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ADDITIONAL FULL COUNCIL MEETING 
 

Minutes of the Additional Full Council Meeting of Newhaven Town Council 
held at Newhaven Town Council Offices, 18 Fort Road, Newhaven 

on Wednesday November 13th 2024 at 7.15pm 
 
PRESENT: Councillors: Pinky McLean-Knight (Chair & Town Mayor)  

Lesley Boniface (Chair of Environment & Amenities) 
Mark Wardle (Chair of Promotion Partnership & Finance) 
Lindsey Macleod (Chair of Personnel) 
Shaun Boniface (Chair of Audit) 
Kim Bishop 
Graham Amy 
Corinna Watts 
Jessa Chapman 
Krissy Taylor 
Jan Woodling 
Madeleine Cook 
Julie Carr 

 
ALSO ATTENDING:  Ken Dry, Town Clerk 
    Stephen Honey, Executive Officer 

Mr. J. Harrison 
     
C066/24 The Chairman opened the meeting and stated that the meeting was being recorded and 

that the recording would be made publicly available on the Newhaven Town Council 
website for 28 days followed by its removal and deletion. 

 
C067/24 APOLOGIES FOR ABSENCE  
 
 Cllr. Saunders 
 
 Absent: Cllrs Thomas, Von Kurthy and Browne 
 
C068/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF PERSONAL 

INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE COUNCILLOR 
REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE TERMS OF THE CODE 
OF CONDUCT.  

 
 None declared. 
 
C069/24 TO CONSIDER WHETHER THE MINUTES OF THE FULL COUNCIL HELD ON 

TUESDAY SEPTEMBER 17TH 2024 ARE AN ACCURATE RECORD OF THE MEETING. 
 

RESOLVED: 
That these minutes be signed by the Chairman as a true record of the proceedings. 
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C070/24 PETITIONS AND PUBLIC QUESTIONS. 
 
 None received. 
 
C071/24 TO MEET AND RECEIVE INTRODUCTIONS FROM CANDIDATES FOR THE ROLE OF 

CO-OPTED TOWN COUNCILLOR IN RESPECT OF THE CASUAL VACANCY CREATED 
BY THE RESIGNATION OF CLLR. SEAN MACLEOD. (5 MINS MAX PER CANDIDATE). 

 
Candidates:- a) Mr. James E. Harrison 

    b) Mr. Tai Ray-Jones 
 
 The Town Clerk informed the meeting that Mr. Ray-Jones had tendered his apologies due 

to a Cold and therefore councillors would have to rely upon his written application within the 
meeting pack. The Town Clerk reiterated that any discussion or consideration of the 
applicants must take place under Confidential Agenda Item 10. 

 
 The Chair invited Mr. Harrison to introduce himself to the council, and he provided a brief 

personal background of himself and his reasons for wishing to be co-opted to the Town 
Council. 

 
 19:20Hrs – Cllr. Carr joins the meeting. 
 
 The Chair then informed Mr. Harrison that he was free to leave the meeting or remain until 

the confidential agenda items. (Mr. Harrison chose to remain). 
 
C072/24 TO CONSIDER AND AUTHORISE THE AWARD OF 3-YEAR SUPPLY AND SERVICE 

AGREEMENT OF A PRINTER/MULTI-FUNCTION DEVICE FOR THE COUNCIL 
OFFICES. – REPORT BY THE EXECUTIVE OFFICER. 

 
 The Executive Officer summarised his report and following discussion, it was unanimously, 
 
 RESOLVED that the council engages in a 36-month supply & service contract through 

Premier Managed Technologies at a total term cost of approximately £7870.00. 
 
C073/24 TO CONSIDER AND NOTE THE FINDINGS OF RECENT INTERNAL AND EXTERNAL 

AUDIT REPORTS – REPORT BY THE TOWN CLERK. 
  

The Town Clerk summarised his report, indicating that neither of the Audit Reports listed 
any ‘qualified remarks’ which indicated that the council was in a sound position in terms of 
its financial processes and procedures. 
 
During discussion, the Town Clerk indicated that this outcome was due to the diligent 
efforts of the Responsible Finance Officer (RFO) (Alison Campbell). Following this, 
 
Cllr. Amy PROPOSED that the council notes the findings of both reports and records its 
thanks to the RFO for her diligent work in this regard, 
 
SECONDED by Cllr. S. Boniface, and following a unanimous vote, it was 
 
RESOLVED that that the council notes the findings of both reports and records its thanks to 
the RFO for her diligent work in this regard. 
 

C074/24 TO DISCUSS THE MATTER OF A ‘YOUNG MAYOR’ FOR THE TOWN. 
  
 The Chair informed the meeting; 
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That she had recently been involved with the ‘Pupils Parliament’ currently in operation at 
the High Cliff Academy and remarked upon the enthusiasm and commitment exhibited by 
the Year 6 students who participated in this. 
 
That the ‘Pupils Parliament’ was likely to be rolled out across the other local Academies and 
that this would provide a sound opportunity to source and appoint a ‘Young Town Mayor’. 
However, as the latter may take a year or two to come to fruition, she was minded to select 
a ‘Young Town Mayor’ from the existing ‘Pupils Parliament’ at High Cliff Academy 
 
Following discussion, it was  
 
PROPOSED by Cllr. Macleod that the Chair progressed with her approach as already 
outlined, 
 
SECONDED by Cllr. Bishop, after which it was unanimously 
 
RESOLVED.  

  
C075/24 EXCLUSION OF PRESS AND PUBLIC - TO RESOLVE THAT THE PRESS AND PUBLIC 

BE EXCLUDED FROM THE REMAINDER OF THE MEETING IN ACCORDANCE WITH 
THE PROVISIONS OF SECTION 1(2) OF THE PUBLIC BODIES (ADMISSION TO 
MEETINGS) ACT, 1960, IN VIEW OF THE CONFIDENTIAL NATURE OF THE MATTERS 
TO BE DISCUSSED. 

