with integrity, to give support and to respect appropriate confidentiality

* torecognise that officers do not work under the instruction of individual councillors or groups
* not to subject them to bullying, intimidation, harassment, or put them under undue pressure.

* totreat all officers, partners (those external people with whom the council works) and members of the public equally,
and not discriminate based on any characteristic such as age, sex, race, sexual orientation, gender identity, disability or
religion.

®* not to request officers to exercise discretion which involves acting outside the council’s policies and procedures

* notto authorise, initiate, or certify any financial transactions or to enter into any contract, agreement or undertaking
on behalf of the council or in their role as a councillor without proper and lawful authority

* not to use their position or relationship with officers to advance their personal interest or those of others or to
influence decisions improperly

* to comply at all times with the councillors’ Code of Conduct, the law, and such other policies, procedures, protocols and
conventions agreed by the council.

* respect the impartiality of officers and do not undermine their role in carrying out their duties
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* do not ask officers to undertake work, or act in a way, which seeks to support or benefit a particular political party or
gives rise to an officer being criticised for operating in a party-political manner

* do not ask officers to exceed their authority where that authority is given

Chairs and vice-chairs of council and committees

Chairs and vice-chairs have additional responsibilities as delegated by the council. These responsibilities mean that they may
have to have a closer working relationship with employees than other councillors do. However, they must still respect the
impartiality of officers and must not ask them to undertake work or anything else which would prejudice their impartiality.

Officers

The primary role of officers is to advise, inform and support all members and to implement the agreed policies of the council.
Officers are responsible for day-to-day managerial and operational decisions within the council, including directing and
overseeing the work of any more junior officers. councillors should avoid inappropriate involvement in such matters.

In performing their role officers will act professionally, impartially and with neutrality. Whilst officers will respect a councillor’s
view on an issue, the officer should not be influenced or pressured to make comments, or recommendations which are contrary
to their professional judgement or views.

Officers must:

* implement decisions of the council and its committees which are lawful, which have been properly approved in
accordance with the requirements of the law and are duly recorded. This includes respecting the decisions made,
regardless of any different advice given to the council or whether the decision differs from the officer’s view.

* work in partnership with councillors in an impartial and professional manner
* treat councillors fairly and with respect, dignity and courtesy

* treat all councillors, partners and members of the public equally, and not discriminate based on any characteristic such
as age, sex, race, sexual orientation, gender identity, disability or religion.

*  assist and advise all parts of the council. Officers must always act to the best of their abilities in the best interests of the
authority as expressed in the council’s formal decisions.

* respond to enquiries and complaints in accordance with the council’s standards protocol

* bealerttoissues which are, or are likely to be, contentious or politically sensitive, and be aware of the implications for
councillors, the media or other sections of the public.

* act with honesty, respect, dignity and courtesy at all times

* provide support and learning and development opportunities for councillors to help them in performing their various
roles in line with the council’s training and development policy

* not seek to use their relationship with councillors to advance their personal interests or to influence decisions
improperly

* comply, at all times, with the Officers’ Code of Conduct, and such other policies or procedures approved by the council

Officers have the right not to support councillors in any role other than that of councillor, and not to engage in actions
incompatible with this Protocol.

In giving advice to councillors, and in preparing and presenting reports, it is the responsibility of the officer to express his/her
own professional views and recommendations. An officer may report the views of individual councillors on an issue, but the
recommendation should be the officer’s own. If a councillor wishes to express a contrary view they should not pressurise the
officer to make a recommendation contrary to the officer’s professional view, nor victimise an officer for discharging his/her
responsibilities.

There are exceptional circumstances where a councillor can fulfil the role of officer, for example where there is a vacancy. This
can only be done if the councillor is not paid for the role and should only ever be short-term while the council seeks to fill a
vacancy. There will need to be a particular clear understanding of when the councillor is acting as a councillor and when acting
as the Proper Officer.

The Relationship: General

Councillors and officers are indispensable to one another. However, their responsibilities are distinct. councillors are
accountable to the public, whereas officers are accountable to the council as a whole.
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At the heart of this Protocol is the importance of mutual respect and also of civility. councillor/officer relationships are to be
conducted in a positive and constructive way. Therefore, it is important that any dealings between councillors and officers
should observe standards of courtesy and that neither party should seek to take unfair advantage of their position nor seek to
exert undue influence on the other party.

Individual councillors should not actively seek to undermine majority decisions of the corporate body, as this could then bring
them into conflict with officers who have been charged with promoting and implementing the council’s collectively-determined
course of action.

Councillors should not raise matters relating to the conduct or capability of an officer, or of officers collectively, in a manner that
is incompatible with this Protocol at meetings held in public or on social media. This is a long-standing tradition in public service.
An officer has no means of responding to criticisms like this in public.

A councillor who is unhappy about the actions taken by, or conduct of, an officer should:

* avoid personal attacks on, or abuse of, the officer at all times
* ensure that any criticism is well founded and constructive
* ensure that any criticism is made in private

* take up the concern with the chair

Neither should an officer raise with a councillor matters relating to the conduct or capability of another councillor or officer or to
the internal management of the council in a manner that is incompatible with the objectives of this Protocol.
Potential breaches of this Protocol are considered below.

Expectations
All councillors can expect:

* A commitment from officers to the council as a whole, and not to any individual councillor, group of councillors or
political group;

* A working partnership;

*  Officers to understand and support respective roles, workloads and pressures;

* Atimely response from officers to enquiries and complaints;

*  Officer’s professional and impartial advice, not influenced by political views or personal preferences;

* Timely, up to date, information on matters that can reasonably be considered appropriate and relevant to their needs,
having regard to any individual responsibilities or positions that they hold;

* Officers to be aware of and sensitive to the public and political environment locally;

* Respect, courtesy, integrity and appropriate confidentiality from officers and other councillors;

* Training and development opportunities to help them carry out their role effectively;

* Not to have personal issues raised with them by officers outside the council’s agreed procedures;

* That officers will not use their contact with councillors to advance their personal interests or to influence decisions
improperly.

Officers can expect from councillors:

* A working partnership;

* Anunderstanding of, and support for, respective roles, workloads and pressures;

* Leadership and direction;

®* Respect, courtesy, integrity and appropriate confidentiality;

* Not to be bullied or to be put under undue pressure;

* That councillors will not use their position or relationship with officers to advance their personal interests or those of

others or to influence decisions improperly;

*  That councillors will at all times comply with the council’s adopted Code of Conduct.

Some general principles
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Close personal relationships between councillors and officers can confuse their separate roles and get in the way of the proper
conduct of council business, not least by creating a perception in others that a particular councillor or officer is getting
preferential treatment.

Special relationships with particular individuals are not recommended as it can create suspicion that an employee favours that
councillor above others.

The Proper Officer (usually called the Clerk) is the head of paid services and has a line management responsibility to all other
staff. Communications should be made directly with the Proper Officer, unless it is agreed by the Proper Officer that such
communications may take place directly with other officers over a particular matter. Councillors should not give instructions
directly to the Proper Officer’s staff without the express approval of the Proper Officer.

COUNCILLORS’ ACCESS TO INFORMATION AND TO COUNCIL DOCUMENTS

Councillors are free to approach officers to provide them with such information, explanation and advice as they may reasonably
need in order to assist them in discharging their role as members of the council. This can range from a request for general
information about some aspect of the council’s activities to a request for specific information on behalf of a constituent. Such
approaches should normally be directed to the Officer.

The legal rights of councillors to inspect council documents are covered partly by statute and partly by the common law.

The common law right of councillors is based on the principle that any member has a prima facie right to inspect council
documents so far as their access to the documents is reasonably necessary to enable the member properly to perform their
duties as a member of the council. This principle is commonly referred to as the “need to know” principle.

