HAUXLEY PARISH COUNCIL July 2020

58 Westmorland Avenue
Newhiggin by-the-Sea
To: All Members of Hauxley Parish Council Northumberland
NE64 6RN
Tel: 07588659600
06 July 2020

In accordance with Paragraphs 7 & 10(2) (b) of Schedule 12A of the Local Government Act
1972 and The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of
Local Authority and Police and Crime Panel Meetings) (England and Wales)

Regulations 2020, | hereby summon you to attend a Meeting of Hauxley Parish Council to
be held online on Monday 13 July 2020 at 6.30pm.

To join the meeting:
Either click on this link htips://z0om.us/j/96885268076

or use the Zoom App on your smartphone or desktop and input:
Meeting ID: 968 8526 8076
Password: 11864

Or you can phone dial into the meeting audio using one of these phone numbers:
+44 208 080 6592 United Kingdom
+44 330 088 5830 United Kingdom
+44 131 460 1196 United Kingdom
+44 203 481 5237 United Kingdom

AGENDA

C024/20 - Apologies for absence
C025/20 Declarations of interest in items on the Agenda and the granting of any dispensations
Members are reminded that if they have any personal interests of a prejudicial nature they must not

participate in any discussion ar vote an the matter and must leave the roam,

C026/20 - Minutes of previous meeting
To agree as a correct record the minutes of the Annual meeting held on 11™" May 2020

C027/20 - Clerks Report
To note for information a report on actions taken since the previous meeting.

€028/20 - Standing item ~ Report by County Councillor
To receive a report from County Councillor

TownClerk@newbiggintowncouncil.gov.uk



€029/20 - Annual Governance and Accountability Return for 2019/20
i. To consider and agree actions arising from the report of the Internal Auditor
ii. To approve the Annual Governance Statement for 2019/20
iit. To approve the Accounting Statement and Explanation of Variances
iv. To confirm and approve the Certificate of Exemption for 2019/20
v. To agree the notice of public rights as commencing on Monday 17" July to Friday 28" August

€030/20 - Finance
i. To note receipt of bank reconciliation as at 30" June 2020
ii. To note receipt of budget monitoring document at 30" June 2020
ili. To authorise payments:

19/05/2020 | 712 | Widescape External Hard drive £53.99
26/05/2020 | 713 | Staintons Planting £314.00
13/07/2020 | 714 | Clerk Wages & Expenses £264.38
13/07/2020 | 715 | HMRC PAYE £56.00
13/07/2020 | 716 | J A Ainsworth Internal Audit £120.00

iv. To note receipts:

08/06/2020 Barclays Interest £0.52

12/06/2020 HMRC VAT £515.69

v. Allocation of halances - deferred from May meeting
To agree the allocating of balances.

€031/20 - Planning
To report on planning decisions
To consider planning matters

€032/20 - Neighbourhood Plan

i, Toconsider report from planning consultant on the ‘next steps’
ii. Toapprove the Steering Group Terms of Reference

iii. To set date for Steering Group meeting

C033/20 - Local Anti-dog fouling scheme ~ ClIr Howell
Deferred from the May meeting Clir Howell will update on his proposals for a anti dog fouling scheme for
consideration by the Council.

€034/20 - Purchase of IT equipment — Clerk
To consider the purchase of a laptop for Parish Council work

C035/20 ~ Risk Management Scheme
To adopt the Financial Risk Management Scheme for 2020/21

€036/20 —Disciplinary and Grievance Procedure
To adopt the Disciplinary and Grievance Procedure for 2020/21
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C037/20 — Sacially distanced litter pick — Cllr Brown
To consider date and arrangements for socially distanced litter pick

NEXT MEETING:
Ordinary meeting of Hauxley Parish Council Monday 14™ September 2020 at 6.30pm

Gl

Elaine Brown PSLCC CILCA

Parish Clerk & Responsible Financial Cfficer

TownClerk@newbiggintowncouncil.gov.uk



Minutes of the Annual Meeting of Hauxley Parish Counci! held 6.30pm on Monday 11t
May 2020 via Zoom.

Present: Clirs R Callender (Chair) W Appleby, A Brown, K Graham, D Howell and P Nichols.
The Parish Clerk Miss E Brown.

C001/20 - Election of Chairman - ~ RESOLVED that Clir Callender be elected as Chair for the
year 2020-21. No other nominations were forth coming, and Clir Callender was elected
unanimously. Due to social distancing restrictions the acceptance of office would be signed,
later.

C002/20 - Election of Vice — Chairman —

RESOLVED that Cllr Nichals be elected as Vice Chair of the Council for the year 2020-21. No
other nominations were forth coming, and ClIr Nichols was elected unanimously.

€003/20 - Apologies for Absence — None.

C004/20 - Declarations of interest in items on the Agenda and the granting of any
dispensations — None.

C005/20 - Minutes of previous meeting

RESOVLED that the minutes of the meeting held on 9 March 2020 were a correct record and
they would be signed by the Chairman later.

C006/20 - Standing item - Report by County Councillor
County Councillor Clark was not present.

€007/20 - Review and adoption of standing orders and financial regulations
RESOVLED that:

i) The Council adopt the NALC Model Standing Orders (England) 2018
ii) The Council adopt the NALC Model Financial Regulations (England) 2019

C008/20 - Adoption of the Council’s complaints procedure
RESOLVED that: the Council adopt the Complaints Procedure

€009/20 - General Data Protection Regulations
RESOLVED that: the Council adopt the Privacy Policy as per the Data Protection Act 2018.

€010/20 - Adoption of Model Publication Scheme and Registration with Information
Commissioner’'s Office
RESOLVED that:

i) the Council adopt the ICO Model Publication Scheme
ii) The Council register with the 1ICO



C011/20 - Arrangement for Annual Parish Meeting

RESOLVED that: The Annual Parish meeting be cancelled as it would contravene
government legislation.

€012/20 - Arrangements for Ordinary meeting of the Council

Hauxley Parish Council generally meet on the Second Monday of the Month (bi-monthly).
RESOLVED that: Meetings commence at 6.30pm and are held in Hauxley Village Hall (subject
to the removal of Covid-19 restrictions being lifted) and take place on the following dates:
2020 dates

July 13th, Sept 14th, Nov 9th

2020 dates

January 11th, March 8th, May 10th

C013/20 - Audit Update

PKF Littlejohns {PKFL) have provided guidance on the completing of the Annual Governance
and Accountability Return or the Exemption Certificate which applies in our case as the
authority has income of less than £25,000.

The deadline for submitting the Exemption Certificate to PKFL has been extended this year

to 31 August 2020. In their email PKFL set a final date of 31 July, as this gives a little leeway

to seek an extension of time. The longstop of 31 August 2020 is set in legislation and cannot
be waived by PKFL.

€014/20 - Confirming of Budget for 2020-2021
The revised budget for the year was discussed.

RESOLVED that: the budget for 2020-21 increase to £5745 of which £1745 would be
transferred from balances.

€015/20 - Confirming the Reserves for 2020-21

The reserves were discussed, and it was noted that an amount of £2738.74 remained in
balances of which only £299.15 was allocated.

RESOLVED that: the allocating of balanced be deferred to the July meeting.

€016/20 - Finance:
a} Financial Summary at 30 April 2020 {statements not yet received)
b) Payments were agreed as follows

Date Cheque | Payee Reason Amount
20/04/2020 | 708 NALC Subscription £74.17
11/05/2020 | 709 Clerk Wages/expenses £253.29
11/05/2020 | 710 HMRC PAYE £56.01
11/05/2020 | 711 ICO Subscription £40.00




¢) Receipts April

06/04/2020 NCC Precept £2000

it was noted that a VAT claim of £515.69 had been submitted.

€017/20 - Road repairs C109 - Clir Brown noted his concerns about the road of Hauxley
Lane to Kirkwell Cottages. Whilst patch repairs had been done, the road was crumbling at
the field edges and could benefit from kerbing to retain the filling.

RESOLVED that: the Clerk make representation to NCC regarding repairs.

€018/20 - 20mph Speed limit - Clir Brown noted the road from High Hauxley to the bend of
the Nature Reserve was incredibly difficult for walkers, suggesting the clearing of
overgrowth from one side of the road would provide a safe area for walkers. The Highways
Officer had confirmed that NCC about to start looking at the speed limit here as the
developer has to put in a 30mph limit towards the caravan park, so NCC will look at the
20mph request at the same time, as the two should complement each other (because you
have to have a 30 or 40mph buffer before a 20}.

It was noted that this would improve safety for walkers.

RESOLVED that: the Clerk contact Highways and County Councillor Clark regarding the
clearing of overgrown to create a walkway.

€019/20 - To consider measures to deter dog fouling incidents - Clir Howell raised concerns
about an increase in dog following incidents and whilst aware of the existing NCC scheme
regarding responsible dog ownership suggested that a local campaign be considered.
RESOLVED that:

i) Cllr Howell would bring a proposal on a local anti-dog fouling scheme back to the
next meeting.
if) The Clerk investigate the provision of a dog bag dispenser.

C020/20 - To consider the purchase of IT equipment
Following discussion

RESOVLED that:
i) The Clerk bring some prices back to the next meeting for consideration.
i) The Clerks purchase of an external hard drive be agreed.

€021/20 - Exclusion of Press and Public -

RESOLVED that in accordance with the provisions of the Public Bodies {Admissions to
Meetings) Act 1960 the press and public be excluded from the meeting during consideration
of the following items on the Agenda as they involve the likely disclosure of exempt
information relating to financial and business affairs.

€022/20 - Neighbourhood Planning Consultant Tenders — The Members had considered the
tender submissions that had been circulated and did not think an interview was necessary
as enough detail had been supplied on the tender documents,



RESOLVED that:

i) The Council appoint lo-Anne Garrick as Neighbourhood Planning Consultant with
Cllr Howell being the primary point of contact.
i) The Clerk submit a funding request to Locality.

C€023/20. Next meeting: Ordinary Meeting of the Parish Council Monday 13th July 2020 at
6.30 pm in Hauxley Village Hall or remotely — subject to Covid-19 restrictions.

The meeting closed at 7.41pm



CLERKS REPORT July 2020

Actions from previous meeting for information.

€013/20 - Audit Update — The Accounts were submitted to the Internal Auditor and his work is
now complete.