 
 RESOLVED. 
 
C076/24     CONFIDENTIAL - TO DISCUSS AND VOTE REGARDING THE CANDIDATE FOR CO-

OPTION TO BECOME A TOWN COUNCILLOR. (PREVIOUS AGENDA ITEM 5) 
 
 Following discussion of the applications at hand and the previous oral introduction of Mr. 

Harrison, it was unanimously, 
 

RESOLVED, 
 
that Mr. James Harrison be co-opted to Newhaven Town Council following the casual 
vacancy created through the resignation of Cllr. Sean Macleod. (Newhaven Denton Ward). 

 
C077/24 CONFIDENTIAL – BUILDING ASSET STRATEGY – POST PHASE 2 – REPORT BY THE 

TOWN CLERK. 
 
 Following discussion, it was unanimously, 
 
 RESOLVED, 
 

That officers begin to implement the agreed objectives of the strategy, with regular progress 
updates to this Full Council. 

 
There being no further business, the Meeting closed at 20:29Hrs. 

 
 
 
 
Date:  ………………………………………. ……………………………………………………………… 

Town Mayor 
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PLANNING & DEVELOPMENT COMMITTEE 

 
Minutes of the Planning & Development Committee meeting 

held at Meeching Hall, Fort Road, Newhaven 
on Tuesday 24th September 2024 at 7:17pm. 

 
PRESENT:  Councillors Pinky McLean-Knight (Chair) 
     Steve Saunders (Vice Chair) 

Kim Bishop 
     Lesley Boniface 
     Krissy Taylor 
     Graham Amy 
      
ALSO ATTENDING: Cllr Macleod 

Cllr. Woodling 
Ken Dry, Town Clerk 
Stephen Honey, Executive Officer 

 
P032/24 The Chair stated that this meeting will be recorded and then made publicly 

available on the Newhaven Town Council Website for 28 days, followed by its 
removal and deletion. 

 
P033/24  APOLOGIES FOR ABSENCE 
   

Cllr. S. Boniface. 
 
P034/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND 
WHETHER THE COUNCILLOR REGARDS THEIR INTEREST AS 
PREJUDICIAL UNDER THE TERMS OF THE CODE OF CONDUCT. 

  
 None declared. 
 
P035/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

PLANNING AND DEVELOPMENT COMMITTEE HELD ON TUESDAY 27TH 
AUGUST 2024 ARE AN ACCURATE RECORD OF THE MEETING. 

   
 RESOLVED: 

That these minutes be signed by the Chair as a true record of the 
proceedings.  

 
P036/24  PETITIONS/PUBLIC QUESTIONS  

 
There were no public petitions received. 

 
 
 
P037/24 TO CONSIDER THE FOLLOWING PLANNING APPLICATIONS. 
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  LW/24/0534  1 Lapierre Road Newhaven 
     Erection of dwelling on existing plot. 
 

Following discussion, the committee unanimously, 
 

RESOLVED that they objected to this application on 
the grounds that; 
 
• Out of keeping with the street scene 
• Insufficient off-street parking for the number of 

bedrooms for each property 
• Proposed driveways will have limited visibility for 

ingress/egress on a tight bend 
• No E/V provision 

 
LW/24/0501  47 Court Farm Road Newhaven 

Convert existing dwelling into two, front roof extension, 
two dormers to the rear and fenestration alterations. 

 
Following discussion, the committee unanimously, 

 
RESOLVED that they had no objection to this 
application, though noted that there was no detail of 
E/V provision. 

 
LW/24/0549  28 Haven Way Newhaven 

Erection of single-storey infill extension to front of 
existing garage to provide habitable space, addition of 
permeable hard standing to front garden area, including 
minor fenestration alterations to existing garage at rear 
elevation. 

 
Following discussion, the committee unanimously, 

 
RESOLVED that they objected to this application on 
the grounds that; 

 
• Out of keeping with the street scene; in that a link-

detached property would become part of a 
‘terrace’ of dwellings, 

• The loss of two parking spaces. 
 

LW/24/0545  62 Meeching Road Newhaven 
Erection of a single storey rear extension and 
fenestration alterations. 

 
Following discussion, the committee unanimously, 

 
RESOLVED that they had no objection to this 
application, though felt that a Construction 
Management Plan and Access Statement should be 
required. 

 
LW/24/0586  Unit 10 E Plan Estate New Road Industrial Area 

Section 73A retrospective application for repairs to roof 
which includes raising of the roof height. 

 
Following discussion, the committee unanimously, 

 
RESOLVED that they had no objection to this 
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application, as long as the repairs complied with new 
roofing regulations. 

 
LW/24/0573  2 Valley Road Newhaven  

Removal of condition 2 (Temporary Period) relating to 
approval LW/17/0438 - Permission to retain the 
outhouse. 
 
Following discussion, the committee unanimously, 
 
RESOLVED that they objected to this application, on 
the following grounds; 
 

• Nothing has materially changed regarding this 
structure since the original consideration by the 
Newhaven Town Council Planning & 
Development Committee on June 27th 2017 
(LW/17/0438) 

• The original temporary permission expired in 
July 2022 and was not renewed 

• The building remains a habitable property and 
effectively a separate dwelling 

• If anything, only a new 5-year temporary 
permission should be granted. 

  
P038/24 TO CONSIDER AND NOTE A REPORT ON RECENT PLANNING 

DECISIONS MADE BY LEWES DISTRICT COUNCIL. 
 
  Noted. 

P039/24 TO DISCUSS LDC RESPONSE TO NPPF CONSULTATION EXERCISE. 