The exercise of this common law right depends therefore upon the councillor’s ability to demonstrate that they have the
necessary “need to know”. In this respect a member has no right to “a roving commission” to go and examine documents of the
council. Mere curiosity is not sufficient. The crucial question is the determination of the “need to know”. This question must be
determined by the officer.

In some circumstances (e.g. a committee member wishing to inspect documents relating to the functions of that committee) a
councillor’s “need to know” will normally be presumed. In other circumstances (e.g. a councillor wishing to inspect documents
which contain personal information about third parties) a councillor will normally be expected to justify the request in specific
terms. Any council information provided to a councillor must only be used by the councillor for the purpose for which it was
provided i.e. in connection with the proper performance of the councillor’s duties as a member of the council.

For completeness, councillors do, of course, have the same right as any other member of the public to make requests for
information under the Freedom of Information Act 2000.

CORRESPONDENCE

Correspondence between an individual councillor and an officer should not normally be copied (by the officer) to any other
councillor. Where exceptionally it is necessary to copy the correspondence to another councillor, this should be made clear to
the original councillor. In other words, a system of “silent copies” should not be employed.

Acknowledging that the “BCC” system of e-mailing is used, it should be made clear at the foot of any e-mails if another councillor
has received an e-mail by adding “CC councillor X.”

Official letters or emails on behalf of the council should normally be sent out under the name of the officer, rather than under
the name of a councillor. It may be appropriate in certain circumstances (e.g. representations to a Government Minister) for a
letter or email to appear over the name of the chair, but this should be the exception rather than the norm. Letters or emails
which, for example, create obligations or give instructions on behalf of the council should never be sent out in the name of a
councillor.

Correspondence to individual councillors from officers should not be sent or copied to complainants or other third parties if they
are marked “confidential”. In doing so, the relevant officer should seek to make clear what is to be treated as being shared with
the councillor in confidence only and why that is so.

PRESS AND MEDIA

Councils are accountable to their electorate. Accountability requires local understanding. This will be promoted by the council,
explaining its objectives and policies to the electors and customers. Councils use publicity to keep the public informed and to
encourage public participation. The council needs to tell the public about the services it provides. Good effective publicity should
aim to improve public awareness of the council’s activities. Publicity is a sensitive matter in any political environment because of
the impact it can have. Expenditure on publicity can be significant. It is essential to ensure that decisions on publicity are
properly made in accordance with the Code of Recommended Practice on Local Authority Publicity and the council’s Media
Protocol.
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The officer may respond to press enquiries but should confine any comments to the facts of the subject matter and the
professional aspects of the function concerned. On no account must an officer expressly or impliedly make any political opinion,
comment or statement.

Any press release that may be necessary to clarify the council’s position in relation to disputes, major planning developments,
court issues or individuals’ complaints should be approved by the officer.

The chair (or chair of a committee) may act as spokespersons for the council in responding to the press and media and making
public statements on behalf of the council but should liaise with the officer on all forms of contact with the press and media. The
council may also appoint individual councillors as spokespeople where there is an area of particular expertise but this should
only be done with the agreement of the council.

The council must comply with the provisions of the Local Government Act 1986 (“the Act”) regarding publicity. All media
relations work will comply with the national Code of Practice for Local Government Publicity. The Code is statutory guidance and
the council must have regard to it and follow its provisions when making any decision on publicity.

The LGA has produced useful guidance on the Publicity Code - https://www.local.gov.uk/publications/short-guide-publicity-
during-pre-election-period

For more detailed information and guidance regarding the role of councillors in connection with the use of social media,
reference should be made to the council’s Social Media Protocol where there is one in place.

IF THINGS GO WRONG

Procedure for officers:

From time to time the relationship between councillors and the officer (or other employees) may break down or become
strained. Whilst it is always preferable to resolve matters informally, it is important that the council adopts a formal grievance
protocol or procedure.

The principal council’s monitoring officer may be able to offer a mediation/conciliation role or it may be necessary to seek
independent advice. The chair of the council should not attempt to deal with grievances or work related performance or line
management issues on their own. The council should delegate authority to a small group of councillors to deal with all personnel
matters.

The law requires all employers to have disciplinary and grievance procedures. Adopting a grievance procedure enables individual
employees to raise concerns, problems or complaints about their employment in an open and fair way.

Where the matter relates to a formal written complaint alleging a breach of the councillors’ Code of Conduct the matter must be
referred to the principal council’s monitoring officer in the first instance in line with the Localism Act 2011. The council may
however try to resolve any concerns raised informally before they become a formal written allegation.

Procedure for councillors:

If a councillor is dissatisfied with the conduct, behaviour or performance of the officer or another employee, the matter should
be reported to the chair and then raised with the officer in the first instance. If the matter cannot be resolved informally, it may
be necessary to invoke the council’s disciplinary procedure.

DIGNITY AT WORK POLICY
Civility and Respect Pledge

Implemented September 2022
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Reviewed: September 2024
Reviewed: September 2026
Next review: September 2028

Lapley, Stretton and Wheaton Aston Parish Council (LSWA PC hereafter) 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.

Purpose

LSWA PC is committed to creating a working environment where all council employees, councillors, contractors and others who
come into contact with us in the course of our work, are treated with dignity, respect and courtesy. We aim to create a
workplace where there is zero tolerance for harassment and bullying In support of this objective, LSWA PC has signed up to the
Civility Pledge, as a commitment to civility and respect in our work, and politeness and courtesy in behaviour, speech, and in the
written word. Further information about the Civility and Respect Pledge is available NALC & SLCC We recognise 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 this policy is on resolution and mediation where appropriate,
rather than an adversarial process.

This document: e explains how we will respond to complaints of bullying or harassment;

e ensures that we respond sensitively and promptly;

e supports our employees in ensuring their behaviour does not amount to bullying and/or harassment by giving examples.

Scope This policy covers bullying and harassment of and by clerks/chief officers and all employees engaged to work at LSWA PC.
Should agency staff, or contractors have a complaint connected to their engagement with LSWA PC this should be raised to their
nominated contact, manager, or the Chair of the Council, in the first instance. Should the complaint be about the chair of the
council the complaint should be raised to the deputy chair / council’s personnel / staffing committee.

Agency staff, or contractors are equally expected to treat council colleagues, 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.

Complaints about other employment matters will be managed under the council’s grievance policy. 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 employees, councillors,
members of the public, suppliers or contractors.

The position on bullying and harassment All staff and council representatives are entitled to dignity, respect and courtesy
within the workplace and to not experience any form of discrimination. LSWA PC will not tolerate bullying or harassment in our
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 we tolerate retaliation against, or victimisation of, any person
involved in bringing a complaint of harassment or bullying.

You 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. We expect all representatives of the
council to treat each other with respect and uphold the values of the code of conduct, civility and respect pledge, equality
opportunities policy, and all other policies and procedures set by the Council. We expect 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. Allegations of bullying and harassment will be treated seriously. Investigations will be
carried out promptly, sensitively and, as far as possible, confidentially. See the grievance policy for further details regarding the
process. Employees and others who make allegations of bullying or harassment in good faith will not be treated less favourably
as a result. False accusations of harassment or bullying can have a serious effect on innocent individuals. Staff and others have a
responsibility not to make false allegations. While we will assume 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.

Where a person is subject to uninvited conduct that violates their dignity, in connection with a protected characteristic
eBehaviour that creates a hostile, humiliating, degrading or similarly offensive environment in relation to a protected
characteristic: Harassment

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

Bullying What Type of Treatment amounts to Bullying or Harassment?

‘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. Examples of bullying and harassment include:

¢ Physical conduct ranging from unwelcome touching to serious assault
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¢ 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
e 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
* Practical jokes, initiation ceremonies or inappropriate birthday rituals e Physical abuse such as hitting, pushing or jostling
e Rifling through, hiding or damaging personal property
e 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

e Third party bullying (via another party) will not be tolerated

* Abusing a position of power 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.