C017/20 - Road repairs C109 — The Highways Inspector conducted a site visit and could not find
any issues. He has requested that photographs be submitted clarifying the issues. — If issue
identified this could be submitted under the Local Transport Programme requests for 2021/22.

C018/20 - 20mph Speed limit — The Highways Senior Programmes Officer confirmed he is waiting
for the developer 1o come hack with a drawing for him to approve for the speed limit extension.
Once he has it, he can work out the extents of the proposed 20mph section. He will run the plan
past the Parish Council for comment and has confirmed that there is funding available to
implement the scheme this financial year.

€019/20 - To consider measures tc deter dog fouling incidents — County Councillor Clark will
consider funding a dog bag dispenser depending on what funding remains in his Members Smalll
Schemes — this may need to roll over to next financial year.

C020/20 - To consider the purchase of IT equipment

Quotation requested for Laptop -

External Hard drive purchased.

€022/20 - Neighbourhood Planning Consultant Tenders

lo-Anne Garrick Appoinfed as Neighbaurhood Planning Consultant

Funding Application submitted to Locality and approved to the initial amount of £2,400

Matters dealt with out of meeting

Traffic/Parking lssues

Following issues with traffic at Low Hauxley, with the help of County Councillor Clark, temp
signage was installed stating ‘local access only’ — We could request this is permanently addressed
through a submission under the Local Transport Programme for 2021/22.

Banking mandate updated with the change of address with the help of Councillors Callender and
Graham. Investigations into transferring bank to take place but unfortunately many banks have
temporarily suspended accepting new customers due to coronavirus.




CLERKS REPORT July 2020

Clerks Report on Agenda ltems
C030/20 v - Allocation of Balances

The Council is yet to agree to allocate the balances held with the accounts. This item was deferred
at the May meeting.

Balances at 31/03/2020 £3968.05

Transferred to make up shortfall in budget -£1745.00

Balances at 01/04/2020 £2223.05

VAT reclaim received +£515.69

TOTAL RESERVES 2738.74

ALLOCATED £299.15 TRANSPARENCY FUND
TO BE ALLOCATED £2439.59

Recommendations of Clerk at May meeting

Commuter hardware £200
Village Square £200
Allotment Footpaths £189.59
Community Events £150
Street Furniture £400
Information Panels Plinths £100
Eiection Costs £100
Ground maintenance £500
Contingency £600
Total £2439.59

RECOMMENDED that the Council agree the allocation of balances,

€034/20 - Purchase of IT equipment ~ Clerk
Quotations were not yet obtained at the time of preparing the agenda.
RECOMMENDED that: the purchase be delegated to the Clerk within the budgeted amount.

€035/20 — Risk Management Scheme
The report of the Internal Audit identified that the risk management scheme lacked sufficient detail.
RECOMMIENDED that: the Council adopt the attached Risk Management Scheme for the year 2020/21

CO36/20 =Dis¢iplinary and Grievance Procedure
In being a good emplovyer, it is advised that the Council adopt a Disciplinary and Grievance Procedure
RECOMMNED that: the Council adopt the procedure,



Internal audit report to the members of Hauxley Parish Council

Ladies and Gentiemen,

| have completed the internal audit of the accounts for the year ended 31+
March 2020 and | have the following recommendations to make.

1.

2.

3.

4.

5.

6.

Invoices are certified as approved for payment and have been checked
for accuracy

Where VAT is reclaimable a VAT invoice is obtained

The Risk Management Policy is supported by a schedule identifying
each risk, its level of threat and the counter measures in place to
mitigate it

An adequate budget is prepared by January each year to support the
levy of a precept

The budget is monitored with a report going to each meeting of the
Council and that report is approved

A current Bank Reconciliation is prepared and reported to each Council
meeting for approval

| have completed the Annual Governance and Accountability Return. 1 have
answered “No” at Question F as the Council does not operate a Petty Cash
Account and answered “No” to question L as there was no evidence in the
minutes of the Council that the required action was taken and the Clerk at that
time has left the Council's employment

| am aware that the appointment of a new Clerk who is both experienced and
gualified will resolve many of the recommendations above.

| would like to thank the Clerk for her assistance in completing this audit in
these difficult times.

Yours faithfully

John A Ainsworth
24th June 2020

Attached: Details of the work done at the audit



Audit work done for Hauxley Parish Council 2019/20

Ladies and Gentlemen,

| have set out below the Internal Control Objectives required to be met in the Annual
Governance and Accountability Return. | have described the work undertaken at the

audit and any comments or recommendations that should be made following the
work done. Any other comments are set out below the matrix box.

Date of visit:
Re | Control Objective Work undertaken | Comment or | Further
f Recommend | action at next
ation audit
A | Appropriate Financial See B below
records have been
property kept
B Financial Regulations 100% of all 2 payments | Follow up
have been complied with | payments were had no recommendat
and payments were examined for invoice in ions
supported by invoices, accuracy, support and
all expenditure was allocation and 1 payment
approve and VAT was VAT accounting with VAT
accounted for and approval was not a
VAT invoice.
Certification
was implied
not explicit
C | Significant risks have A Risk Specify risks | As above
been assessed and Management and levels of
reviewed and there are | Policy has been threat and
adequate arrangements | approved but counter
in place to manage lacks detail measures
these Insurance is
adequate
D | An adequate budget No Budget was A Budget As above
process is in place and prepared and no must be
the budget is monitored | monitoring was prepared to
on a regular basis recorded support the
precept
levied
E | The income expected All income was None
has been collected and | properly recorded.
is in accordance with the | There was no
charges set by the VAT
Council. VAT on income
has been properly
accounted for
F Petty cash payments The Council does | N/A




were properly approved

not operate a

and accounted as was Petty Cash
the VAT on such Account
payments.
G | Salaries and expenses All payments to None
to employees and the Clerk were
allowances to members | examined. There
were in accordance with | were no PAYE or
approved rates and NI deductions.
PAYE and NI Members do not
requirements were receive
properly applied allowances
H Asset and investment The Asset None
registers were complete | Register was up
, accurate and properly | to date and
maintained accurate
I Periodic and year end No Bank Bank Follow up
bank account Reconciliations Reconciliatio | recommendat
reconciliations were were done in the ns should be | ions

cartied out

year. The year
end reconciliation

presented to
each

forms part of the meeting of
final accounts the Council
for their
approval
J Accounting statements Accounts were None

were prepared on the

and creditors were
properly accrued

correct accounting basis
and agreed to the cash
book. An adequate audit
trail exists and debtors

prepared on a
receipts and
payments basis
and agreed to the
(Cash Book. There
is an adequate
audit trail

Qther comments

| am aware that the appointment of an experienced and qualified Clerk in March
2020 will ensure that a lot of the recommendations made above will be, or aiready

have been addressed

J.AAInsworth

Internal Auditor




Annual Governance and Accountability Return 2019/20 Part 2

To be completed only by Local Councils, Internal Drainage Boards
and other smaller authorities* where the higher of gross income

or gross expenditure was £25,000 or less, that meet the qualifying
criteria, and that wish to certify themselves as exempt from a limited
assurance review

Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2019/20

1. Every smaller authority in England where the higher of gross income or gross expenditure was £25,000
or less must, following the end of each financial year, complete Part 2 of the Annual Governance and
Accountability Return in accordance with Proper Practices, unless the authority:

a) does not meet the qualifying criteria for exemption; or
b) does not wish to certify itself as exempt

2. Smaller authorities where the higher of all gross annual income or gross annual expenditure does not
exceed £25,000 and that meet the qualifying criteria as set out in the Certificate of Exemption are able
to declare themselves exempt from sending the completed Annual Governance and Accountability
Return to the external auditor for a limited assurance review provided the authority completes:

a) The Certificate of Exemption, page 3 and returns a copy of it to the external auditor either by email
or by post (not both) no later than 30 June 2020. Failure to do so will result in reminder letter(s) for
which the Authority will be charged £40 +VAT for each letter; and

b) The Annual Governance and Accountability Return (Part 2) which is made up of:

» Annual Internal Audit Report (page 4) to be completed by the authority’s internal auditor.

* Section 1 — Annual Governance Statement (page 5) to be completed and approved by the authority.
*» Section 2 — Accounting Statements (page 6) to be completed and approved by the authority.
NOTE: Authorities certifying themselves as exempt SHOULD NOT send the completed Annual
Governance and Accountability Return to the external auditor.

3. The authority must approve Section 1 Annual Governance Statement before approving Section 2
Accounting Statements and both must be approved and published on a website before 1 July 2020.

Publication Requirements

Smaller authorities must publish various documents on a public website as required by the Accounts and
Audit Regulations 2015, the Local Audit (Smaller Authorities) Regulations 2015 and the Transparency Code
for Smaller Authorities. These include:

Certificate of Exemption, page 3

Annual Internal Audit Report 2019/20, page 4

Section 1 — Annual Governance Statement 2019/20, page 5

Section 2 — Accounting Statements 2019/20, page 6

Analysis of variances

Bank reconciliation

Notice of the period for the exercise of public rights and other information required by Regulation 15 (2},
Accounts and Audit Regulations 2015.

* o & @ e @

Limited Assurance Review

Providing the authority certifies itself as exempt, and completes and publishes the Annual Governance
and Accountability Return, there is no requirement for the authority to have a limited assurance review.

Any smaller authority may, however, request a limited assurance review. In these circumstances the authority
should not certify itself as exempt, and not complete the Certificate of Exemption, but complete Part 3
of the Annual Governance and Accountability Return 2019/20 and return it to the external auditor for review
together with the supporting documentation requested by the external auditor.

The cost to the smaller authority for the review will be £200 +VAT.

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015.
Throughout, the words ‘external auditor’ have the same meaning as the words 'local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.

Annual Governance and Accountability Return 2019/20 Part 2 Page 1 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities



Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2019/20, Sections 1 and 2

An authority that wishes to declare itself exempt from the requirement for a limited assurance review must
do so at a meeting of the authority after 31 March 2020. It should not submit its Annual Governance and
Accountability Return to the external auditor. However, as part of a more proportionate regime, the authority
must comply with the requirements of the Transparency Code for Smaller Authorities.

The Certificate of Exemption must be returned to the external auditor no later than 30 June 2020. Reminder
letters will incur a charge of £40 +VAT for each letter.