   Discussed and noted with no further action. 
 
 
There being no further business, the Meeting closed at 8:21pm. 
 
 
 
Date:  …………………………………… Chairman ………………….... 
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PLANNING & DEVELOPMENT COMMITTEE 

 
Minutes of the Planning & Development Committee meeting 

held at Meeching Hall, Fort Road, Newhaven 
on Tuesday 22nd October 2024 at 7:15pm. 

 
PRESENT:  Councillors Pinky McLean-Knight (Chair) 
     Steve Saunders (Vice Chair) 

Kim Bishop 
     Lesley Boniface 
     Shaun Boniface 
     Krissy Taylor 
     Graham Amy 
      
ALSO ATTENDING: Ken Dry, Town Clerk 

Stephen Honey, Executive Officer 
 
P040/24 The Chair stated that this meeting will be recorded and then made publicly 

available on the Newhaven Town Council Website for 28 days, followed by its 
removal and deletion. 

 
P041/24  APOLOGIES FOR ABSENCE 
   

None. All members present. 
 
P042/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND 
WHETHER THE COUNCILLOR REGARDS THEIR INTEREST AS 
PREJUDICIAL UNDER THE TERMS OF THE CODE OF CONDUCT. 

  
 None declared. 
 
P043/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

PLANNING AND DEVELOPMENT COMMITTEE HELD ON TUESDAY 24TH 
SEPTEMBER 2024 ARE AN ACCURATE RECORD OF THE MEETING. 

   
 RESOLVED: 

That these minutes be signed by the Chair as a true record of the 
proceedings.  

 
P044/24  PETITIONS/PUBLIC QUESTIONS  

 
There were no public petitions received. 

 
 
 
P045/24 TO CONSIDER THE FOLLOWING PLANNING APPLICATIONS. 
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  LW/24/0435  2D Meeching Road Newhaven 

Single storey rear extension, single storey front porch 
extension and rear dormer. 
 
Following discussion, the committee unanimously, 

 
RESOLVED that they welcomed this application. 

 
 

LW/24/0620  Fort Road Recreation Ground Fort Road  
Recladding and alternations of external openings to 
existing Shakespeare Hall building (and alternations to 
internal partitions) Recladding (including roof 
replacement) and alternations of external openings to 
existing cricket pavilion building (and alternations to 
internal partitions); new roof sheeting and external 
cladding/insulation. 
 
Following discussion, the committee unanimously, 

 
RESOLVED that they objected to this application as 
follows; 
 

     Shakespear Hall 
That photovoltaic provision could be made using 
lightweight alternatives. 
 
Cricket Pavilion 
That photovoltaic provision could be made using 
lightweight alternatives particularly rubberized versions 
to withstand impacts. 

 
P046/24 TO CONSIDER AND NOTE A REPORT ON RECENT PLANNING 

DECISIONS MADE BY LEWES DISTRICT COUNCIL. 
 
  Noted. 
 
 
There being no further business, the Meeting closed at 7:42pm. 
 
 
 
Date:  …………………………………… Chairman ………………….... 
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PLANNING & DEVELOPMENT COMMITTEE 

 
Minutes of the Planning & Development Committee meeting 

held at Meeching Hall, Fort Road, Newhaven 
on Tuesday 26th November 2024 at 8:15pm. 

 
PRESENT:  Councillors Pinky McLean-Knight (Chair) 
     Steve Saunders (Vice Chair) 

Kim Bishop 
     Krissy Taylor 
     Graham Amy 
      
ALSO ATTENDING: Ken Dry, Town Clerk 

Stephen Honey, Executive Officer 
Mr. Derek Page 
X2 Members of the Public 

 
P047/24 The Chair stated that this meeting will be recorded and then made publicly 

available on the Newhaven Town Council Website for 28 days, followed by its 
removal and deletion. 

 
P048/24  APOLOGIES FOR ABSENCE 
   

Cllrs. L. Boniface and S. Boniface 
 
P049/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND 
WHETHER THE COUNCILLOR REGARDS THEIR INTEREST AS 
PREJUDICIAL UNDER THE TERMS OF THE CODE OF CONDUCT. 

  
 Cllr Taylor informed the meeting, that with regards to application LW/24/0663 

1 Norton Road Newhaven that she had previously resided there and was 
acquainted with previous and the current owner.  

 
P050/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

PLANNING AND DEVELOPMENT COMMITTEE HELD ON TUESDAY 22ND 
OCTOBER 2024 ARE AN ACCURATE RECORD OF THE MEETING. 

   
 RESOLVED: 

That these minutes be signed by the Chair as a true record of the 
proceedings.  

 
P051/24  PETITIONS/PUBLIC QUESTIONS  
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The Town Clerk informed the meeting that he had been recently contacted by 
Mr. Derek Page regarding Planning Application LW/24/0627 Garage 
Compound Valley Road, Newhaven, requesting the opportunity to make 
representations on the same. 
 
The Chair invited Mr. Page to speak, and he outlined his concerns 
surrounding this proposed development. 

 
 
P052/24 TO CONSIDER THE FOLLOWING PLANNING APPLICATIONS. 

   
  LW/24/0636   9 Celandine Way Newhaven 

Garage conversion and installation of new gates 
       

Following discussion the committee, 
unanimously, 
  
RESOLVED, that they supported this 
application with the following caveat; 
That the garage conversion shall be used solely 
for purposes incidental to the occupation and 
enjoyment of the dwelling at 9 Celandine Way 
and not for any trade or business purposes, as 
a holiday let or as a separate unit of 
accommodation.  

 
LW/24/0627 Garage Compound Valley Road Newhaven 

Demolition of existing garages and 
replacement with 3no. dwellings. 
 