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. 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)

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. 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. 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.
Victimisation 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. 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. 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. 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)

If you are being bullied or harassed by someone with whom you come into contact at work, please raise this with your
nominated manager in the first instance or, with the clerk/or a councillor. Any such report will be taken seriously, and we will
decide 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: If you are being bullied or harassed by a
councillor, please raise this with the clerk/chief officer or the chair of the council 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.

The Informal Resolution is described below. Formal concerns regarding potential breaches of the Councillors Code of Conduct
must be investigated by the Monitoring Officer.

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. What you should do if you witness an incident you believe to harassment or bullying: If you witness such behaviour you
should report the incident in confidence to the clerk/chief officer or a councillor. 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 staff: 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.
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Informal resolution 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 clerk/chief officer, your nominated manager or a colleague to put this on your behalf or to be with you when
confronting the perpetrator(s). 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 chair of the council. (If your
concern relates to the chair, you should raise it with the chair of the personnel/staffing committee). The chair (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 staff

e such behaviour is contrary to our policy

» for employees, the continuation of such behaviour could amount to a serious disciplinary offence 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. In certain circumstances we 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. 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) we may decide to investigate further and take more formal action notwithstanding that you raised the
matter informally. We will consult with you before taking this step.

Raising a formal complaint 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 clerk/chief officer or
the chair of the council. A formal complaint may ultimately lead to disciplinary action against the perpetrator(s) where they are
employed.

The clerk/chief officer or the chair of the council 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

* Any action taken by you to resolve the matter informally. 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, we will carry out the
investigation as confidentially and sensitively as possible. Where you and the alleged perpetrator(s) work in proximity to each
other, we will consider whether it is appropriate to make temporary adjustments to working arrangements whilst the matter is
being investigated.

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

When carrying out any investigations, we will ensure that individuals' personal data is handled in accordance with the data
protection policy. 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). 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. 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.
The use of the Disciplinary Procedure If at any stage from the point at which a complaint is raised, we believe there is a case to
answer and a disciplinary offence might have been committed, we will instigate our disciplinary procedure. We will keep you
informed of the outcome. This is a non-contractual policy and procedure which will be reviewed from time to time.

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. 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.
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e 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.

e 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.

e 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. « 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 staff 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. 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 staffing/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
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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. Responsibilities All staff 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 staff 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. 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 be 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 12 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 the council’s grievance procedure or against a councillor and can only be dealt with by the
Monitoring Officer.

LSWA PC Agenda 4th September 2026



75| Page

Recruitment and Probationary period Procedure

1. Policy Statement

Lapley, Stretton and Wheaton Aston Parish Council is dedicated to delivering high-quality services that are inclusive and
accessible to all residents. The Council acknowledges that fostering inclusion begins with its approach to both current and
prospective employees, workers, and volunteers.

To support this commitment, the Council upholds a set of core values—Pride, Trust, Transparency, Positive Relationships, and
Listening to People—which guide behaviour and decision-making. These values are embedded in all recruitment and selection
activities and apply equally to existing and future staff.

The Council strives to create a welcoming environment for all applicants, aiming to build a diverse, skilled, motivated, and
effective workforce that reflects and understands the needs of the community. Regular reviews of equality monitoring data are
conducted to enhance the effectiveness of the Council’s equality, diversity, and inclusion objectives.

Recognising the value of diverse teams, the Council is committed to attracting, appointing, and retaining the best candidates.
This includes fostering a workforce that is representative of all aspects of society, including but not limited to: gender, sexual
orientation, marital status, civil partnership, pregnancy, maternity, age, race, gender reassignment, disability, religion or belief
(or no belief).

The Council also acknowledges intersectionality—where individuals may identify with multiple protected characteristics—and
will adopt inclusive practices that seek to eliminate bias and promote fairness.

2. Purpose
The purpose of this policy is to ensure that recruitment and selection processes at Lapley, Stretton and Wheaton Aston Parish
Council:

e Are based on the qualifications, skills, experience, and abilities required for the role.

e Are fair, consistent, efficient, and compliant with legal standards.

e Align with the Council’s equality and diversity policy.

e Operate within approved staffing levels and budget constraints.

e Promote a positive image of the Council in accordance with its values.

This policy applies to:
e All employees of Lapley, Stretton and Wheaton Aston Parish Council.

e Elected members and partners involved in recruitment activities.

Separate procedures may be applied for agency staff, casual/relief workers, volunteers, and other workers as appropriate.

3. Principles
The following principles underpin the Council’s recruitment and selection practices:
e Candidates will be assessed solely on their ability to perform the job.

e No assumptions will be made about who can perform certain types of work.

e Qualifications and experience requirements must be directly relevant to the role.

e Selection tests must be job-specific, regularly reviewed, and free from unjustifiable bias.
e Interview questions must relate to job requirements and reflect the Council’s values.

e Disabled applicants who meet the essential criteria will be guaranteed an interview.

e In cases where internal candidates meet the essential criteria, they should be interviewed before external advertising.
This is in accordance with a local agreement with UNISON.

e Recruitment arrangements must not place disabled candidates at a substantial disadvantage. Reasonable adjustments
will be made where necessary to eliminate or reduce such disadvantages.

e Selection panels must be chaired by an experienced recruiter who has completed appropriate training (*see Note 1).
e All staff involved in recruitment must adhere to this policy and the Council’s equality and safeguarding policies.
e  External recruitment agencies or consultants must be provided with copies of these policies.
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4. Protected Characteristics
This policy supports and protects individuals across the following characteristics:
o Age

e Disability

e  Marriage and civil partnership
e  Pregnancy and maternity

e Race

e  Gender reassignment

e Religion or belief

e Gender

e Sexual orientation

5. Equality and Positive Action

Lapley, Stretton and Wheaton Aston Parish Council is committed to building a diverse and inclusive workforce. Where there has
been little or no representation from specific groups (e.g., gender or ethnic minorities) in a particular role over the past year, the
Council may implement positive action measures to encourage applications from underrepresented groups.

It is important to distinguish positive action from positive discrimination. While the Council may take steps to attract a broader
range of candidates, all appointments must be made strictly on merit. Positive discrimination—such as selecting a candidate
solely based on a protected characteristic—is not permitted under this policy.

6. Roles and Responsibilities
Parish Clerk/Manager
e Holds overall responsibility for recruitment and selection across the Council.

HR Committee
e Maintains and reviews the recruitment and selection policy and procedures.

e Advises on the application of the policy and supports appointment panels.
e Responds to recruitment-related complaints.

e Oversees job grading, interview panel guidance, selection testing, job advertising, pre-employment checks, contract
issuance, diversity monitoring, and policy compliance.

Managers
e  Responsible for implementing the policy and ensuring their teams comply with its provisions.

Clerk/Chair of the Recruitment Panel

Responsible for: a. Understanding and applying this policy and procedure.
b. Ensuring the recruitment panel adheres to best practices.

c. Preparing job advertisements, descriptions, specifications, and approvals.
d. Leading shortlisting and interview processes.

e. Maintaining confidentiality of applicant information.

f. Verifying employment and qualification documentation.

g. Recording interview outcomes via the online recruitment system.

h. Providing feedback to unsuccessful candidates.

7. Relevant Legislation
The Council’s recruitment practices are governed by the Equality Act 2010, which prohibits both direct and indirect
discrimination during recruitment. Protected characteristics under this legislation include:

o Age

e Disability

LSWA PC Agenda 4th September 2026



77 |Page

e  Gender reassignment

e  Marriage and civil partnership
e  Pregnancy and maternity

e Race

e Religion or belief

e Sex

e Sexual orientation

Rehabilitation of Offenders Act 1974 (Revised 2014)
The Council supports the reintegration of ex-offenders into the workforce. In line with the law, applicants are not required to
disclose spent convictions—those that are no longer legally required to be disclosed after a rehabilitation period.

e Spent convictions typically include sentences under 48 months and certain cautions.

e Some convictions, such as those involving sentences over 48 months or public protection orders, are never spent.

e Certain roles require disclosure under the Disclosure and Barring Service (DBS). In such cases, recruiting managers
must consult HR Services.

e Any indication of dishonesty during recruitment must be referred to HR Services before proceeding with an offer.