The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Gavernance
and Accountability Return and the Certificate of Exemption. Proper Practices are found in the Practitioners’
Guide* which is updated from time to time and contains everything needed to prepare successfully for the
financial year-end.

The authority should receive and note the annual internal audit report if possible before approving the
annual governance statement and the accounts.

Make sure that the Annual Governance and Accountability Return is complete (no highlighted boxes left
empty), and is properly signed and dated. Avoid making amendments to the completed annual return. Any
amendments must be approved by the authority and properly initialled.

Use the checklist provided below to review the Annual Governance and Accountability Return for
completeness at the meeting at which it is signed off.

You should inform your external auditor about any change of Clerk, Responsible Financial Officer or
Chairman, and provide relevant email addresses and telephone numbers.

The authority must publish numerical and narrative explanations for significant variances in the accounting
statements on page 6. Guidance is provided in the Practitioners’ Guide* which may assist.

Make sure that the accounting statements add up and the balance carried forward from the previous year
(Box 7 of 2019) equals the balance brought forward in the current year (Box 1 of 2020).

The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for
the exercise of public rights. From the commencement date for a single period of 30 consecutive working
days, the approved accounts and accounting records can be inspected. Whatever period the RFO sets
must include a common inspection period — during which the accounts and accounting records of all
smaller authorities must be available for public inspection — of the first ten working days of July.

The authority must publish the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015, including the period for the exercise of public rights and the name and address
of the external auditor before 1 July 2020.

Completion checklist — ‘No’ answers mean you may not have met requirements

All sections Have all highlighted boxes been completed?

Have the dates set for the period for the exercise of public rights been published?

Internal Audit Report | Have all highlighted boxes been completed by the internal auditor and
explanations provided?

Section 1 For any statement to which the response is 'no’, is an explanation available
for publication?

Section 2 Has the authority's approval of the accounting statements been confirmed by
the signature of the Chairman of the approval meeting?

Has an explanation of significant variations from last year to this year been
published?

Is an explanation of any difference between Box 7 and Box 8 available, should
a question be raised by a local elector and/or an interested party?

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate
is a sole managing trustee? (Local Councils only)

*Governance and Accountability for Smaller Authorities in England — a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk

Annual Governance and Accountability Return 2019/20 Part 2 Page 2 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities



Certificate of Exemption ~ AGAR 2019/20 Part 2

To be completed by smaller authorities where the higher of gross income or gross
expenditure did not exceed £25,000 in the vear of account ended 31 March 2020,
and that wish to certify themselves as exempt from a limited assurance review
under Section 9 of the Local Audit (Smaller Authorities) Regulations 2015

There is no requirement to have a limited assurance review ar fo submit an Annual Governance and Accountabiity
Return to the axternal auditor, provided that the autherity has certified itself as exempt at a meeting of the
authority after 31 March 2020 and a completed Ceriificate of Exemption is submitfed no later than 30 June 2020
notifying the external auditor.

Howo e meau Councin

ceruﬂes that during the financial year 2019/20, the hlgher of the authonty s total gross income ‘for the year or
total gross annual expendiiure, for the yvear did not excesd £25,000

Total annual gross income for the authority 2018/20; R & ﬁlﬁcﬁ?;:’
Total annual gress expenditure for the authority 2019/20: - £ '1’}14,@55;

There are certain circurmstances in which an authority will be unable to certify itself as exempt, so that a limited
assurance review will stii be required. If an authority is unable to confirm the statements below then it

cannot cartify itself as exempt and It must submit the completed Annuai Governance and Accountability Return
Part 3 to the external auditor to undertake a limited assurance review for which a fes of £200 +VAT will be payable.

By signing this Certificate of Exemption you are confirming that;

« The authority was in existence on 1st April 2018
« In relation to the preceding financiat year (2018/19), the external auditor has not:
+ issuad a public interest report in respect of the authority or any entity connected with it
« made a statutory recommendation to the authority, relating to the authority or any entity connected with it
+ issued an advisory nolice under paragraph 1(1} of Schedule 8 to the L.ocal Audit and Accountability Act
2014 (“the Act"), and has not withdrawn the nolice
« commenced judiclal review proceedings under section 31(1) of the Act
« made an application under section 28(1) of the Act for a declaration that an item of account is unlawful,
and the apglication has not been withdrawn nor has the court refused to make the declaration
+ The court has not declared an item of account unfawful after a person made an appeal under section 28(3) of the Act.

If you are able to confirm that the above stalements apply and that the authority neither receivad gross income,
nor Incurred gross expenditure, exceading £25,000, then the Certificate of Exemption can be signed and a copy
submitted to the external auditor elther by email or by post (net both).

The Annual Internal Audit Report, Annual Governance Statement, Accounting Statements, an analysis of
variances and the bank recongiliaticn plus the information required by Regulation 15 (2), Accounts and Audit
Reguiations 2015 including the period for the exercise of public rights still need 0 be fully completed and, along
with a copy of this certificate, published on a public website® before 1 July 2020, By signing this certificate you
are also confirming that you are aware of this requirement.

Signed by the Respons;ble Financial Cfficer  Date I confirm that this Certificate of
o ‘ Exemption was approved by this
/ Wh"‘“’"\g : @&kj & lmj‘?@ authority on this date:
Signed by Chalrman Cate - as recorded in minuta reference:
Email of Authority Telephone number
h@\w{g@% polel armodl | corvy _ OTSBTROESAEC

*Published web address

ONLY this Certificate of Exemption should be returned EITHER by email OR by post (not
both) as soon as possible after certification to your external auditor, but no later than 30
June 2020. Reminder letters incur a charge of £40 +VAT

Annual Governance and Accountabitity Return 2019/20 Part 2 Page 3of §
L.ocal Councils, internal Drainage Beards and other Smaller Authorities




Annual Internal Audit Report 2019/20

HAauxieH Pezisw Courac v

This authority’s internal auditor, acting independently and on the basis of an assessment of risk,
carried out a selective assessment of compliance with relevant procedures and controls to be in
operation during the financial year ended 31 March 2020.

The internal audit for 2019/20 has been carried out in accordance with this authority’s needs

and planned coverage. On the basis of the findings in the areas examined, the internal audit
conclusions are summarised in this table. Set out below are the objectives of internal control

and alongside are the internal audit conclusions on whether, in all significant respects, the control
objectives were being achieved throughout the financial year to a standard adequate to meet the
needs of this authority.

Internal control objective Agreed? Please choose
one of the following

Not
covered™*

A. Appropriate accounting records have been properly kept throughout the financial year.

B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for,

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

<J USSR

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was \/
approved and VAT appropriately accounted for.

G. Salaries to employees and allowances to members were paid in accordance with this authority’s
approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.

. Periodic and year-end bank account reconciliations were properly carried out.

J. Accounting statements prepared during the year were prepared on the correct accounting basis
(receipts and payments or income and expenditure), agreed to the cash book, supported by an
adequate audit trail from underlying records and where appropriate debtors and creditors were
properly recorded.

K. If the authority certified itself as exempt from a limited assurance review in 2018/19, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance
review of its 2018/19 AGAR tick “not covered’)

L. The authority has demonstrated that during summer 2019 it correctly provided for the exercise \/
of public rights as required by the Accounts and Audit Regulations.

M. (For local councils only) Yes | No |Notapplicable
Trust funds (including charitable) — The council met its responsibilities as a trustee.

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

R LS S

{

Date(s) internal audit undertaken Name of person who carried out the internal audit
24foc/202e  25/0i/2026 (v ome) eNS A AINSWoeTH

Signature of person who j

carried out the internal audit &ﬂ &Cm Date ’2"5/(9 G/Q.OZO

*If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified
(add separate sheets if nesded). See Aok &PM ,

**Note: If the response is ‘not covered' please state when the most recent internal audit work was done in this area and when it is
next planned; or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).

Annual Governance and Accountability Return 2019/20 Part 2 Page 4 of 6
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Saection 1 ~ Annual Governance Statement 2019/20
We acknowledge as the members of;
Hero L@ Pegase Covmen
our responsibility for ensuring that there is a sound system of internal controi, including arrangements for

the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2020, that:

1. We have put in place arrangements for effective financial [~ i prepared its accounting statements in accordance
managemant during the year, and for the preparation of | ': with the Accounts and Audit Reguifations.
the accounting statements. o

2. We maintained an adeguate system of internal contral ] mads proper arrangements and accepled rasponsibility
including measures designed to prevent and detect fraud N for safaguarding the public monay and resourees in
and corrupticn and reviewed its effectiveness. I | its charge.

3. We took all reasonable steps lo assure curselves ) - frag only done what it has the legal power to do and has
that there are no matters of actual or potential ) complied with FProper Fractices in deing so.
non-compllance with laws, regulations and Proper ‘ : /

Practices thatl could have a significant financial effect

on the ability of this authority to conduct its
business or manage its finances.

4. We pravided proper opporiunity during the year for during the year gave all persans inferssted the opportunity fo
the exercise of electors’ rights in accardance with the . i / inspect and ask quastions about this authority's accounts,
requirements of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this S ‘| considered and documented the financial and other risks it
authority and took appropriate steps o mahage thoss . faces and deaff with them properly.
risks, including the introduction of internal controls and/or
external insurance cover whare reguired,

8. We maintained throughoeut the year an adequate and . + | arranged for a competent person, independent of the financial
effective system of internat audit of the accounting : V/" controls and procadures, fo give an objective view on whether
records and control systems. y internal controls meet the needs of this smaller authority.

7. We tock appropriate aclion on all matters raised i responded o matfers brought to its attention hy internal and
in reports from intemal and external audit, i v axternal audi.

8, We considerad whether any litlgation, liabilities or s disclosed everything it should have about its business activify
commitments, events or transactions, occurring either o ! during the year including events faking place after the year
during or after the year-end, have a financial impact on ; end if relevant.

this authority and, where appropriate, have included them
in the accourting statements.