Following discussion the committee, 
unanimously, 
  
RESOLVED, that they objected to this 
application for the following reasons; 

• Overdevelopment 
• The already existing pressure regarding 

on-street parking and this being 
exacerbated every school day given its 
proximity to Breakwater Academy 

• Creating further physical difficulties for 
emergency vehicle access 

       
LW/24/0626 Garage Compound Western Road 

Newhaven  
Demolition of garage compound and 
construction of 5No. dwellings. 
 
Following discussion the committee, 
unanimously, 
  
RESOLVED, that they supported this 
thoughtful application. 
 

 
LW/24/0689 Former Newhaven Household Waste 

Recycling Site 
 Change of use to a vehicle storage and EV 
charging depot, including creation of 16no. 
parking spaces for electric vehicles with 
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individual EV chargers on existing hard 
standing, provision of a shipping container for 
wheelie bin storage, bicycle shed and new 
electrical installations, replacement of the 
boundary fence, creation of a footpath to the 
southern side of the entrance road and 
additional soft landscaping. 

 
Following discussion the committee, 
unanimously, 
  
RESOLVED, that they objected to this 
application for the following reasons; 

• Creates an overall high volume of traffic 
at an already busy complex junction 
(C7 Mini Roundabout/Valley Road), 

• Increased danger in the physical 
ingress/egress to the site by articulated 
lorries, 

• Impacts of operational noise upon 
residents at anti-social hours, consisting 
of staff talking/shouting, vehicular 
reversion alarms and lighting from the 
depot and vehicles. 

 
TW/24/0112/TCA  The Old Rectory Church Hill Newhaven 

T1 - Sycamore - Fell - to prevent fall as 
misshapen and leaning  
G2 - Elms – Fell as close to ground level - Elm 
disease affecting at various levels  
G3 - Elms - Fell - to prevent fall as Elm disease 
affecting at various levels  
T4 - Beech - Fell - to prevent fall as large cavity 
in Trunk. 
 
Following discussion the committee, 
unanimously, 
  
RESOLVED, that they had no objection to this 
application, on the basis of ‘like for like’ tree 
species replacements but with the exception of 
Sycamore. 

 
LW/24/0702   Valley Court Valley Road Newhaven  

Replacement fenestration at all elevations. 
 
Following discussion the committee, 
unanimously, 
  

RESOLVED, that they had no objection to this 
application. 

 
LW/24/0663   1 Norton Road Newhaven  

Demolition of existing garage, erection of 1no. 
dwelling house. 
 
Cllr Taylor briefed the meeting regarding the 
general background to this address, then took 
no further part in the discussion or resolution. 
 



Page 4 of 4 
 

Following discussion the committee, 
  
RESOLVED, that they supported this 
application with the following caveat; 
That the garage conversion shall not be used 
for any trade or business purposes, or as a 
holiday let.  

 
LW/24/0701   43-46 Hanson Road Newhaven 

      Replacement of doors and windows. 
 

Following discussion the committee, 
unanimously, 

  
RESOLVED, that they had no objection to this 
application. 

 
P053/24 TO CONSIDER AND NOTE A REPORT ON RECENT PLANNING 

DECISIONS MADE BY LEWES DISTRICT COUNCIL. 
 
  Noted. 
 
 
There being no further business, the Meeting closed at 9:37pm. 
 
 
 
Date:  …………………………………… Chairman ………………….... 
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PLANNING & DEVELOPMENT COMMITTEE 
 

Minutes of the Planning & Development Committee meeting 
held at Meeching Hall, Fort Road, Newhaven 
on Tuesday 17th December 2024 at 7:15pm. 

 
PRESENT:  Councillors Steve Saunders (Vice Chair) 

Kim Bishop 
     Krissy Taylor 
     Graham Amy 
     Lesley Boniface 
      
ALSO ATTENDING: Ken Dry, Town Clerk 

Stephen Honey, Executive Officer 
 
P054/24 The Chair stated that this meeting will be recorded and then made publicly 

available on the Newhaven Town Council Website for 28 days, followed by its 
removal and deletion. 

 
P055/24  APOLOGIES FOR ABSENCE 
   

Cllrs. McLean-Knight (Chair) and S. Boniface 
 
P056/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND 
WHETHER THE COUNCILLOR REGARDS THEIR INTEREST AS 
PREJUDICIAL UNDER THE TERMS OF THE CODE OF CONDUCT. 

  
 Cllr. Saunders informed the meeting that in respect of Application 

LW/24/0706 that he was an employee of KDS who had a development 
immediately adjacent to the site of this application, but they (KDS) had made 
no comments in regards to this application. 

 
 Cllr. Taylor informed the meeting that she was a resident of a property 

immediately adjacent to the same development (LW/24/0706) and had 
already made comments on the LDC Planning Portal. 

 
P057/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

PLANNING AND DEVELOPMENT COMMITTEE HELD ON TUESDAY 26th 
NOVEMBER 2024 ARE AN ACCURATE RECORD OF THE MEETING. 

   
 RESOLVED: 

That these minutes be signed by the Chair as a true record of the 
proceedings.  
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P058/24  PETITIONS/PUBLIC QUESTIONS  
 
None received. 

 
 
P059/24 TO CONSIDER THE FOLLOWING PLANNING APPLICATIONS. 

   
  LW/24/0706   Transit Road Car Park Transit Road 

Outline application for the demolition of existing 
buildings and erection of 17 dwellings and 6 
self-contained flats together with landscaping, 
parking and cycle parking. 

   
19:34Hrs Cllr. Taylor leaves the meeting. 
 