8. Fluency Duty
Under Part 7 of the Immigration Act 2016, public-facing roles must meet appropriate standards of spoken English. Where
applicable, job adverts and descriptions must clearly state fluency requirements. (See Appendix 1 for further guidance.)

9. Variations
e Urgent Appointments: In cases of urgent business need, the clerk and assistant clerk with HR committee support may
authorise short-term appointments (under 12 months) via agencies or the Council’s casual register. Procurement rules,
budget checks, and pre-employment checks still apply.

e Reconsideration of Previous Applicants: Candidates who were previously interviewed but not appointed may be
considered for similar roles (same grade and requirements) within 12 months without a full recruitment process.

e Conversion of Fixed-Term Roles: Employees who have completed a fixed-term or secondment role may be offered a
permanent position (same grade) without re-advertising, provided they:

e Successfully complete probation,

e Demonstrate consistent performance and attendance,

o Meet all objectives to a high standard,

e  Participate in a satisfactory development discussion signed off by their line manager.

9. Applications
e Applications should be submitted using Lapley, Stretton and Wheaton Aston Parish Council’s official application form.
CVs may be accepted if they contain all the required information outlined in the form.

e Late applications will only be considered if shortlisting has not yet commenced. This decision rests with the Clerk and
the chair | the selection panel (normally members of the HR Committee).

10. Shortlisting, Interviewing, and Scoring
e Applications are assessed solely against the essential criteria listed in the person specification.

o All members of the interview panel should normally participate in the shortlisting process.
e  Only candidates who clearly demonstrate that they meet all essential criteria will typically be invited to interview.
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e Where qualifications are unclear or potentially equivalent, clarification should be sought from the relevant academic
authority.

e  Shortlisting decisions must be documented using the online recruitment system.
e The Council is committed to interviewing all disabled applicants who meet the minimum criteria.

e Forall protected characteristics, the Council will engage in dialogue with candidates to address any barriers and offer
reasonable adjustments. Examples include:

e Use of interpreters
e Alternative formats for applications
e Adjustments to the interview process

e If alarge number of candidates meet the essential criteria, a longlisting or pre-interview selection process may be
used. This may include:

e Online assessments
e Telephone or virtual interviews
e Reserve listing of qualified candidates
e All assessments, questions, and candidate responses must be recorded in the online recruitment system.

e Applicants not contacted within 7 working days of the closing date should assume they were unsuccessful. However,
they may request feedback from the Chair of the Selection Panel (normally members of the HR committee) .

e Internal candidates must be personally contacted by managers regarding outcomes and offered feedback.

11. Pre-Employment Checks
e In exceptional cases, employment may begin before all checks are completed, but only with approval from HR Services.
In such cases:

o A fixed-term contract must be issued.
e The contract must clearly state that permanent employment is subject to satisfactory completion of all checks.
e The Council reserves the right to terminate employment if references, qualifications, or other checks are unsatisfactory.

e All appointments are subject to a 3-month and/or 6-month probationary period, during which performance and
conduct will be reviewed.

e Any deviations from this process must be pre-approved by HR.

12. Conditional Offers of Employment
Once a suitable candidate is identified and documentation verified, a conditional offer (verbal and/or written) may be made by
the HR Committee or designated managers.

e Verbal offers may constitute a legal contract. Therefore, it must be clearly stated that the offer is conditional, subject
to: a. Two satisfactory references, including one from the current or most recent employer (or academic reference for
school/college leavers). References must be professional, not personal. b. Satisfactory medical clearance from the
Council’s Occupational Health provider. c. DBS clearance at the appropriate level, if required for the role. d. Verification
of all essential qualifications, including professional registrations or licenses.

Any variations to this process must be approved in advance by HR.
13. Written Records and Data Protection
e All applicant personal data will be handled in accordance with current data protection legislation.

e Information relating to the successful candidate will be retained in their personnel file.
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e Information relating to unsuccessful applicants will be securely retained for 12 months following the conclusion of the
recruitment process and then securely destroyed.

e Under the Data Protection Act, applicants have the right to request access to any records held about them during the
recruitment process.

14. Monitoring and Review
e This policy and procedure will be periodically reviewed by HR Committee to ensure it remains relevant and effective.

e Routine updates (e.g., formatting, hyperlinks, form references) will be agreed with the HR Committee and/or Full
Council.

e Any material changes to the policy or procedure will be made in consultation with the HR Committee and approved by
Full Council.

Section Three — Recruitment Templates / Forms / Guidance
(Refer to internal documentation for access to templates and guidance materials.)

Appendix One - Fluency Duty under the Immigration Act 2016

Overview

Under Part 7, Section 80 of the Immigration Act 2016, public authorities must ensure that customer-facing staff are sufficiently
fluent in spoken English (or Welsh in Wales) to perform their duties effectively. This requirement is supported by a

statutory Code of Practice.

Refer to: Code of Practice — English Language Requirement for Public Sector Workers
Scope
e This duty applies to all customer-facing roles.

e It does not require staff to speak only English or Welsh, nor does it restrict the use of other languages where
appropriate.

Determining a Customer-Facing Role
A role may be considered customer-facing if it involves:
e Regular and essential interaction with the public.

e Frequent communication via face-to-face, telephone, or other means.
e A need for clear, responsive spoken communication.
e Duties that require spoken English or Welsh to be performed effectively.

Examples of Customer-Facing Roles
e  Receptionists or front-line customer service staff

e  Grounds or caretaking staff with regular community interaction
e Teaching assistants or support workers in local education initiatives

Examples of Non-Customer-Facing Roles
e Administrative staff providing internal support

e  Groundskeepers or maintenance staff without regular public contact

Fluency Expectations
e  Fluency means the ability to speak clearly, confidently, and accurately, appropriate to the role.

e |t does not relate to accent, dialect, speech impediments, or tone.
e  Managers must assess fluency requirements when drafting job descriptions and person specifications.
e  Where applicable, fluency requirements should be clearly stated in job adverts and selection criteria.

Sign Language Considerations
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e Forroles where the employee’s first language is British Sign Language (BSL) or another signed language, fluency
requirements may be met with the use of a qualified interpreter.

Existing Employees
If an existing employee does not meet the fluency requirement for a revised or new role:
e The Council will provide appropriate training or support.

e All changes will be managed with sensitivity and fairness.

Handling Complaints
Legitimate complaints under the fluency duty include:
e  Concerns from the public about a staff member’s ability to communicate effectively in English (or Welsh).

Complaints not considered legitimate include those based on:
e Accent, nationality, manner, tone, or origin of the employee.

All complaints will be reviewed fairly and in compliance with equalities legislation.

Probationary Employees Procedure

1.0 Purpose and Scope

This procedure outlines the process for confirming employment or dismissing probationary employees at Lapley, Stretton and
Wheaton Aston Parish Council.

All new employees are subject to a six-month probationary period, during which confirmation of employment depends on
satisfactory performance. The Parish Council Clerk/Manager, or the Assistant Clerk in their absence, is responsible for
monitoring performance, maintaining standards, and keeping the employee informed throughout the probationary period. They
must also gather relevant input from team leaders or supervisors to form a well-informed assessment.

2.0 Principles
e During probation, employees must demonstrate their suitability for the role.

e The probationary period may be extended in certain circumstances. Until formal written confirmation of satisfactory
performance is received, the probation period should be considered ongoing.

e Employees have the right to be accompanied by a work colleague or trade union representative at all stages of the
procedure.

e Members of the Human Resource Committee are not typically involved in review meetings unless requested by either
party. However, HR will attend meetings where an extension or dismissal is being considered.

e  Records of all meetings must be maintained and shared with HR for inclusion in the employee’s personnel file. These
records should include:

e Invitation letters

e Manager’'s comments or observations

e Meeting notes (including employee input)
e Action points

e Employees may request copies of these records.