9, {For local counclls only) Trust funds Including
chatitable, In our capacity as the scle managing
trustee we discharged our accountability
responsibilities for the fund{syassets, including
financial repoiting and, if required, independent
axamination or audi.

has meat alf of its responsibilities where as a body
corporate it is a sole managing trustee of a local ust

*For any statement to which the response is 'na’, an explanation must be published

This Annual Governance Statemant was approved at a Signed by the Chalrman and Clerk of the meeting where
meeting of the authority on: approval was given;
and recorded as minute reference: Chalrman o 9

Clerk %ﬂﬁ”\wm\

Annual Governance and Accountabiiity Return 2019/20 Part 2 Page 5 of 8
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Section 2 — Accounting Statements 2019/20 for

CHD HAauxLEY PRRisy Coumcic

1. Balances brought

Total balances and reserves &t the baginning of the year

forward ' %3 U‘:\ :}(‘_'93\-}, as racorded in the financial records. Value must agree to
T L ‘i Box 7 of previous vear.
2. (+) Preceptor Ratesand | - L _ Total amount of brecept (or for 1DBs rates and levies)
Levies Li-@@(} . Q@C@ recei'ved or recaivable in the year. Exclude any grants
o L received,
3. (+} Tota! other receipts T ' s Total fncome or receipts as recorded in the cashbook less
_?:) oo the precept or ratasflevies received (line 2). Include any

grants received.

4, {-) Staff costs

Total expenditure or payments made to and on behalf
of all employees. Inciude gross salaries and wages,
employears NI confributions, employers pension
contributions, gratuities and severance payments

5. () Loan interest/capital
repayments

Total expenditure or payments of capital and interest
| made during the year on the authority’s borrowings (if any).

&, {-) All other payments

1239

1 Total expendifure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital
1 repayments (line 5).

7. (=) Balances canled
forward

'ﬁ@gq'

Total balances and reserves at the end of the year. Must
equal [T+2+3) - (4+5+6).

#. Total value of cash and
short term investmeants

362 Lp

The sum of alf current and deposit bank accounts, cash
holdings and short term invesiments held as af 31 March -
To agree with bank reconciliation.

9. Total fixed asseis plus
fong term investmants
and assels

912

The value of all the properiy the authority owns - it is made
up of all its fixed assets and long ferm invesiments as &t
31 March.

14, Total borrowings

o

The cutstanding capital balance as at 31 March of all foans
| from third parties (including PWLB).

11, (For Local Councils Cniy) Disclosure note
re Trust funds (including charitable)

>

The Council as a body corporate acts as sole trustee for
and is responsible for managing Trust funds or agsets,

N.B. The figures in the accounting statements above do
nof Inclide any Trust iransactions.

| certify that for the year endad 31 March 2020 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a recelpts and
payments or income and expenditure basis following the
guidance in Governance and Accountability for Smaller
Althortities ~ a Practitioners' Guide to Proper Practices

and present fairly the financial pesition of this atithority.
Signed by Responsible Financial Officer before being
presented to the authgrity for approval

= e, .
! \(”"\m_m R

Dale @ fg%;l@ :

i confirm that these Accounting Statemenis were
apoproved by this authority on this date:

as recorded in minute reference:

Signed by Chairman of the mesfing whare the
Accounting Stalements were approved

Annual Governance and Accountability Return 2019/20 Part 2

Page 6 of 6

Local Councils, Internal Drainage Boards and other Smaller Authorities



HAUXLEY PARISH COUNCGIL
Financial Position at 31 March 2020

Budget Total
2019/20 20198120
BALANCE B/F @ 1 April 2019 7.034.34
INCOME:
Pracept 4,000 4,000.00
interest received 2 3.52
VAT Refunds - 90.00
Donations - -
Miscellansous 3 8.13
Total Income 4,005 4,099,65
EXPENDITURE:
Clerks Fees 1,300 1,720.71
Stationary/post eto 70 109.94
Insurance 300 479.38
Audit Fess 50 85.00
Subscriptions/Training 100 72.08
Village Hall Rent 90 120.00
Village Square (gravel) 200 746.00
Street Furniture 600 1,373.90
0 -
Grit bins 0 -
Christmas Tree/Lights 50 216.50
Miscellaneous 25.00
Webpage 150 75.00
Legal Advice 100 -
Neighbourhood Plan Consultation 200 -
Footpaths 200 185.00
Newspage 320 250.00
Ptanters/Grass Cutting 1,000 1,382.75
Election Costs 100 -
Noticeboard 50 -
Cantingency 100 -
Recoverable VAT - 314.68
Total Expenditure 4,980 7,165.94
BALANCE C/F — 3,968.0
Balances per Bank Accounts:
Current / Community Account 2,157.58
Business Saver Account 1,945.47 135.00
Unprasented chegques
702 £60.00
706 £75.00
Earmarked Funds £135.00
B/F
Transfers -
Expenditure to date 7,165.94

Working Balance
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HAUXLEY PARISH COUNCIL

NOTICE OF PUBLIC RIGHTS AND PUBLICATION
OF ANNUAL GOVERNANCE & ACCOUNTABILITY

RETURN (EXEMPT AUTHORITY)

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2020

l.ocal Audit and Accountability Act 2014 Sections 25, 26 and 27
The Accounts and Audit Regulations 2015 (Sl 2015/234)
The Accounts and Audit {Coronavirus) (Amendment) Regulations 2020 (81 2020/404)

NOTICE

NOTES

1. Date of announcement Monday 6 July 2020(a)

2. Each year the smaller authority prepares an Annual Governance and
Accountability Return (AGAR). The AGAR has been published with this notice.
It will not be reviewed by the appointed auditor, since the smaller authority has
certified itself as exempt from the appointed auditor’s review.

Any person interested has the right to inspect and make copies of the AGAR,
the accounting records for the financial year to which it relates and all books,
deeds, contracts, bills, vouchers, receipts and other documents relating to
those records must be made available for inspection by any person interested.
For the year ended 31 March 2020, these documents will he available on
reasonable notice by application to:

{b) Elaine Brown - Parish Clerk & Responsible Financial Officer
Email: acklingtenne@amail.com
Tel: 07588659600

commencing on (¢) __ Meongay 13 July 2020

and ending on {d) ___ Friday 28 August 2020

3. Local government electors and their representatives also have:

« The opportunity fo question the appointed auditer about the accounting
records; and

¢ The right to make an objection which concerns a matter in respect of which
the appointed auditor could either make a public interest report or apply to
the court for a declaration that an item of account is unlawful. Written notice
of an objection must first be given to the auditoer and a copy sent to the
smaller authority.

The appointed auditor can be confacted at the address in paragraph 4 below for
this purpose between the above dates only.

4. The smaller authority’s AGAR is only subject to review by the appointed
auditor if guestions or objections raised under the Local Audit and

Accountability Act 2014 lead to the involvement of the auditor. The appeinted
auditor Is:

PKEF Littlejohn LLP (Ref: SBA Team)
15 Westferry Circus

Canary Wharf

London E14 4HD
{sba@pkf-littlejohn.com)

5. This announcement is made by {e) Elaine Brown - Parish Clerk &
Responsible Financial Officer

(a) Insert date of placing of the nctice
which must be not less than 1 day before
the date in {c) below

{b) Insert name, position and
address/telephone number/ email
address, as appropriate, of the Clerk or
other parson to which any person may
apply to inspect the accounts

(e} Insert date, which must be at least 1
day after the date of announcement in {a}
above and at lsast 30 working days
before the date appointed in () below

{d) The inspection pericd betwsen (c)
and (d) must be 30 working days
inclusive and must start on or before 1
September 2020.

(e) Insert name and position of person
placing the notice — this person must be
the respensible financial officer for the
smaller authority
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1.

Introduction

Background

1.1

1.2

What

2.1

2.2

2.3

In January 2019 Hauxley Parish Council (HPC) held a consultation day with residents to
discuss issues that could be included within a neighbourhood plan for the area. Following
the early engagement, Hauxley Parish was designated as a neighbourhood area for the
purposes of neighbourhood planning on 25 March 2019. HPC is in the process of
establishing a steering group.

The purpose of this report is to:

s provide some background to the neighbourhood planning process;

» provide feedback on the work undertaken to date, including identifying a draft
vision, objectives, planning policy themes and issues for potential community
actions;

s highlight the need for additional evidence work to support the development of the
neighbourhood plan, depending on its scope;

» jdentify a possible timescale for the preparation of the plan; and

» provide guidance on the next stages in the development of the neighbourhood plan.

Overview of neighbourhood planning

is a neighbourhood plan?

The neighbourhood planning process enables local communities to play a much stronger role
in shaping the areas in which they live and work. Neighbourhood plans form part of the
development plan alongside the local plan prepared by the local planning authority. It has
the same legal status as the local plan once it has been supported at referendum.

Planning law requires planning applications to be determined in accordance with the policies
contained within the development plan unless material considerations indicate otherwise.

Neighbourhood planning provides the opportunities for communities to set out a positive
vision for how they want their community to develop over the next 15-20 years in ways that
meet identified local need and make sense for local people.

What can neighbourhood plans do and what can’t they do?

2.4

2.5

A neighbourhood plan should support the delivery of strategic policies set out in the local
plan. Itis for the parish council, in consultation with the local community, to determine the
scope of the plan, it does not need to seek to address all of the matters included in the local
plan.

Plans must include planning policies. These policies can only relate to matters that require
planning permission, so they could not for example cover the provision of public transport or
deal with matters such as dog fouling. Wider community aspirations that do not relate to
the development and use of land can be included. However, it must be made clear that
these do not form part of the statutory development plan.

3|Page



L

JO-ANNE GARRICK LTD

What are the key stages in preparing a neighbourhood plan?