     Following discussion, the committee 
 

RESOLVED That they objected to this 
development for the following reasons, 
 

• Overdevelopment 

• Places further pressure upon street 
parking which is already an acute issue 
in this road 

• The idea of Bus access along Transit 
Road and a turnaround was not credible 

• Similarly, access for emergency vehicles 
was very doubtful 

• Lack of building details in the application 
with no statement regarding EV charging 
or PV provision to the properties 

• Overshadowing of existing properties. 
 
19:45Hrs Cllr. Taylor rejoins the meeting 

 
LW/24/0696   Sacred Heart Church Fort Road 

Change of Use from F1(f) (Place of Worship) to 
C3 (Dwelling House) and creation of 4 No. 
dwellings. 
 
Following discussion, the committee 
 
RESOLVED That they had no objections to this 
application, and welcomed the additional 
amendments. 

 
  LW/24/0717   Flat 3 Meeching Court Fort Road 

Replacement of windows. 
 
Following discussion, the committee 
 
RESOLVED That they had no objections to this 
application. 

 
  LW/24/0692   24 Avis Road Newhaven    

Section 73a retrospective permission for the 
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creation of driveway with a drop kerb. 
 
Following discussion, the committee 
 
RESOLVED That they had no objections to this 
application and supported the same. 

 
P060/24 TO CONSIDER AND NOTE A REPORT ON RECENT PLANNING 

DECISIONS MADE BY LEWES DISTRICT COUNCIL. 
 
  Noted. 
 
 
There being no further business, the Meeting closed at 20:01Hrs. 
 
 
 
Date:  …………………………………… Chairman ………………….... 
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ENVIRONMENT AND AMENITIES 
COMMITTEE 

 
 

Minutes of a Meeting of the Environment and Amenities Committee held at 
Meeching Hall, Fort Road, Newhaven on Tuesday 24th September 2024 at 8.26pm 

 
 
PRESENT:  Councillors Lesley Boniface 

Kim Bishop 
Graham Amy 

     Krissy Taylor 
     Jan Woodling 
     Corina Watts 
     Lindsey Macleod 
     
ALSO ATTENDING:   Ken Dry, Town Clerk 
     Stephen Honey, Executive Officer 
      
     
EA13/24 The Chair stated that this meeting will be recorded and then made publicly available on 

the Newhaven Town Council Website for 28 days, followed by its removal and deletion. 
 
EA14/24 APOLOGIES FOR ABSENCE 
 

None. 
  
EA15/24 DECLARATIONS OF INTEREST – DISCLOSURE BY COUNCILLORS OF PERSONAL 

INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE COUNCILLOR 
REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE TERMS OF THE CODE 
OF CONDUCT. 

 
There were none. 

 
EA16/24  TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

ENVIRONMENT & AMENITIES COMMITTEE HELD ON TUESDAY 28th May 2024 
ARE AN ACCURATE RECORD OF THE MEETING. 

 
The Minutes of the Meeting held on Tuesday 28th May 2024 were considered for 
accuracy. 
 

 RESOLVED: 
That these minutes be signed by the Chair as an accurate record of the proceedings. 

 
EA17/24 PETITIONS/PUBLIC QUESTION 
 

There were none. 
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EA18/24 ECOLOGICAL SURVEYS OF MEECHING DOWN AND VALLEY PONDS – ORAL 

UPDATE BY THE TOWN CLERK. 
 
 The Town Clerk informed the meeting that both surveys had been completed as 

commissioned and had hoped to have an initial summary of the findings for this 
meeting but had yet to receive them. 

 
 Both reports are anticipated to be received 15/16th November 2024. 

 
EA19/24 REED CLEARANCE AT VALLEY PONDS – GENERAL & CULVERTS – ORAL 

UPDATE BY THE TOWN CLERK. 
 
 The Town Clerk informed the meeting; 
 

• That Bonny’s Wood had now started the 2nd cut of Reeds in general areas 
which should be followed by the second culvert clearance of the same. 
 

• That he had received a quotation for next years (2025) general and culvert reed 
clearance from Bonny’s Wood of Approximately £9K and would be formally 
reported to the next E&A Committee meeting for approval. 

 
• Notwithstanding the above information, this quote may be modified in light of 

the potential results of the Valley Ponds Ecological Survey, and that a copy of 
this would be sent to Bonny’s Wood for their information. 

 
EA20/24 SCHEDULED TREE WORKS - ORAL UPDATE BY THE TOWN CLERK. 
 
 The Town Clerk informed the meeting; 
 

• That historically, all the trees across the town that were in the ownership & 
responsibility of NTC were contained on a Database, each with a maintenance 
timeline and that each year the database was revisited to populate a schedule 
of works for the next year (2025). 

• A quotation from Bonny’s Wood for the aforementioned works was still awaited 
and would be formally reported to the next meeting of the E&A Committee. 

 
EA21/24 COPPICING AT NEWHAVEN CEMETERY – ORAL UPDATE BY THE TOWN 

CLERK. 
 
  The Town Clerk informed the meeting; 
 

• That the commissioned Coppicing Works (for the primary purpose of removing 
Ash Dieback) at the Bollens Bush boundary of the cemetery had been 
completed and that much of the cuttings/logs had been left in piles for the 
purposes of habitat provision into the future. 

 
• Bonny’s Wood (contractor) would be shortly supplying a new planting location 

and species list for the site and that this would be passed to the NTC Tree 
Wardens to complete. 

 
EA22/24 CEMETERY GATES AND MAIN FORECOURT - ORAL UPDATE BY THE TOWN 

CLERK. 
 
 The Town Clerk informed the meeting; 
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• That he had recently commissioned local Architects (STAAC) to produce 
design plans for, 
i) The widening of the cemetery entrance (with new gates of the same 

existing design), 
ii) Reinstatement of the cemetery forecourt with a smooth semi highways 

specification (buff coloured) and new ‘bullnose’ provision, and 
iii) Redesign of the cemetery toilets to make them DDA compliant, easier to 

maintain, replacement roof and with either direct mains electrical supply 
or alternatively Solar EV panels. 
 