3.0 Procedure
3.1 Interim Review Meeting
e Aline manager (e.g., supervisor, team leader, Head of Service, or Management Team member) will conduct an initial
review three months after the employee’s start date.

e The employee will be invited to an Interim Review Meeting to discuss progress.
e If performance is unsatisfactory, concerns must be documented and shared with the employee in advance.
e Following the meeting, the manager will provide a written summary, including:

e  QOutcome of the meeting
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e Areas for improvement

e Timeframes and action points
e The Probationary Review Form should be used where helpful.
e All documentation must be forwarded to HR for recordkeeping.

3.2 Final Review Meeting
e Near the end of the probationary period, a Review Meeting will be held between the manager and employee to
determine whether employment will be confirmed.

e If performance is deemed unsatisfactory, concerns must be documented and shared with the employee prior to the
meeting.

e After the meeting, HR will notify the employee in writing of the decision:
e Extension of probation
e Dismissal

e The employee will be informed of their right to appeal.

3.3 Appeal Procedure
e Employees dismissed due to unsuitability have the right to appeal to the Parish Council Clerk/Manager.

e Appeals must be submitted in writing, stating the grounds for appeal.
e The appeal will be heard by the Parish Council Clerk/Manager and the Chairman of the Human Resource Committee.
e The decision of the Parish Council Clerk/Manager is final.

Possible outcomes:
e  Appeal Dismissed

e Appeal Partly Allowed: Probation extended

e Appeal Allowed: Appointment confirmed or fixed-term contract completed

4.0 Complaints During the Probationary Period
If an employee raises a complaint related to probationary dismissal, the Council’s grievance procedure does not apply. Instead,
the manager will:

e Address the complaint within the probationary procedure

e Act fairly, promptly, and with due consideration
e Consider suspending the dismissal process temporarily

e Decide whether another manager should handle the complaint or continue the probationary process

Adopted: September 2025
Reviewed: September 2026
Next review : September 2027

Probationary Review form

Employee’s name:

Job title:

Department:

Date of engagement:
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Manager:

Date of meeting:

Objective/competence 1:
1. This section should be used to record discussion on the key areas of the job, and
include a summary of achievement against the objectives that have been previously
agreed.

Objective/competence 2:

Objective/competence 3:

Development summary:
2. This section should be used to record any areas of the employee’s work where
further training and support is required, and any areas where performance is particularly
strong and should be developed further.

Development and training
3. This section should list specific requirements for any training or development. These
activities are not restricted to training courses, and may include attachments, projects,
coaching, planned experience or any other suitable activity that will enhance the skKills,
knowledge and behaviour required in the employee’s work or to develop him/her further.

Career planning
4. This section should record any areas in which the employee has expressed a specific
interest.

Other areas of discussion
5. This section should record any other points raised at the appraisal meeting.
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Assessment Level
This is based on performance over the year against objectives achieved

Outstanding performance
6. (Objectives exceeded and
competencies more than fully
demonstrated)
7.

Standard performance
8. (Objectives met and
competencies fully demonstrated at
required levels)

Less than standard performance with
development needs
(Most objectives met but development required to
fully meet all objectives)

Unsatisfactory performance
9. (Performance unacceptable;
objectives not met and competencies
not demonstrated)

Employee’s signature:

Appraiser’s signature:

Date:

Reviewing manager’s signature:

Date:

One copy of this completed form will be kept by the appraiser, one by the appraisee and one in the employee’s personnel file.

EQUALITY AND DIVERSITY POLICY

Our commitment

The council is committed to providing equal opportunities in employment and to avoiding unlawful discrimination. This
policy is intended to assist the council to put this commitment into practice. Compliance with this policy should also
ensure that employees do not commit unlawful acts of discrimination. Striving to ensure that the work environment is
free of harassment and bullying and that everyone is treated with dignity and respect is an important aspect of
ensuring equal opportunities in employment.

The law

It is unlawful to discriminate directly or indirectly in recruitment or employment because of age, disability, sex, gender
reassignment, pregnancy, maternity, race (which includes colour, nationality, caste and ethnic or national origins),
sexual orientation, religion or belief, or because someone is married or in a civil partnership. These are known as
"protected characteristics”. Discrimination after employment may also be unlawful, e.g. refusing to give a reference for
a reason related to one of the protected characteristics.

The council will not discriminate against or harass a member of the public in the provision of services or goods. It is
unlawful to fail to make reasonable adjustments to overcome barriers to using services caused by disability. The duty
to make reasonable adjustments includes the removal, adaptation or alteration of physical features, if the physical
features make it impossible or unreasonably difficult for disabled people to make use of services. In addition, service
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providers have an obligation to think ahead and address any barriers that may impede disabled people from
accessing a service.

Types of unlawful discrimination

Direct discrimination is where a person is treated less favourably than another because of a protected characteristic.
In limited circumstances, employers can directly discriminate against an individual for a reason related to any of the
protected characteristics where there is an occupational requirement. The occupational requirement must be crucial to
the post and a proportionate means of achieving a legitimate aim.

Indirect discrimination is where a provision, criterion or practice is applied that is discriminatory in relation to
individuals who have a relevant protected characteristic such that it would be to the detriment of people who share
that protected characteristic compared with people who do not, and it cannot be shown to be a proportionate means of
achieving a legitimate aim.

Harassment is where there is unwanted conduct, related to one of the protected characteristics (other than marriage
and civil partnership, and pregnancy and maternity) that has the purpose or effect of violating a person’s dignity; or
creating an intimidating, hostile, degrading, humiliating or offensive environment. It does not matter whether or not this
effect was intended by the person responsible for the conduct.

Associative discrimination is where an individual is directly discriminated against or harassed for association with
another individual who has a protected characteristic.

Perceptive discrimination is where an individual is directly discriminated against or harassed based on a perception
that he/she has a particular protected characteristic when he/she does not, in fact, have that protected characteristic.
Third-party harassment occurs where an employee is harassed and the harassment is related to a protected
characteristic, by third parties.

Victimisation occurs where an employee is subjected to a detriment, such as being denied a training opportunity or a
promotion because he/she made or supported a complaint or raised a grievance under the Equality Act 2010, or
because he/she is suspected of doing so. However, an employee is not protected from victimisation if he/she acted
maliciously or made or supported an untrue complaint.

Failure to make reasonable adjustments is where a physical feature or a provision, criterion or practice puts a disabled
person at a substantial disadvantage compared with someone who does not have that protected characteristic and the
employer has failed to make reasonable adjustments to enable the disabled person to overcome the disadvantage.

Equal opportunities in employment

The council will avoid unlawful discrimination in all aspects of employment including recruitment, promotion,
opportunities for training, pay and benefits, discipline and selection for redundancy.

Recruitment

Person and job specifications will be limited to those requirements that are necessary for the effective performance of
the job. Candidates for employment or promotion will be assessed objectively against the requirements for the job,
taking account of any reasonable adjustments that may be required for candidates with a disability. Disability and
personal or home commitments will not form the basis of employment decisions except where necessary.

Working practices

The council will consider any possible indirectly discriminatory effect of its standard working practices, including the
number of hours to be worked, the times at which these are to be worked and the place at which work is to be done,
when considering requests for variations to these standard working practices and will refuse such requests only if the
council considers it has good reasons, unrelated to any protected characteristic, for doing so. The council will comply
with its obligations in relation to statutory requests for contract variations. The council will also make reasonable
adjustments to its standard working practices to overcome barriers caused by disability.