2.6 National planning practice guidance has identified seven key states in producing a
neighbourhood plan:

Step 1:

Step 2:

L]

[ ]

Step 3:

L]

L ]

Step 4:

designating a neighbourhood area (parish council and local planning authority)
Parish council submits an application to the local planning authority to designate a
neighbourhood area;

Local planning authority publicises and consults on the area application for minimum
six weeks;

Local planning authority designates a neighbourhood area within the statutory
timescales.

preparing a draft neighbourhood plan (parish council)

Gather baseline information and evidence;

Engage and consult those living and working in the neighbourhood area and those
with an interest in or affected by the proposals (eg service providers);

Talk to landowners and the development industry identify and assess options;
Determine whether a plan or an Order is likely to have significant environmental
effect;

Start to prepare proposals documents.

pre-submission publicity and consultation (parish council)

Publicises the draft plan for at least 6 weeks and invites comments;

Consults the statutory consultation bodies (NCC, Natural England, Historic England
etc);

Where there is a requirement for an appropriate assessment (under the habitats
regulations) and/or strategic environmental assessment (SEA), there is a need to
comply with relevant publicity and consultation requirements;

Considers consultation responses and amends the draft plan if appropriate;

Prepares consultation statement and other relevant documents.

submission of a neighbourhood plan to the local planning authority (parish council

and local planning authority)

L]

Step 5:

>

Parish council submits the plan the local planning authority;
Local planning authority checks that submitted proposal complies with all relevant
legislation;
If the local planning authority finds that the plan or order meets the legal
requirements it:

o publicises the proposal for minimum 6 weeks and invites representations;

o notifies consultation bodies referred to in the consultation statement; and

o appoints an independent examiner (with the agreement of the parish

council).

independent examination (local planning authority)

Local planning authority sends plan and representation to the independent
examiner;

Independent examiner undertakes examination;

41
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» Independent examiner issues a report to the local planning authority and parish
council;

s Local planning authaority publishes report;

» Local planning authority considers report and reaches own view as to whether the
legal requirements have been met;

¢ Local planning authority takes the decision on whether to send the plan to
referendum

Steps 6 and 7: referendum and bringing the neighbourhood plan into force (local
planning authority)
» Local planning authority publishes information statement and notice of referendum;
»  Polling takes place;
» Results declared;
»  Should more than half of those voting vote in favour of the neighbourhood plan, the
plan comes into force as part of the statutory development plan for the area;
= There are narrow circumstances where the local planning authority is not required
to make the neighbourhood plan. These are where it considers that the making of
the neighbourhood plan or Order would breach, or otherwise be incompatible with,
any EU or human rights obligations.

What are the legal tests, or ‘basic conditions’ that a draft plan must meet?

2.7

Only a draft neighbourhood plan that meets all of the basic conditions, which are set out in
the Town and County Planning Act (1990), can be put to referendum and be made. The
basic conditions are that the plan:
a. has regard to national policies and advice contained in guidance issued hy the
Secretary of State;
b. contributes to the achievement of sustainable development;
is in general conformity with the strategic policies contained in the development
plan for the area;
d. does not breach and is otherwise compatible with, EU obligations.

Further guidance

2.8

National planning practice guidance provides an explanation of the neighbourhood planning
system https://www.gov.uk/guidance/neighbourhood-planning--2. In addition, Locality has
published a number of guidance documents and toolkits
https://neighbourhoodplanning.org/toolkits-and-guidance/

5
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3. Review of work undertaken to date

Introduction

34 Work on the neighbourhood plan is at an early stage. The engagement event which took
place in January 2019 does however provide a helpful starting point in identifying the scope
of the plan and will inform its vision, objectives and themes.

Community feedback

3.2 The feedback report! that is available on HPC website highlights the value that the local
community place on the natural environment and tranquillity of the parish, as well as the
strong sense of community that exists.

3.3 Thinking about the next 20 years, the majority of residents highlighted concern over
inappropriate new development, the importance of environmental protection and
sustainability. Specific comments were:

]

L}

Protection of wildlife;

Active management of the local environment for biodiversity e.g. wildflowers in the
verges and hedgerows for flowers and berries;

Designated green spaces and settlement boundary;

Community composting;

Prevent further development;

Small development of affoerdable housing with covenant not to be used as holiday
homes/ lets;

Maintain/ protect the dune/ coastal zone;

A curb on clause 5106 biased planning decisions, 1100 homes will heavily impact the
village, destroying quality of life;

A bowling green;

A balance between existing residents, holiday homes and affordable housing for
young families;

Keep it as a hamlet — peace and quiet;

Any planning for new houses needs to consider materials used and type of dwelling
and parking provision;

Any houses built in Low Hauxley to be built in style of current cottages;

Protect the area of Kirkwell Cottages from building;

Protection of the greenbelt around Hauxley so that it doesn’t become a suburb of
Amble;

In 2034 Hauxley should be protected.

3.4 The majority of concerns/ areas for improvement identified by the local community related
to highways and traffic issues, housing and the need for environmental protection. Specific
comments highlighted:

L ]

Concern regarding the increase of traffic from A1068 through the village, especially
from large vehicles ie, motorhomes and tourers;

Lhttps://northumberlandparishes.uk/sites/default/files/parish-

councils/documents/2020/April/Hauxley%20Parish%20Neighbourhood%20Plan%20Report%201.pdf

6|Pag
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»  Access to beach, both slipway and dunes path;

»  Speeding between High and Low Hauxley;

» Drainage around Kirkwell Cottages;

s Safety for pedestrians walking from High and Low Hauxley;

» Provide public transport for students, a daily bus service to Alnwick and Amble
would be welcome;

s Protect wildlife. “I do not agree with putting house building before the
environment”;

» Junction onto A1068 from Hauxley Lane needs improving, difficult to get out during
the summer due to more traffic to the coast;

¢ Hauxley Lane road to Kirkwell Cottages, this part of the road was not resurface along
with the rest of Hauxley Lane earlier in 2018;

*  Public footpath between Kirkwell Cottages and Percy Drive;

e Parking on road by the slipway. Prevent parking by putting in yellow lines for no
parking;

¢ Recycling inc glass;

» Enforced speed limits Hauxley Lane — 5mph-30mph A1068(Radcliffe) ~ 40mph;

» Concerned about housing developments and impact on environment and character
of the hamlet;
Parking, especially holiday cottages — no more than one car;

»  Nature and environment should be the focus of the area: improve access to nature
e.g. footpaths with dog waste bins, wildlife corridors and improved habitats;

» Steps down to the beach;
Joined up thinking in building eco friendly, sustainable new communities with a mix
of housing and access to services, not endless 3/4 bed ugly developments tacked
onto villages;

» Concerned about the urban spiral, very little space between Hauxley and Amble due
to new builds;

o Current work is destroying wildlife habitats;

s Concerned about houses spreading from Amble;

* Allow dogs (on leads) into nature reserve.

Conclusion and recommendation

3.5

3.6

3.7

The initial engagement has provided the parish council with an overview of important issues
for the neighbourhood plan to seek to address, it is considered that these can be grouped
into a number of important areas:

¢ Sustainable and cohesive rural community, separated from the town of Amble;

» Importance of the natural environment;

+  Distinctive built environment.

As explained in section 2, the regulations that govern the preparation of neighbourhood
plans only require one formal round of consultation on a draft plan. However, in order to
ensure the draft plan reflects the views of the local community it is considered that further
early engagement would be beneficial.

A number of neighbourhood planning groups undertake an early engagement exercise on
the vision, objectives and themes for planning policies and community actions. This is
something that HPC should consider. An example of a leaflet that could be sent to all
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households within the parish is included at appendix 1. The consultation could be promoted
through a newsletter and in the local press. If a drop in event cannot be held then social
media could be used to ask specific questions of the local community to obtain feedback e.g.
are there any sites or areas you feel should be protected through the neighbourhood plan, if
so, why do you feel these should be protected?

Recommendation 1:  Consider undertaking a further early engagement exercise to obtain
feedback on a draft vision, objectives and themes for planning policies and community
actions.

4., Draft vision, objectives and themes
Introduction
4.1 in order to assist the parish council with the preparation of a vision, objectives and themes

for planning policies and community actions for the plan, a draft has been developed
infarmed by the feedback from the community in 2019. This is set out below for discussion.

Draft vision

4.2

The draft vision sets out what the Hauxley Neighbourhood Plan intends to achieve over the
plan period to 2036, it will inform all of the draft policies and community actions that will be
set out within the emerging plan.

Draft vision

Our vision for the parish of Hauxley in 2036 is that its rural community remains sustainable
and cohesive. The close and important links with the neighbouring town of Amble are
maintained and the two areas continue to be visually distinct and separate.

The distinctive and rich natural, built and historic environmental character of the parish will
have been conserved and enhanced for future generations by ensuring new developments
are appropriately located and their scale and design fully reflects the local area.

Draft objectives

4.3

To deliver the vision three draft objectives have been developed. The objectives clearly
relate to the issues identified through early engagement. The draft planning policies and
community actions contained within the plan will deliver the objectives.

Draft objectives

Objective 1: Rich natural environment

Conserving and enhancing the tranquil and valued nature of the coastal environment of the
parish.

8|Page
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Objective 2: Distinctive built and historic environment
Ensuring new development maintains and enhances local distinctiveness and contributes
positively to the built and historic environment of the plan area.

Objective 3: Sustainable and cohesive community
Ensuring new development is sustainable and supports the delivery of development needed
by the local community.

Draft planning policy themes

4.4

4.5

4.6

4.7

4.8

4.9

4.10

Areas for potential planning policies have been identified under each of the relevant
objectives below.

Objective 1 - rich natural environment

Based on the issues identified by the local community, policy themes which could be
relevant to this objective include: green infrastructure and biodiversity; green spaces; and
the coast.

The approach to green infrastructure and biodiversity, could include both policies and
allocations, for example separate policies to ensure important biodiversity and green
infrastructure networks are protected as part of the planning process. In addition, the
policies map accompanying the draft plan could identify important wildlife sites and green
infrastructure networks.

With regard to green spaces, national policy allows the identification of both local green
spaces and protected open spaces. Local green spaces must be demonstrably special to the
local community and meet key tests set out in national policy. Local green space designation
provides the same protection as Green Belt, so there must be very special circumstances
demonstrated, if an allocated site is to be lost to development. Protected open spaces could
be spaces such as football pitches or playgrounds, which, whilst important, could be
provided in a different location within the parish.

The county council has powers to carry out coast protection works, and the Environment
Agency have powers regarding the prevention and mitigation of coastal flooding. National
planning policy is clear that the planning system should reduce the risk from coastal change
by avoiding inappropriate development in vulnerable areas or adding to the impacts of
physical changes to the coast. The emerging Northumberland Local Plan contains a policy on
coastal erosion and coastal change management, it should therefore be considered whether
the neighbourhood plan could add any further relevant local detail to be used in the
determination of planning applications.

Objective 2 - distinctive built and historic environment
Feedback from the lacal community highlighted the importance of good design in future
development and the need to conserve and enhance heritage assets.