• A subsequent planning application(s) would be made to SDNPA on behalf of 
NTC. 

 
EA23/24 DENTON REC – PLAYGROUND & MUGA – ORAL UPDATE BY THE TOWN 

CLERK. 
 
  The Town Clerk informed the meeting; 
 

• That signage was in place informing all residents regarding the upcoming 
works. (MUGA works w/c 7th October for one week, and Denton Playground 
works w/c 14th October for 4-6 weeks) 

• That the Playground installation timeline was subject to potential delay due to 
weather conditions, as the wet-pour surfacing required dry weather for 
installation, though reassured the committee that the subcontractor for the wet 
pour (Cosmo) would prioritise this to fit in with dry weather ‘windows’ wherever 
possible. 

 
EA24/24 ALLOTMENT PROVISION – DISCUSSION 
 

The Town Clerk appraised the meeting of the current status of its allotment provision 
and provided a legal summary of the current legislation surrounding the same for the 
committees’ ongoing information. 
 
Discussion then surrounded the current Tenancy granting process and inspection 
regime, and the Clerk showed the committee a number of draft signage designs for 
each set of allotments (and also Denton Playground) of which there was a consensus 
that these were ‘fit for purpose’. 
 
Members were also reminded of the Notice of Motion from Cllr. S. Boniface regarding 
the purchase of additional land for allotment provision which had been approved at the 
last Full Council meeting. 

 
EA25/24 SOCIAL HALLS – DISCUSSION 
 

Discussion took place regarding the ongoing expenditure of the current NTC Social 
Halls. Cllr Macleod stated that the council should focus upon advertising the social 
halls, revisiting utilities costings and other contracts going forward and staff working 
more efficiently. 
 
The Town Clerk indicated that the majority of ‘prime-time’ slots were already utilised by 
a number of regular users and that the council was committed to a small number of 
contracts (e.g. Printer/MFD, Orbis and WorkNest) and that the RFO had already 
reviewed many of the councils Utilities Contracts and secured the best deals available. 
 
He also stated that the number and condition of the Halls required rationalisation and 
improvement and that this would emanate from the recent Building & Estates Asset 
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Strategy which is to be ratified at an Additional Full Council meeting following the 
recent councillor workshop. 
 
The Chair requested that the matter of current patronage levels and running costs be 
discussed further at the next Environment & Amenities Committee meeting. 
 

EA26/24 BUDGET REPORTS TO 21st MAY 2024. 
 

The Town Clerk provided a number of requested clarifications of certain budget 
expenditure lines and what they actually covered after which the report was noted. 

 
There being no further business, the Meeting closed at 9:24pm. 
 
 
 
Date: ………………………………        …………………………………………………. Chairman                                       
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ENVIRONMENT AND AMENITIES 
COMMITTEE 

 
 

Minutes of a Meeting of the Environment and Amenities Committee held at 
Meeching Hall, Fort Road, Newhaven on Tuesday 17th December 2024 at 8.15pm 

 
 
PRESENT:  Councillors Lesley Boniface 

Kim Bishop 
Graham Amy 

     Krissy Taylor 
     Jan Woodling 
     James Harrison (Sub – Cllr Watts) 
     
ALSO ATTENDING:   Ken Dry, Town Clerk 
     Stephen Honey, Executive Officer 
      
EA27/24 The Chair stated that this meeting will be recorded and then made publicly available on 

the Newhaven Town Council Website for 28 days, followed by its removal and deletion. 
 
EA28/24 APOLOGIES FOR ABSENCE 
 

Cllrs. Watts and Macleod. 
  
EA29/24 DECLARATIONS OF INTEREST – DISCLOSURE BY COUNCILLORS OF PERSONAL 

INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE COUNCILLOR 
REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE TERMS OF THE CODE 
OF CONDUCT. 

 
There were none. 

 
EA30/24  TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

ENVIRONMENT & AMENITIES COMMITTEE HELD ON TUESDAY 28th May 2024 
ARE AN ACCURATE RECORD OF THE MEETING. 

 
The Minutes of the Meeting held on Tuesday 24th September 2024 were considered for 
accuracy. 
 

 RESOLVED: 
That these minutes be signed by the Chair as an accurate record of the proceedings. 

 
EA31/24 PETITIONS/PUBLIC QUESTION 

 
There were none. 
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EA32/24 TO NOTE ON-LINE COMMITTEE DECISIONS REGARDING, 
 

• COPPICE WORK REPLANTING AT NEWHAVEN CEMETERY, AND 
• AMENITY GRASS CUT AT NEWHAVEN CEMETERY. 

 
 The Town Clerk reminded the committee of the two decisions which were made via 

email and the majority consensus to approve each and that the Coppice Re-Planting 
was scheduled to begin in early to mid-January, whilst the Amenity Grass cut at the 
Cemetery had been completed in the recent weeks. 

 
 The committee noted each of these. 

 
EA33/24 HIGHWAYS VERGES – CONTRACT EXTENSION 2025/26 – REPORT BY THE 

TOWN CLERK. 
 
 The Town Clerk summarised his report and following discussion, it was unanimously 
 
 RESOLVED that 
 
 That the committee, 
 

A. Recommends the acceptance of a 12-month extension to the current Highways 
Verges contract with Countryman’s at a cost of £15,781 to the next scheduled 
meeting of Full Council, and 

 
B. The committee instructs the Town Clerk/RFO to authorise the Wildflower Zone 

maintenance at £421 with Countrymans should the contract be ratified. 
 
EA34/24 TO CONSIDER AND AUTHORISE A REED CLEARANCE PROGRAMME AT 

VALLEY PONDS – REPORT BY THE TOWN CLERK. 
 