Equal opportunities monitoring

The council will monitor the ethnic, gender and age composition of the existing workforce and of applicants for jobs
(including promotion), and the number of people with disabilities within these groups and will consider and take any
appropriate action to address any problems that may be identified as a result of the monitoring process.

The council treats personal data collected for reviewing equality and diversity in accordance with the data protection
policy. Information about how data is used and the basis for processing is provided in the council’s privacy notices.

Dignity at work

The council has a separate dignity at work policy concerning issues of bullying and harassment on any ground, and
how complaints of this type will be dealt with.

People not employed by the council

The council will not discriminate unlawfully against those using or seeking to use the services provided by the council.
You should report any bullying or harassment by suppliers, visitors or others to the council who will take appropriate
action.

Training

The council will raise awareness of equal opportunities to those likely to be involved in recruitment or other decision
making where equal opportunities issues are likely to arise. The council will raise awareness of all staff engaged to
work at the council to help them understand their rights and responsibilities under the dignity at work policy and what
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they can do to help create a working environment free of bullying and harassment. The council will provide additional
training to managers to enable them to deal more effectively with complaints of bullying and harassment on request.

Your responsibilities

Every employee is required to assist the council to meet its commitment to provide equal opportunities in employment
and avoid unlawful discrimination. Employees can be held personally liable as well as, or instead of, the council for
any act of unlawful discrimination. Employees who commit serious acts of harassment may be guilty of a criminal
offence.

Acts of discrimination, harassment, bullying or victimisation against employees or customers are disciplinary offences
and will be dealt with under the council’s disciplinary procedure. Discrimination, harassment, bullying or victimisation
may constitute gross misconduct and could lead to dismissal without notice.

Grievances

If you consider that you may have been unlawfully discriminated against, you should use the council’s grievance
procedure to make a complaint. If your complaint involves bullying or harassment, the grievance procedure is modified
as set out in the dignity at work policy.

The council will take any complaint seriously and will seek to resolve any grievance that it upholds. You will not be
penalised for raising a grievance, even if your grievance is not upheld, unless your complaint is both untrue and made
in bad faith.

Monitoring and review

This policy will be monitored periodically by the council to judge its effectiveness and will be updated in accordance
with changes in the law. In particular, the council will monitor the ethnic and gender composition of the existing
workforce and of applicants for jobs (including promotion), and the number of people with disabilities within these
groups, and will review its equal opportunities policy in accordance with the results shown by the monitoring. If
changes are required, the council will implement them.

Information provided by job applicants and employees for monitoring purposes will be used only for these purposes
and will be dealt with in accordance with relevant data protection legislation. This is a non-contractual procedure
which will be reviewed from time to time.

Date of policy review: July 2022, July 2024, September 2026

Approving committee: Full Parish Council

Supersedes: Equal Opportunity Policy

Date for next review: September 2028

1. An employee of Lapley, Stretton and Wheaton Aston Parish Council shall be
eligible to be entered into the LGPS subject to meeting the relevant criteria as
outlined by the Pension Regulator.
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2. The Parish Council will if necessary, follow the LGPS Il Health Procedure and
select a Medical Practitioner from the approved list available at
www.staffspf.org.uk.

3. The Parish Council will assess employee contribution rates at the point at
which any salary increase or decrease occurs or when contribution rates or
bands change.

Adopted 5™ October 2017, Reviewed 5% Sept 2019, Apr 2022, April 2024, September 2026
Next Review: September 2028

LOCAL GOVERNMENT PENSION SCHEME REGULATIONS 2013
STATEMENTS OF POLICY ABOUT EXERCISE OF DISCRETIONARY FUNCTIONS

In accordance with Regulation 60 of the above regulations a Scheme employer must prepare a
written statement of its policy in relation to the exercise of its functions under regulations:

16(2)(e) and 16(4)(d) (funding of additional pension);
30(6) (flexible retirement);

30(8) (waiving of actuarial reduction); and

31 (award of additional pension).

In addition and in accordance with Paragraphs 2(2) of Schedule 2 to the Local Government
Pension Scheme (Transitional Provisions, Savings & Amendment) Regulations 2014 a Scheme
employer must also prepare a written statement on whether, in respect of benefits relating to pre
18t April 2014 membership, to ‘switch on’ the 85 year rule for a member who voluntarily retires
(leaves employment) and elects to draw their benefits on or after the age of 55 and before the age
of 60 thereby agreeing to waive in full or part any actuarial reduction applied to the member’s
benefits.
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A Scheme employer must send a copy of its statement to the administering authority
(Staffordshire County Council) and must publish its statement.

A Scheme employer must keep its statement of policy under review and make such revisions as
are appropriate following a change of its policy.

Where a revision to the statement of policy is made, a Scheme employer must send a copy of its
revised statement to the administering authority before the expiry of one month beginning with the
date that any such revision is made. A Scheme employer must also publish its revised statement.

In preparing, or reviewing and making revisions to its statement, a Scheme employer must have
regard to the extent to which the exercise of its discretionary functions could lead to a serious loss
of confidence in the public service.

Whilst it is compulsory for a Scheme employer to prepare a statement in respect of the regulations
detailed above, there are a number of other discretions available to a Scheme employer
throughout the Scheme Regulations which do not require such a statement of policy to be made.
It is recommended for administrative purposes that such additional statements are made and
included as part of the statement of policy.

Once completed, a Scheme employer must ensure that its statement of policy is published in a
place that is easily accessible to all of its eligible Scheme employees and that any revisions made
to the statement of policy are equally accessible.

SCHEME EMPLOYER DECLARATION

The Scheme employer known as Lapley, Stretton and Wheaton Aston Parish Council has
prepared this written statement of policy in relation to its exercise of certain discretionary functions
available under the Local Pension Scheme Regulations 2013. The Scheme employer declares
that it will keep this statement under review and publish the statement (and any amendments
made thereto) in a place that is easily accessible to all of its eligible Scheme employees and that it
will provide to the administering authority the most up to date version of the statement at all times.

Local Government Pension Scheme Regulations 2013
Regulation 16 — Additional Pension Contributions

The Scheme employer may resolve to fund in whole or in part any arrangement entered into by an
active scheme member to pay additional pension contributions by way of regular contributions in
accordance with Regulation 16(2)(e), or by way of a lump sum in accordance with Regulation
16(4)(d).

The Scheme employer may enter into an APC contract with a Scheme member who is contributing
to the MAIN section of the Scheme in order to purchase additional pension of not more than the
additional pension limit (£6,500 from 15t April 2014 subject to annual increase in line with the
Pensions (Increase) Act 1971).

The amount of additional contribution to be paid is determined by reference to actuarial guidance
issued by the Secretary of State.

LSWA PC Agenda 4th September 2026



88| Page

Consideration needs to be given to the circumstances under which the Scheme employer may
wish to use their discretion to fund in whole or in part an employee’s Additional Pension
Contributions.

Scheme Employer’s policy concerning the whole or part funding of an active member’s
additional pension contributions

Not to fund an employee’s APCs.

Regulation 30(6) — Flexible Retirement

An active member who has attained the age of 55 or over and who with the agreement of their
employer reduces their working hours or grade of employment may, with the further consent of
their employer, elect to receive immediate payment of all or part of the retirement pension to which
they would be entitled in respect of that employment as if that member were no longer an
employee in local government service on the date of the reduction in hours or grade (adjusted by
the amount shown as appropriate in actuarial guidance issued by the Secretary of State —
separate policy required under Regulation 30(8)).

As part of the policy making decision the Scheme employer must consider whether, in addition to
the benefits the member may have accrued prior to 1 April 2008 (which the member must draw),
to permit the member to choose to draw all, part or none of the pension benefits they built up after
31 March 2008 and before 1 April 2014 and all, part of none of the pension benefits they built up
after 1 April 2014.

Due consideration must be given to the financial implications of allowing an employee to draw all
or part of their pension benefits earlier than their normal retirement age.