The approach to ensuring good design could take different forms in the neighbourhood plan.
A general policy on design could be included within the plan to identify the matters that
need to be considered when assessing a planning application such as scale, massing,

9|
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materials and appearance. If the design and appearance of future development is a key
issue for the plan, HPC could consider applying, through Locality, for the design technical
support package. This work would provide more detailed evidence on the design
requirements for the parish and could include guidance for specific site or a parish wide
design code.

Objective 3 — sustainable and cohesive community

4,11  This objective could cover the policy themes of: the management of the location of new
development; supporting the provision of housing that is needed in the parish; and
mechanisms to restrict the occupation of any new residential development to be
permanently occupied.

4.12  The neighbourhood plan could identify a settlement boundary (or boundaries) to restrict
development outside the boundary to that which meets specific criteria e.g. development
for agriculture, forestry or other rural industries and the reuse of redundant buildings.

4.13  The housing needs assessment work that has been commissioned by HPC should help inform
the need for future housing over the plan period, for example whether there is a need to
allocate specific sites for the delivery of affordable housing.

4.14  If it is identified that there is a growing number of properties being lost to second and
holiday homes, the plan could consider the introduction of a restriction to ensure that any
new residential properties were ‘principal residences’. This would prevent them being used
as second or holiday homes.

Draft community action themes

4.15  If the plan includes community actions these will not be assessed by the examiner. It is for
the parish council to identify if it wants to include actions within the plan and if so, what
actions are included. The following potential themes for community actions have been
identified, informed by the community feedback:

s Rich natural environment:

o  Work with the Northumberland Coastal Mitigation Service to explore
projects to protect the natural environment of the plan area from negative
impacts cause by visitors to the area:

Identification of projects to improve the local environment, such as the

planting of wildflowers on verges and in hedgerows;

s  Distinctive built and historic environment:

o Develop community projects to celebrate the heritage of the area;

+  Sustainable and cohesive community:

o Work with the county council and public transport providers to seek to
improving access to public transport and pedestrian accessibility across the
parish; and

o Work with the county council to implement measures to reduce traffic
levels, speeds and unauthorised parking.

O

Recommendation 2:  Consider and provide comments on the draft vision, objectives and
themes for planning policies and community actions.

10|
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5.4

52

Additional evidence

It is understood that to date, the only additional piece of evidence work that has been
commissioned by HPC is a housing needs assessment via Locality. The level of additional
evidence required to support the policies within the plan will depend on its scope.

From the information available and the suggested policy themes, there could be some areas
where there is a need for further supporting evidence. This section of the report identifies
possible additional evidence under each plan objective, it also provides some background on
the potential need for an appropriate assessment under the habitats regulations, as well as
strategic environmental assessment.

Objective 1 - rich natural environment

5:3

5.4

5.5

5.6

International, national and local environmental designations within the plan area form an
important part of the character of the area. There are risks to these designations through
both new development in the plan area and increasing visitor numbers. Given the
importance of the designations, they are protected by national policies and regulations.

If HPC want to include a policy or policies on the natural environment, as well as specific
allocations, the plan and/ or its evidence base will need to include details of the existing
designations, important habitats and species, as well as wildlife and green infrastructure
networks. Most of this infoermation is available online. It would therefore be important that
as part of the preparation of the plan a review is undertaken of the current designations. If
any new designations, such as green infrastructure networks are proposed there may be a
need for additional supporting evidence to justify this.

Recommendation 3:  The existing environmental designations within the plan area should
be mapped and HPC should consider whether there is a need for the
allocation of additional sites/ areas/ networks. Any new allocation
would need to be supported by evidence.

Reference is made within the consultation report to the importance of green spaces within
the parish. The neighbourhood plan could designate areas of local green space and
protected open space. Local green space offers very strong protection, with the same status
as Green Belt. As a result of the level of protection, there must be evidence to support the
designation of sites. The NPPF requires the local green space designation only to be used
where the space is:

» inreasonably close proximity to the community it serves;

» demonstrably special to a local community and holds a particular local significance,
for example because of its beauty, historic significance, recreational value,
tranquillity, or richness of its wildlife; and

s local in character and is not an extensive tract of land.

Local green space is therefore something that has particular significance that if it were lost,
could not be provided somewhere else e.g. a site with an important historical connection.
Protected open space, whilst having a strong level of protection, is open space that could be
re-provided elsewhere e.g. a football pitch or play area.

11 |
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5.8

In order to justify the allocation of areas of local green space or protected open space, it is
recommended that a background paper should be prepared?®. This work is not available as a
technical support package and most groups use the grant funding to employ a planning
consultant to prepare the evidence to justify the allocation.

Should HPC decide that it would like to include local green space and/ or protected open
space within the plan, it could highlight this as part of the additional early engagement
exercise with the local community i.e. asking for sites to he suggested for protection and
why they feel a specific space or spaces should be designated.

Recommendation 4:  Consider the identification of local green space and/ or protected
open space within the neighbourhood plan. If HPC decide to include
this within the plan, it would be beneficial to undertake early
engagement (this could be part of the consultation on the vision and
objectives) to identify sites that are important to the local
community and prepare a background paper to justify any proposed
designations.

Objective 2 - distinctive built and historic environment

5:8

As explained in section 4, a design codes technical support package is available for
neighbourhood planning groups. Design codes can be used in two different ways, firstly to
establish design principles for a particular site or sites and/ or to support the preparation of
a design policy or policies within a plan. Through the design code work an assessment is
undertaken of the character of the area. This work has been very useful to other groups
preparing plans.

Recommendation 5:  Consider applying for the design codes technical support package to
inform design policy (or policies) within the plan.

Objective 3 - sustainable and cohesive community

5.10

5.11

If HPC decide that it would be appropriate to identify a settlement boundary (or
boundaries), this would need to be supported by evidence. A background paper could be
prepared which would establish the methodology and the consideration of matters such as:
the current and emerging development plan allocations; the Northumberland Landscape
Character Assessment; the Northumberland Strategic Housing Land Availahility Assessment;
a review of current planning applications/ permissions; aerial mapping; and the outcomes of
site visits. Currently there is no technical support package for this type of work, however, it
is something that | could prepare for the parish council, funded by the grant from Locality.

Should the housing needs assessment suggest there is a requirement to identify sites for
development, a site assessment process would need to be undertaken. This could be
included within a background paper and could be combined with a review of settlement

2 Example background paper available here https://www.cramlingtontowncouncil.gov.uk/wp-
content/uploads/2018/09/Cramlington-LGS-and-POS-Background-Paper-January-2019-1.pdf
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5.12

boundaries. There is a technical support package available for site options assessment.
Experience on working on other neighbourhood plans suggests that this package offers little
more than the information already available in the evidence base produced by
Northumberland County Council. If the technical support package is not applied for, | could
prepare a background paper, again funded by the grant from Locality.

The feedback from early engagement suggests there is a potential issue regarding an
increasing number of second and holiday homes in the plan area. If HPC consider it
appropriate to include a policy to restrict the use of new dwellings within the plan area to
principal residences and/ or include a local needs restriction, this would need to be
supported by evidence. Again, there is no technical support grant available to undertake
this type of work, however it could be a piece of wark that | could undertake. | would
recommend waiting for the outcome of the housing needs assessment before deciding if this
is required.

Recommendation 6:  Consider commissioning the following additional evidence work to
support objective 3, following the outcomes of the housing needs
assessment work:

- Site assessment/ settlement boundary background paper; and
- Background paper on second and heliday homes.

Habitat regulations assessment and strategic environmental assessment

543

5.14

5.5

As explained in section 2, neighbourhood plans must be compatible with EU obligations,
specifically with retard to strategic environmental assessment (SEA) and habitats regulations
assessment (HRA). SEA is a way of ensuring that the environmental implications of policies
are taken into account before plans are brought into force. The main purpose of the HRA
process is to ensure that the plan will not result in significant damage to internationally
important nature conservation sites.

In order to establish whether a SEA or HRA is required, a screening opinion should be
requested from the county council. Given the relationship and proximity of the plan area to
internationally important nature conservation sites, if the plan encourages any
development, for example by identifying a settlement envelope and/ or identifying sites, it is
likely that the plan will require an HRA. The requirement for an HRA would then
automatically trigger the need for a SEA.

Northumberland County Council are currently leading the HRA work for other town and
parish councils within Northumberland. If the Hauxley Neighbourhood Plan either proposed
to allocate land for development or incorporate design codes, then HPC will be eligible for
the SEA technical support package via Locality.

13 | |
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6. Timetable and funding

Timetable

6.1 The indicative project plan that was included within the fee proposal for the neighbourhood
plan identifies the key tasks involved in the preparation of the plan. Until the scope and
evidence requirements are agreed, it is difficult to provide a more detailed timetable/
project plan. For ease of reference, the submitted timetable is included at appendix 2. This
will be updated when the scope of the plan and evidence requirements are agreed by HPC.

Funding

6.2 The fee proposal identified two phases of the neighbourhood plan process to assist HPC to
submission of the neighbourhood plan for examination, an extract from the proposal is set

out below,
Phase 1 - preparation of the pre-submission neighbourhood plan
Activity Time allocated
Stage 1: Review
* Inception meeting, including agreement of project plan;
¢ Evidence/ engagement review;
e Preparation of draft vision, objectives and policy themes -
discussion and agreement at steering group meeting,
s Advice on engagement on vision and atiendance at drop in event;
* Liaison with Northumberland County Coundil; 2 days
e |dentify the need for additional evidence requirements and input
to briefs for consuitants, such as design code and housing needs
assessment {if required). Note: the time identified does not include
time to prepare additional evidence documents. A fee quote can
be provided if additional work is necessary;
* Attendance at steering group meeting to provide feedback on stage
1 and agree next steps.
Stage 2: Developing a draft plan
e Input to the preparation of any additional evidence base documents
under preparation by other consultants;
* Preparation of pre-submission plan; sdaye
s Liaison with NCC including requesting SEA/ HRA screening opinions
and preparation of policies map;
s Attendance at steering group meeting to agree draft plan;
* Guidance on engagement and attendance at an engagement event.
Total time 5 days
(37.5 hrs)
Project fee £2,250
Phase 2 - preparation of the submission neighbourhood plan
Activity Time allocated

Stage 1: Review

e Review written representations made to the pre-submission plan
and preparation of draft responses;

Advice on additional evidence required, 1.5 days
Recommendations on revisions to the plan;

Liaison with Northumberland County Council;

Attendance at steering group meefing to agree next steps,;
Stage 2: Preparation of submission neighbourhood plan

¢ Amendments to draft plan;
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Activity Time allocated
* Liaison with Northumberland County Council; 1.5 days
s Attendance at steering group meeting to agree final submission

plan;
Stage 3: Preparation of associated documents
* Preparation of the consultation statement; and

) e 2 days
» Preparation of the basic conditions report.
Stage 4: Input to examination
® Assist in compiling responses to questions from the appointed 1 day

examiner.
Total time 6 days
(45 hrs)

Project fee £2,700

Given the uncertainty regarding the scope of the plan, the proposal explained that the
proposal did not include time to prepare additional evidence document. Based on this
review, it is considered the following additional evidence work could be undertaken,
depending on the scope of the plan:

o Local green space and protected open space background paper;

»  Site assessment/ settlement boundary background paper;

o Background paper on second and holiday hames.