 The Town Clerk summarised his report and following discussion, it was unanimously 
 
 RESOLVED that 
 
 That the committee, 
 
 Recommends both quotations for approval at the next scheduled Full Council Meeting 

for their initiation in the FY 2025/26 at a total cost of £7560+VAT. 
 
EA35/24 TO CONSIDER ARCHITECTURAL PLANS FOR CEMETERY GATES, TOILETS 

AND MAIN FORECOURT – REPORT BY THE TOWN CLERK. 
 
  The Town Clerk summarised his report and following discussion, it was unanimously 
 
  RESOLVED that, 
 

The committee notes this action by officers and that all future updates are to be 
brought to this committee for noting and/or authorisation. 

 
EA36/24 TO CONSIDER AND AUTHORISE TREE WORKS FOR 2024/25 AND 2025/26 – 

REPORT BY THE TOWN CLERK. 
 
 The Town Clerk summarised his report and following discussion, it was unanimously 
 
 RESOLVED that, 
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 The Committee recommends both quotations for approval at the next scheduled Full 
Council Meeting for their initiation at a total cost of £4100+VAT. 

 
EA37/24 BUDGET REPORTS TO DECEMBER 10TH 2024. 
 

The Town Clerk informed the meeting that there were no significant issues with the 
budget, other than a few minors overspends within the committee’s purview and that 
Cemetery Income was below forecast. 
 
Additionally, the overall position was effectively unclear due to external funding 
streams and projects being financed from Reserves. 
 
The Town Clerk informed the meeting that officers anticipate the overall NTC budget 
will achieve its target. 
 
The committee noted this and the contents of the report. 

 
There being no further business, the Meeting closed at 20:50Hrs. 
 
 
 
Date: ………………………………        …………………………………………………. Chairman.                                       
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PROMOTION, PARTNERSHIP & FINANCE 
COMMITTEE 

 
 

Minutes of a Meeting of the Promotion, Partnership and Finance Committee 
held at Meeching Hall, Fort Road, Newhaven on Tuesday 22nd October 2024 at 8:00pm. 

 
 
PRESENT: Councillors Mark Wardle (Chair) 

Julie Carr 
    Krissy Taylor 
    Lesley Boniface 
    Shaun Boniface 
    Corina Watts 
    Steve Saunders 
              
ALSO ATTENDING:  Ken Dry, Town Clerk 
    Stephen Honey, Executive Officer 

Alison Campbell, RFO 
X7 Members of the Public 
X1 Member of the Public On-line 
 

PPF040/24  The Chair informed those present that this meeting will be recorded and then made 
publicly available on the Newhaven Town Council website for 28 days followed by 
its removal and deletion. 

 
PPF041/24  APOLOGIES FOR ABSENCE. 
 
  Received from Cllr. Macleod. 
 
PPF042/24  TO ELECT A VICE CHAIR FOR THIS PROMOTION PARTNERSHIP & FINANCE 

COMMITTEE FOR THE REMAINDER OF THE CIVIC YEAR. 
 
  Cllr L. Boniface nominated Cllr. Watts for this role, which was 
 
  SECONDED by Cllr. Carr and following a unanimous vote 
 
  Cllr. Watts was elected to the role of Vice Chair for this Promotion Partnership & 

Finance Committee for the remainder of the Civic Year. 
 
PPF043/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE 
COUNCILLOR REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE 
TERMS OF THE CODE OF CONDUCT. 

 
Cllr. L. Boniface informed the meeting that she was a Trustee of Haven Creatives 
(Agenda Item 7) and that for the purposes of transparency had recently had a 
number of conversations with representatives of ‘Culture Shift’ (Agenda Item 7). 
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Cllr. Saunders informed the meeting of his ongoing involvement with ‘Newhaven 
Twinning Association’ (Agenda Item 8) and was a supporter of Mencap. (Agenda 
item 7.) 
 
Cllr. Carr informed the meeting that Mencap were one of her chosen charities during 
her Mayoral Year (2023/24) and she continued to support their activities. (Agenda 
Item 7.) 

 
PPF044/24 FOR THE CHAIRMAN TO SIGN THE AMENDED MINUTES OF THE 

PROMOTION, PARTNERSHIP COMMITTEE WHICH MET ON TUESDAY 
FEBRUARY 27TH 2024 FOLLOWING ADDITIONAL CHECKS FOR ACCURACY 
BY THE TOWN CLERK. 

 
The Town Clerk informed the meeting that he had checked the video/audio 
recording of the meeting of 27th February 2024 and confirmed that Cllr. McLean-
Knight was correctly recorded as leaving that meeting at 19:46Hrs. 
 
However, the placement of the actual text, recording this in the draft minutes 
document had now been moved slightly to more accurately reflect that whilst she 
did take part in the discussions on that agenda item, she had left the meeting prior 
to the committees’ resolution on that item. 
 
It was therefore, 
 
RESOLVED: 
That the amended minutes of the Promotion, Partnership & Finance Committee on 
February 27th 2024 were an accurate record, and that they be signed by the 
Chairman as a true record of the proceedings. 

 
PPF045/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

PROMOTION, PARTNERSHIP & FINANCE COMMITTEE HELD ON TUESDAY 
26TH MARCH 2024 ARE AN ACCURATE RECORD OF THE MEETING. 

 
The minutes of the Promotion, Partnership & Finance Committee held on Tuesday 
March 26th 2024 were considered, and it was 
 
RESOLVED 
 
That these minutes be signed by the Chairman as a true and accurate an accurate 
record of the proceedings.   

 
PPF046/24 PETITIONS/PUBLIC QUESTIONS. 
 