Scheme Employer’s policy concerning flexible retirement

To consider each application on its merits subject to the financial implications for the employer.

Regulation 30(8) — Waiving of Actuarial Reduction

Where a Scheme employer’s policy under regulation 30(6) (flexible retirement) is to consent to the
immediate release of benefits in respect of an active member who is aged 55 or over, those
benefits must be adjusted by an amount shown as appropriate in actuarial guidance issued by the
Secretary of State (commonly referred to as actuarial reduction or early payment reduction).

A Scheme employer (or former employer as the case may be) may agree to waive in whole or in
part and at their own cost, any actuarial reduction that may be required by the Scheme
Regulations.

Due consideration must be given to the financial implications of agreeing to waive in whole or in
part any actuarial reduction.

Scheme Employer’s policy concerning the waiving of actuarial reduction

To consider each application on its merits subject to the financial implications for the employer.
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Regulation 31 — Award of Additional Pension
A Scheme employer may resolve to award
(a) an active member, or

(b) a member who was an active member but dismissed by reason of redundancy, or business
efficiency, or whose employment was terminated by mutual consent on grounds of business
efficiency,

additional annual pension of, in total (including any additional pension purchased by the Scheme
employer under Regulation 16), not more than the additional pension limit (£6,500 from 15t April
2014 subject to annual increase in line with the Pensions (Increase) Act 1971).

Any additional pension awarded is payable from the same date as any pension payable under
other provisions of the Scheme Regulations from the account to which the additional pension is
attached.

In the case of a member falling within sub-paragraph (b) above, the resolution to award additional
pension must be made within 6 months of the date that the member’s employment ended.
Scheme Employer’s policy concerning the award of additional pension

Not to apply this discretion.

Local Government Pension Scheme (Transitional Provisions and Savings) Regulations
2014

Schedule 2 — paragraphs 2 and 3

Where a scheme member retires or leaves employment and elects to draw their benefits at or after
the age of 55 and before the age of 60 those benefits will be actuarially reduced unless their
Scheme employer agrees to meet the full or part cost of those reductions as a result of the
member otherwise being protected under the 85 year rule as set out in previous Regulations.

So as to avoid the member suffering the full reduction to their benefits the Scheme employer can
‘switch on’ the 85 year rule protections thereby allowing the member to receive fully or partly
unreduced benefits but subject to the Scheme employer paying a strain (capital) cost to the
Pension Fund

Scheme Employer’s policy concerning the ‘switching on of the 85 year rule

Under no circumstances will the Scheme employer agree to ‘switch on’ the 85 year rule.
RECOMMENDED policy in accordance with the
Local Government Pension Scheme Regulations 2013

Regulation 9(1) & (3) — Contributions

Where an active member changes employment or there is a material change which affects the
member’s pensionable pay during the course of a financial year, the Scheme employer may
determine that a contribution rate from a different band (as set out in Regulation 9(2)) should be
applied.
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Where the Scheme employer makes such a determination it shall inform the member of the
revised contribution rate and the date from which it is to be applied.

Scheme Employer’s policy concerning the re-determination of active members’
contribution bandings at any date other than 1st April

To set employee contribution rates at 1st April each year and make no changes throughout the
year.

Regulation 100(6) — Inward Transfers of Pension Rights

A request from an active member to transfer former pension rights from a previous arrangement
into the Local Government Pension Scheme as a result of their employment with a Scheme
employer must be made in writing to the administering authority and the Scheme employer before
the expiry of the period of 12 months beginning with the date on which the employee first became
an active member in an employment (or such longer period as the Scheme employer and
administering authority may allow).

Scheme Employer’s policy concerning the extension of the 12 month transfer application

period
Not to extend the 12-month deadline

Other discretions

Any other discretions which may apply under the LGPS will be dealt with by the Council on their
merits on an individual basis.

The Council reserves the right to amend any of the above policies if in its opinion this would be
appropriate given the special circumstances of an individual case.

This policy document will be reviewed at least every five years.

Adopted Pension Policy Sept 2019
Reviewed October 2021
Reviewed July 2024

Reviewed September 2026

Next review: September 2028
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VEXATIOUS COMPLAINTS POLICY

This policy sets out the Council's stance on vexatious or abusive complaints, demands and/or repeated requests for information
including Freedom of information requests and how they will be

dealt with.

Vexatious or Abusive Complaints/Freedom of Information Requests

Most complainants or people making Freedom of Information Requests behave in legitimate ways. A very small minority make
complaints/requests that are vexatious, in that they persist unreasonably with their complaints/requests, or make
complaints/requests in order to make life difficult for the Council rather than genuinely resolve a grievance.

The Council recognises that it is important to distinguish between people who make a number of complaints/requests because
they genuinely believe things have gone wrong, and people who are seeking to subvert the legitimate business of the Council. It
is acknowledged that complainants will often be frustrated and aggrieved and it is, therefore, important to consider the merits
of each case rather than the way in which they are expressed.

It is not necessary to meet a person's unreasonable demands, or to answer every single point in an unreasonable letter.
Judgement will be required to separate a person's legitimate queries from those that are unreasonable, often with the same
complaint. Skill will be required to respond tactfully and sympathetically. If the person's persistence adversely affects the
Council's ability to do its work and provide a service to others, the Parish Council needs to address such behaviour. Where the
Clerk is of the view that complaints, requests or persons could be identified as vexatious (in accordance with the criteria set out
in Appendix 1), the Clerk will refer the matter to the Parish Council for a decision and their determination of what action to take.
The Clerk will implement such action and will notify the complainant that their complaint/request is considered as vexatious and
what action will be taken. The notification will be copied to all Councillors and a record kept of the reasons why a
complaint/request has been classified as vexatious.

Vexatious complaints/requests may be dealt with in one or more of the following ways:

e In aletter, setting out a code of commitment and responsibilities for the parties involved if the Parish Council is to
continue processing the complaint/request. If these terms are contravened, consideration will then be given to
implementing other action as indicated below.

e Decline contact with the complainant, either in person, by telephone, fax email or any combination of these, provided
that one form of contact is maintained which will usually be by conventional post (letter).

e Notify the complainant/requestor in writing that the Council has responded to the points raised and tried to resolve the
complaint/request but there is nothing more to add and continuing contact on the matter will serve no useful purpose.
The complainant/requestor will also be notified that the correspondence is at an end and the Council does not intend
to engage in further correspondence dealing with the complaint/request.

e Inform the complainant/requestor that the council intends to seek legal advice on unreasonable or vexatious
complaints/requests and behaviour.

e Temporarily suspend all contact with the complainant/requestor in connection with the issues relating to the
complaint/request being considered.

e GDPRis monitored and adhered to, however it may be necessary to share a complaint with third parties associated to
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Restricting Contact

e Any restrictions will be appropriate and proportionate to the nature of the person's contacts with the Council at the
time such as:

e Placing time limits on telephone conversations and personal contacts;

e Limiting the person to one form of contact (letter);

e Requiring the person to communicate only with one named employee/member;

e If a complaint is currently going through the Council's complaints procedure, asking the complainant to enter into a
written agreement about their future conduct if the complaint is to be progressed;
Closing the investigation into a complaint;

e Refusing to register and process further complaints/requests providing the person with acknowledgements only;

e Banning a person from the Council's premises;

e Involving the police where the person is believed to have committed a criminal offence (harassment, assault or criminal
damage). Where assault is threatened, or the complainant refuses to leave council premises.

The Clerk will inform the complainant/requestor in writing why a decision has been made to restrict or stop future contact, the
contact arrangements and the length of time that these restrictions will be in place.

There should never be a blanket ban for an unspecified period of time unless the Council is legally required to do so following a
Police investigation. The Council should always try to maintain one form of contact which will normally be by way of
conventional post (letter). In extreme situations the Council will tell the complainant in writing that they must restrict contact to
communication through a nominated advocate known and declared to be acting on their behalf.