If HPC wanted to progress this work, it is estimated that, to complete all three elements
would require an additional two days of my time (£900). Should HPC decide to progress with
either site allocations or design codes then it will be eligible to apply for a further £8,000
(additional to the basic grant funding of £10,000).

Conclusions and next steps

All of the recommendations identified within the report are listed below for ease of
reference.

The details of the next steps will very much depend on the proposed scope of the
neighbourhood plan. Therefore, an important next step is for HPC to agree the proposed
scope of the plan. This could be informed by early engagement with the local community on
the vision, objectives and draft themes for planning policies and community actions.

Recommendations

1

Consider undertaking a further early engagement exercise to obtain feedback on a draft
vision, objectives and themes for planning policies and community actions;

Consider and provide comments on the draft vision, objectives and themes for planning
policies and community actions;

The existing environmental designations within the plan area should be mapped and HPC
should consider whether there is a need for the allocation of additional sites/ areas/
networks. Any new allocation would need to be supported by evidence;

Consider the identification of local green space and/ or protected open space within the
neighbourhood plan. If HPC decide to include this within the plan, it would be beneficial to
undertake early engagement (this could be part of the consultation on the vision and
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objectives) to identify sites that are important to the local community and prepare a
background paper to justify any proposed designations;
Consider applying for the design codes technical support package to inform design policy (or
policies) within the plan;
Consider commissioning the following additional evidence work to support objective 3,
following the outcomes of the housing needs assessment work:

a. Site assessment/ settlement boundary background paper; and

b. Background paper on second and holiday homes.
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HAUXLEY NEIGHBOURHOOD DEVELOPMENT PLAN STEERING GROUP

TERMS OF REFERENCE

1. Purpose of the Steering Group

1.1 Hauxley Parish Council is the qualifying body for the preparation of a Neighbourhood
Development Plan for their civil parish area. Parish Council has established a Steering Group
to facilitate the delivery of this plan.

1.2 The Group will:

s provide a locally accountable and representative lead for plan-making;
» agree a project timetabie and endeavour to secure compliance;

* agree a project communication, consultation and engagement strategy;
s agree the initial scope of the Plan prior to early public engagement;

e confirm, subject to consultation with the Parish Council, the scope of the Plan following
analysis of early and subsequent community engagement;

« approve all background and evidence based reports prior to publication;
+ agree all consultation documents prior to publication;

» agree, subject to ratification by the Parish Council, a final submission version of the
Hauxley Neighbourhood Development Plan; and

* actively support and promote the preparation of the Hauxley Neighbourhood
Development Plan throughout the duration of the project.

1.3 The Steering Group wiil be established for a time-limited period. The project is intended
to run untit a Plan has been presented for independent examination. The Steering Group
will remain active until the independent examiners report is published.

2. Steering Group Objective

2.1 The objective of the Steering Group is to produce a sound Neighbourhood Development
Plan for the Parish of Hauxley, that defines the spatial planning policy priorities identified by



the community taking into account all representations made during the plan-making
process and having regard to all relevant existing plans and evidence. The Plan will include
or be supported by an appropriate delivery plan setting out, where relevant, the means by
which these policy priorities may be implemented.

3. Steering Group Membership

3.1 The Steering Group will comprise the following members:
e Northumberland County Council Ward Member;

» Chair of Hauxley Parish Council;

» Three additional Members of Hauxley Parish Council; and

» other groups/organisations

3.2 Membership will be reviewed and twice annually by the Parish Council.

4. Reporting and Communication

4.1 The Steering Group is estahlished having full delegated authority from the Parish Council
to deliver its plan-making functions up to and including publication of a Preferred Options
Consultation Draft Neighbourhood Development Plan. The Group will report bi-monthly to
the Parish Council setting out progress on its work. The Parish Council will approve the
Submission Draft Neighbourhood Development Plan prior to publication for consultation
and independent examination.

4.2 The plan-making process remains in the control of the Parish Council as local authority
and qualifying body. All publications, consultation and community engagement exercises
will be undertaken by or on hehalf of Hauxley Parish Council with appropriate recognition of
the Parish Council’s position given in all communications associated with the project.

5. Meetings

5.1 Steering Group meetings will take place monthly/bi-monthly, normally to commence at
6.00pm on a Monday fouteen days prior to the Parish Council meeting. All meetings should



take place in Hauxley Parish of by virtual means. The Parish Council will arrange appropriate
venues for the meetings.

5.2 The Steering Group will elect a Chair and Vice-Chair from its membership and both
persons shall remain in that position following their election until completion of the project.
Clause 3.2 of the Terms of Reference does not apply to these positions

5.3 Decisions made by the Steering Group should normally be by consensus at Steering
Group meetings. Where a vote is required each member shall have one vote. A minimum of
four members shall be present where matters are presented for decisions to be taken. A
simple majority will be required to support any motion. The Chair, or in their absence the
Vice-Chair shall have one casting vote.

6. Support

6.1 The County Council have a duty to support parish councils who decide to prepare
neighbourhood plans or orders. They will:

* provide advice to ensure neighbourhood plans and orders meet the legal
requirements; and

¢ allocate a planning officer to provide support and technical advice throughout

the production of the neighbourhood plan

6.2 The Parish Clerk will provide support and administration with delegated powers where
provided by the Parish Council.

7. Conduct

7.1 The Steering Group will follow the code of conduct set out by the Nolan Committee on
Standards in Public Life. Whilst Members as individuals will be accountable to their parent
organisations, the Steering Group as a whole is accountable to the wider community for
ensuring that the Plan reflects their collective expectations. The Steering Group will achieve
this through applying the following principles: ® Work with mutual trust and respect, and
combine their expertise; * Be clear when their individual roles or interests are in conflict; »
Provide feedback from Steering Group meetings to their parent organisation; ® Assist their
parent organisation to bring appropriate ideas and concerns to the attention of the Steering
Group; * Inform the Steering Group when they are unable to deliver agreed actions; © Treat
everyone with dignity, courtesy and respect regardless of their age, gender, sexual



orientation, ethnicity, ability, or religion and belief; and o Actively promote equality of
access and opportunity
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HAUXLEY PARISH COUNCIL — DISCIPLINARY & GREIVENCE PROCEDURE POLICY

INTRODUCTION

This policy provides a framework for dealing fairly and consistently with:

a) Issues where a clerk is alleged to have breached our standards of conduct and behaviour
(Disciplinary)

b) Current Clerks grievances (Grievance)

c) Clerks where their performance or attendance falls below the required standards
(Competency)

This policy applies to all Clerks regardless of status or length of status. This does not apply
to cases involving genuine sickness absence or proposed redundancy.

GENERAL RULES

1.1 At all times Clerks must:

a) Behave with integrity

b) Treat councillors with respect and fairness

¢) Help create a working environment which supports and enables councillors to do their
role

d} Comply with all Council work practices, policies and procedures

e) Work to the highest standards of governance and risk management

f) Ensure maximum efficiency in their work

g) Act wholeheartedly in the interests of the Council at all times

1.2 The telephone and postal service must not be used for non-council purposes without
prior permission. Reasonable use of IT equipment is permitted.

1.3 Must not perform, arrange, or carry out any work or activity which could be considered to
be in competition with or which adversely affect in any way the Council's interests

1.4 An crderly and courteous manner must be maintained with members of the public.

DISCLOSURE OF CRIMINAL CONVICTIONS

1.1 Criminal charges, or convictions, for offences of dishonasty or viclence commitied
during the pericd of your employment with us, whether committed during or outside normal
working hours should be reported to the Chairman immediately.

1.2 Such charges, or convictions, may result in disciplinary action being taken against you
up to and including summary dismissal.

1.3 Failure to disclose such criminal proceedings/convictions that arise during the period of
your employment couid also result in disciplinary action being taken against you up to and
including summary dismissal.

1.4 A charge or conviction for any other type of offence during the period of your
employment should also be reported to the Chairman. Such charges or convictions may
result in disciplinary proceedings being taken against you, up to and including dismissal,
where, in our opinion, the charge or conviction: a. affects your suitability for your role b.
impairs our business reputation c. seriously undermines the trust and confidence that we
have in you.

GROSS MISCONDUCT

2.1:The folliowing list provides examples of conduct that will normally be regarded by the
council as Gross Misconduct. This list is not exhaustive:

a) Refusal or repeated failure to carry out his or her duties.

b) Falsification of documents or information (including expense claims),

¢) Unauthorised disclosure of confidential information.

d} Assault, physical violence or bullying whilst acting or purperting to act on behalf of the
Council.
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e) Insulting, indecent or offensive behaviour towards a fellow clerk or any other person whilst
acting or purporting to act on behalf of the council.

f) Sertious or repeated harassment (including sexual and racial harassment).

¢) Bringing the organisation into serious disrepute.

h) Incapacity at work due to the influence of alcohol, unprescribed drugs or any other
substance.

i} Wilful damage to Council property.

i) Theft, unauthorised use or possession of council property or fraud.

k) Serious insubordination.

1) Serious breach of health and safety rules.

m) Any other conduct that from time to time is defined by the Council as amounting to gross
misconduct.

DISCIPLINARY POLICY

3.1 Misconduct is when ones has failed to follow the Council’s rules, practices, policies or
pracedures, including any team policies, or has breached any applicable law or regulations.
3.2 For instances of minor misconduct the Chairman may speak to the Clerk informally
before implementing the formal disciplinary procedure (Annex A).