In deciding which restrictions are appropriate, careful consideration will be given to balancing the rights of the individual with
the need to ensure other residents, Council employees, councillors and co-opted members do not suffer any disadvantage or
undue stress and the resources of the Council are used as effectively as possible.

Threatening and Abusive People and Harassment

We do not expect staff or members to tolerate unacceptable behaviour by people which causes or may cause undue stress. The
Council believes that harassment is totally unacceptable. The Council will work to prevent any form of harassment from
happening in the first instance and where it has already occurred, will work to prevent it from happening again.

Harassment is a term that is generally used to define unwelcome and unwarranted behaviour that affects the dignity of an
individual or group of individuals. Harassment may also include actions characterised as offensive, intimidating, malicious or
humiliating that attempts to undermine or injure an individual or group of individuals.

Where there is abusive or aggressive behaviour which produces damaging or hurtful effects, physically or emotionally, on the
staff or members which includes, but not exclusively, verbal abuse (including name calling) bullying, shouting or swearing or
threat of any of these behaviours the staff or members affected should step away from the situation and the person asked to
leave the premises where appropriate.

This can mean terminating a conversation whether it is face to face or by telephone advising that the conversation is being
terminated, and in the case of such behaviour in face to face contact in the office or public meeting the person should be asked
to leave the premises.

All such incidences must be documented. This will, in itself, cause personal contact with the complainant to be discontinued and
the complaint, will, there after only be continued through written communication by post.

Any complainant/requested who threatens or uses physical violence towards staff or members will receive written confirmation
that they are being treated as a vexatious complainant/requestor and informed of the action that will be taken.

Legal References
Under the Freedom of Information Act 2000 Section 14(1), public authorities do not have to comply with vexatious requests. The

Council also has a legal duty under the Health and Safety at Work Act 1974 to ensure, so far as it is reasonably practicable, the
health, safety and welfare at work of its employees and members.

Appendix 1
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Definition of a Vexatious Complaint/Requestor
This definition applies equally to someone making a complaint and to someone making a request for information.

Complaints (and/or anyone acting on their behalf) may be deemed to be vexatious where contact with them shows that they
meet one or more of the following criteria:

Persist in pursuing a complaint/request where the Council's Complaints Procedure or the Freedom of Information
procedure has been fully implemented and exhausted.

Persistently change the substance of a complaint/request or continually raise new issues or seek to prolong contact by
continually raising further concerns or questions upon receipt of a response.

Are repeatedly unwilling to accept evidence given as factual or deny receipt of an adequate response in spite of
correspondence specifically answering their questions or do not accept that facts can sometimes be difficult to verify
when a long period of time has elapsed.

Repeatedly do not clearly identify the precise issues which they wish to raise despite reasonable efforts of the Council
to address their concerns, and/or where the concerns identified are not within the remit of the Council.

If the complaint/request is about essentially the same matter that has already been considered with only very minor
differences and does not contain any new information. The most difficult vexatious complaints to deal with are often
complaints that are slightly different from the original complaint, but about the same broad area of activity.

Regularly focus on a trivial matter to an extent which is out of proportion to its significance. It is recognised that
determining what is a trivial matter can be subjective and careful judgement must be used in identifying frivolous
complaints.

Have threatened or used physical violence towards staff or members at any time.

Have had an excessive number of contacts with the Council - placing unreasonable demands of staff or Members.
Discretion will be used in determining the precise number of excessive contacts applicable under this section, using
judgement based on the specific circumstances of each individual case.

Have harassed or been personally abusive or verbally aggressive towards staff or members dealing with the
complaint/grievance. The Council recognise, however, that complainants may sometimes act out of character in times
of stress, anxiety or distress and should make reasonable allowances for this. All instances of harassment, abusive or
verbally aggressive behaviour will be documented.

Have harassed or been personally abusive or verbally aggressive towards any Members of the Council (Councillors) or
co-opted members whether this has been on a face-to-face contact or at public meetings.

Are known to have recorded meetings or conversation without the prior consent of other parties involved and/or have
impersonated any member of staff or Councillors with the objective of soliciting information for whatever purpose.
Seeking to coerce, intimidate or threaten staff, Councillors or other people involved, whether by use of language tone
of voice or behaviour including body language.

Repeatedly raise grievances which are already proven to be without substance or foundation.

Lapley, Stretton and Wheaton Aston Parish Council
Adopted 5t September 2019

Reviewed October 2021

Reviewed July 2024

Reviewed: September 2026

Next review: September 2028
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PRIVACY (DATA PROTECTION) POLICY How we lawfully

Sharing your personal data

process  personal

This policy is provided to you by Lapley, Stretton and Wheaton Aston Parish Counci/data

which is the ‘data controller’ for your personal data. It sets out our approach to the

handling of personal data. This is defined as any information which allows you5- The council is a
(residents, employees and others) to be identified from that data (for example yourpublic ~ authority
name, photographs, videos, email address, or address and has certain

We can be contacted at Office F028, South Staffordshire Business Hub,powers and duties.
Wolverhampton Road, Codsall WV8 1PE, 01902 327091 07495789051 or by email atpMost  of  your
office@wheatonastonparishcouncil.gov.uk personal data s

The Council will abide by all of the law that applies to the processing of personal dataprocessed for
including the General Data Protection Regulation (the “GDPR), the Human Rights Actcompliance with a
1998 (which sets out a person’s ‘right’ to respect for family life etc.) and the Datal egal obligation

Protection Act 2018. P
o _ o dynidibentxing bl
The council will comply with the data protection principles. These say that the personalifmpioife z_u g
data we hold about you must be: U t

Used lawfully, fairly and in a transparent way. We do this by providing privacy notices/Peveerstidapmediss

information. ﬁqqu%ﬁﬁgi%?

Collected only for valid purposes that we have clearly explained to you and not used in any' %de?m
way that is incompatible with those purposes. Again through the giving of notices/M9UesAGHAEY:bIds

information. Hewessdingrityartiés
Relevant to the purposes we have told you about and limited only to those purposes Wébegﬁg@%@omﬁ
Accurate and kept up to date. 8%%%@,’%&7&’?6%?
Kept in a form that identifies you only as long as necessary for the purposes we have to/d%%”@?pﬁfﬁg
you about. The Council has retention/ erasure guidance that it follows. adsned! lfﬁa "M
Kept and destroyed securely including ensuring that appropriate technical and securitymg;%

measures are in place to protect your personal data to protect personal data from loss, ity medsure
- - - Wi sts oy
misuse, unauthorised access and disclosure.

b, nST[@/’éEUV&#
s i
i f@? dhl
o

onyide Hhen
[

On occasion, other local authorities or not for profit bodies with which we are carrying
out joint ventures e.g. In relation to facilities or events for the community. Your rights

gi fine
and your personal data ;

Your rights

(i) The right to access personal data we hold on you

(i) The right to correct and update the personal data we hold on you

(iii)  The right to have your personal data erased 7

(iv)  The right to object to processing of your personal data or to restrict it to certain purposes mc?a Wi 6/519
St

(v)  The right to data portability ato Fou

(vi)  The right to withdraw your consent to the processing at any time for any processing of data:zzmaﬁonz;em" b
to which consent was obtained er;?er to publish

(vii)  The right to lodge a complaint with the Information Commissioner’s Office. processinglistripate

8. We keep this Privacy Policy under regular review and we will place any updates ondqmlﬂttaﬁamm
www.wheatonastonparishcouncil.gov.uk. Please contact us if you have any questions about thismﬁ”/f'the arse by

Privacy Policy or to exercise all relevant rights, queries or complaints. Zﬁgggﬁ%ﬁg
an allotment

Implemented: July 2018 garden tenancy.

Reviewed: May 2020, July 2022, July 2024, September 2026 Sometimes the use

of your personal
data requires your
consent. We will
first obtain your
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