3.3 Examples of misconduct include, but are not limited to:

a. Failure to follow Council policies, procedures and protocols

b. Neglect of duties

c. Unsatisfactory timekeeping or absentesism

d. Regular or persistent lateness or unauthorised absence without an acceptable reason

e. Behaviours which do not support the Council’s values

f. Any other conduct that from time to time is designed by the Council as amounting to
misconduct or breach of Council general rules

3.4 Disciplinary matters will be dealt with by the Chairman

3.5 Disciplinary matters will be dealt with in a timely and professional manner

3.6 Disciplinary matters will be dealt with in accordance with the Disciplinary Procedure

3.7 The Council's Disciplinary procedure shall have 4 distinct stages; Investigation,
Disciplinary Meeting, Outcome and Appeal

3.8 Where disciplinary proceedings are initiated against the Clerk, Verbal and Written
Warnings wifl be given by the Council. Any investigations and any meetings will be carried
out by a specially convened Personnel Committee comprising three members appointed by
the Council.

3.9 Dismissal of the Clerk must be ratified by Council. Any disciplinary appeal meeting will
be conducted by three members of the Council who do not sit on the Personnel Committee.

GRIEVANCE POLICY

4.1 Where there is a grievance relating to any aspect of employment the Clerk should follow
the grievance procedure (Annex B)

4.2 Decisions made following a grievance must be confirmed in writing.

4.3 Grievances will be dealt with and investigated promptly

4.4 Clerks have a right to be accompanied at meetings as detailed in the procedure

4.5 Where a Personnel Committee is established to investigate a grievance it shall consist of
three members of the Council with terms of reference to follow the procedure and determine
an outcome on behalf of the Council.
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ANNEX A: DISCIPLINARY PROCEDURE

INVESTIGATION

1. An investigation into any matter which is suspected to contravene any of the Council's
rules, policies, procedures, instruction or applicable law/regulation, or which otherwise may
be a disciplinary matter will be carried out as soon as reasonably practical.

2. The purpose of investigation is to establish the facts of the case and whether there is a
case to answer.

3. Investigations will be carried out a Personnel Committee.

4. The Clerk may take a companion to the investigation meeting; this may be a friend or a
union representative. The companion’s role is to support the Clerk but they cannot take part
in the procedure itself.

5. After consideration of the evidence found during the investigation, the committee will
decide whether there is a case to answer; if it is decided that there is no further action to be
taken the case will be closed. If it is decided the matter should progress a disciplinary
meeting shall be convaned.

DISCIPLINARY MEETING

1. The Clerk will receive a wtritten invitation to the meeting which will:

a. Set out the allegations

b. Include the time, date and place of the meeting

¢. Include the evidence from the investigation which will be relied on

d. Explain the clerk’s role in the meeting

e. Explain the clerk’s right to be accompanied at the meeting.

2. The Clerk will be given sufficient time to prepare for the meeting which will vary dependent
upon the complexity of the case but never be less than 7 working days.

3. if the Clerk or their companion is unable to attend the Clerk must notify the committee as
soon as possible. The meeting will be rearranged for as soon as is reasonably practical.
Where the Clerk is persistently unable or unwilling to attend without good cause, the meeting
can be held in their absence and a decision made using the evidence available.
4. The Clerk may take a companion to the meeting who will be a friend or union
representative. The companion may assist them through the procedure however the
companion cannot answer questions on behalf of The Clerk

5. Disciplinary meetings can be adjourned to enabie further investigation, to seek further
advice or to consider a decision.

QUTCOME

1. If it is deemed there is no case to answer no further action will be taken and this will be
confirmed to the Clerk in writing.

2. If the committee determines there has been an act(s) of misconduct there is a range of
formal actions and sanctions which may be imposed. Informal action {e.g. training} may also
be recommended. The decision on appropriate sanction will be made considering the Clerk’s
explanation and any mitigating factors.

3. The decision will be communicated in writing as soon as practical and where possible the
Clerk will also be informed in person.

4. There are three levels of sanction and any one may be used depending on the
circumstances of the case:

a. First Written Warning: for acts of misconduct a first written warning may be issued unless
there is a current warning on file or the case is sufficiently serious.

b. Final Written Warning: for further acts of misconduct following a written warning or in
serious cases which fall short of gross misconduct.
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¢. Dismissal: A decision to dismiss with notice may be taken where a previous written
warning has already been issued but further misconduct has occurred, or the matter is so
serious that it is no longer appropriate for employment to continue.

5. Warnings are given in writing and will:

a. Set out the nature of the misconduct that must not reoccur

b. State the period of time the warning will remain live for

¢. Inform the Clerk that further misconduct is likely to result in further disciplinary action up to
and including dismissal

d. State that the warning may be taken into account when considering the clerk’s
performance reviews

e. State the Clerk may appeal against the warning.

8. Warnings will normally remain live for 12 months.

7. Dismissal of the Clerk must be approved by Council.

8. Where gross misconduct has occurred the Council is entitled to dismiss a Clerk without
contractual notice period or payment in lieu of notice being given.

9. Following dismissal the Clerk will receive a letter confirming the reasons for the dismissal,
confirmation of the effective date of termination and outlining the right of appeal.

APPEAL

1. The Clerk has the right to appeal against any digciplinary decision

2. The appeal will be heard by a Personnel Committee comprised members not involved in
the original decision.

3. An appeal should be submitted in writing within 10 working days after the receipt of the
disciplinary decision and must clearly set out the grounds for the appeal.

4. The Clerk will receive an invitation to an appeal meeting confirming the date, time and
location and informing the clerk they have a right to be accompanied at the meeting.

6. The meeting shall be convened as soon as is reasonably practical and normally within 20
working days. If the Clerk or their companion is unable to attend the Clerk must notify the
committee as soon as possible. The meeting will be rearranged for as soon as is reasonably
practical. Where the Clerk is persistently unable or unwilling to attend without good cause,
the meeting can be held in their absence and a decision made using the evidence available.
5. The appeal meeting is intended to provide an opportunity for the Clerk to present any new
evidence or explain why they believe the original disciplinary decision was incorrect. The
appeal is not a re-hearing of the original issue.

6. Appeal meetings may be adjourned to enable the committee to investigate any matters
further, to seek further advice or consider their decision.

7. The committee will reach one of the foilowing decisions: a. To uphold the original
disciplinary action taken b. To reduce the level of sanction issued ¢. To overturn the original
decision

8. The decision is final and there is no further right of appeal.

ANNEX B: GRIEVANCE PROCEDURE
INFORMAL STAGE

1. The Clerk should always discuss day-to-day concerns with the Chairman. in the event that
an issue cannot be resolved informally or is so serious that it would be inappropriate to
attempt to resolve the issue informally, the Clerk can have the matter investigated under the
formal stages of the grievance procedure.

2. The formal stages should only be invoked if informal means have been unsuccessful or
are not appropriate.
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FORMAL STAGE

1. A formal grievance should be submitted in writing to the Chairman; or if abouf the
Chairman, to the Deputy Chairman.

2. The letter should set cut what attempts if any have been made to resolve the grievance so
far and what the Clerk thinks is a realistic and achievable outcome. If Clerk chooses to raise
a grievance they should do so as soon as possible. The Parish Council reserves the right not
to hear a grievance if undue delay in raising the issue, for example, prevents thorough
investigation.

GRIEVANCE MEETING

1. The Personnel Committee will invite the Clerk to a meeting as soon as is reasonably
practical and normally within 20 working days. An update of progress will be made within 10
working days.

2. The Clerk will be given the opportunity explain their issue and will be asked questions fo
help understand the issues, discuss what attempts have been made to resolve them, review
any evidence and discuss the desired outcome. There will be a note taker at the meeting.

3. The scope of the investigation will be appropriate to address the issues raised. This may
involve holding investigation meetings, gathering statements and reviewing any appropriate
documents. The grievance will be dealt with sensitively and in a timely manner.

4, The Clerk may take a companion to the grievance meeting who will be a friend or union
representative. The companion may assist them through the procedure however they will
not be able to answer questions on behalf of the Clerk,

If the Clerk or their companion is unable o attend the meeting they must notify the
committee as soon as possible and the meeting will be rearranged for as soon as is
reasonably practical without causing unreasonable delay. If the Clerk is persistently unwilling
or unable to attend the meeting the Council reserves the right o conduct an investigation
and make a decision on the evidence available.

OUTCOME

1. The Clerk will be updated at least every 10 working days on the progress of the
investigation and in normal circumstances it should be completed within 20 working days
following the grievance meeting.

2. Once complete committee will provide a response in writing to the Clerk explaining the
outcome of the review, the reason for their decision and details of who they should write to if
they wish to appeal the decision.

3. The Clerk can withdraw their grievance at any stage of this procedure. In the event of
withdrawal, the council reserves the right to continue to investigate and deal with any issues
arising from that investigation.

APPEAL

1. Iif the Clerk is not satisfied with the outcome of the grievance, they have the right to
appeal.

2. The appeal will be heard by a Personnel Committee comprising different members to the
original committee.

3. An appeal must be submitted in writing within 10 working days of the receipt of the
grievance decision and must clearly set out the main issues of concern and in particular why
the Clerk feels that the initial stage did not resolve their grievance.

4. The Clerk will receive an invitation to an appeal meeting confirming the date, time and
location and informing them they have the right to be accompanied. This will be normally
held within 20 working days of the receipt of an appeal.
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5. If the Clerk or their companion is unable to attend the meeting they must notify the
committee as soon as possible and the meeting will be rearranged for a soon as is
reasonably practical without causing unreasonable delay. Where the Clerk is unable or
unwilling to attend an appeal meeting without good cause the appeal meeting can be held in
their absence and a decision will be made using the evidence available.

6. The appeal meeting is to provide an opportunity for the Clerk to explain why they believe
the original decision was incorrect or remains unresolved and allow the commitiee to review
any new evidence, ask questions and ensure they fully understand the grounds of the
appeal.

7. Appeal meetings can be adjourned to allow the committee to investigate any matters
further, to seek further advice or to consider their decision.

8. After the committee has completed a full review they may meet with the Clerk to advise
them of the outcome of the appeal and the reasons for their decision, this will always be
confirmed in writing.

9. The decision is final and there is no further right of appeal.

For consideration of the Council July 2020
For review July 2021