The Town Clerk reported that none had been received, but informed the meeting 
that there were representatives of two grant applicants present in the public gallery. 
 
Ms. Catherine Martin – ‘Photo Fringe’ Event Application and  
Representatives of the Newhaven Young Peoples Forum – Large Discretionary 
Grant Application. 

 
PPF047/24 TO CONSIDER AND APPROVE EVENT FUNDING APPLICATIONS - REPORT 

BY THE TOWN CLERK. 
 
 The Chair invited Ms. Catherine Martin to provide supporting information regarding 

the ‘Land Within’ Event Grant application which prompted a range of questions and 
discussion between the committee members. 

 
 The Town Clerk then summarised his report indicating that unlike Discretionary 

Grant Applications, Events Grant Applications could be made/received at any time 
during the year and were not subject to a ‘scoring process’. 
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 The meeting was also informed that there currently exists a budget of £25,000 for 
Events Grants for the remainder of 2024/25. The monies currently being applied for 
is of a total of £11,920. 

 
 The following applications were discussed; 
 
 Photo Fringe - ‘A Land Within’ 
 Following discussion, 
 
 Cllr. S. Boniface 
 
 PROPOSED 
 
 That this application be granted for the full amount of £1000, which was  
 
 SECONDED by Cllr. Saunders, following an overall general consensus, it was 
 
 RESOLVED that Photo Fringe be awarded £1000 for this event application. 
 
  20:17Hrs – Cllr. Saunders leaves the meeting. 
 
 Newhaven, Lewes & District Mencap – Christmas Party 
 Following discussion, 
 
 Cllr. S. Boniface 
 
 PROPOSED 
 
 That this application be granted for the full amount of £300, which was  
 
 SECONDED by Cllr. Saunders, and following a unanimous vote, it was 
 
 RESOLVED that Newhaven, Lewes & District Mencap be awarded £300 for this 

event application. 
 
 20:21Hrs Cllr. Saunders rejoins the meeting and is informed of the previous 

resolution. 
 
 20:23Hrs Cllr. L. Boniface leaves the meeting. 
 
 Culture Shift – Circle of Sound Christmas Ball 
 Following discussion, 
 
 Cllr. S. Boniface 
 
 PROPOSED 
 
 That this application be granted for the full amount of £600, which was  
 
 SECONDED by Cllr. Carr, and following a unanimous vote, it was 
 
 RESOLVED that Culture Shift be awarded £600 for this event application. 
 
 Haven Young Creatives – Harbour Lights Procession 
 Following discussion, 
 
 Cllr. S. Boniface 
 
 PROPOSED 
 
 That this application be granted for the full amount of £3750, which was  
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 SECONDED by Cllr. Watts, and following a unanimous vote, it was 
 
 RESOLVED that Haven Young Creatives be awarded £3750 for this event 

application. 
 
 20:30Hrs Cllr. Boniface rejoins the meeting and is informed of the previous two 

resolutions. 
 
 Newhaven & District Model Railway Club – Annual Show 
 During discussion of this application, it was noted that a computational error 

appeared to have been made by the applicant indicating that despite £1000 being 
applied for the calculated actual funding required was £890. 

 
 Therefore, following this discussion, 
 
 Cllr. Saunders 
 
 PROPOSED 
 
 That this application be granted for the amount of £890, which was  
 
 SECONDED by Cllr. Carr, and following a unanimous vote, it was 
 
 RESOLVED that Newhaven & District Model Railway Club be awarded £890 for this 

event application. 
 
 SCDA – Newhaven Community Christmas Cheer 
 Following discussion, 
 
 Cllr. Saunders 
 
 PROPOSED 
 
 That the council grant an award of £2635 on condition that SCDA match fund to 

achieve the total event cost of £5270. Cllr. Carr indicated that she would second this 
proposal on the basis that the council receives a detailed breakdown of the event 
costs from SCDA. There was consensus on the latter point. This was  

 
 SECONDED by Cllr. Carr, and following a unanimous vote, it was 
 
 RESOLVED that SCDA be awarded £2365 on condition of match funding of this 

amount by SCDA and following the event a detailed breakdown of the event costs is 
provided to the council. 

 
  Note for the Town Clerk/RFO;- Total Events Grants Awarded = £8905. 
 
PPF048/24 TO CONSIDER AND APPROVE DISCRETIONARY GRANT APPLICATIONS – 

REPORT BY THE TOWN CLERK. 
 The Chair invited representatives of the Newhaven Young Peoples Forum present 

to speak in support of their applications. Following supplementary questions from 
the committee members and additional discussion, the committee unanimously 
agreed to award the full amount applied for (£3000). 

 
 Contrary to the actual score achieved by this application, the committee considered 

this to be a very considered and worthwhile application, and therefore, 
 
 RESOLVED that the Newhaven Young Peoples Forum be awarded £3000 for the 

activities outlined in their application. 
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 The Town Clerk then summarised his report, explaining the matter of application 
eligibility and subsequent application of the scoring regime outlined within the 
councils Discretionary Grants Application Policy (DGAP). The committees attention 
was also drawn to para 8 of the report and the remainder of applications were 
considered as follows; 

 
 Small Grants 
 
 Newhaven Art Club application scored 11 which was insufficient to secure a Small 

Grant Award. 
RESOLVED as per officers’ recommendation, no award. 

 
 Newhaven Twinning Association application scored 18 which was sufficient 

(>=15) to secure a Small Grant award of £500 
RESOLVED as per officers’ recommendation. 

 
 2nd Newhaven District Rainbows application scored 17 which was sufficient 

(>=15) to secure a Small Grant award of £300 
RESOLVED as per officers’ recommendation. 

 
 1st Newhaven Brownies application scored 16 which was sufficient (>=15) to 

secure a Small Grant award of £500 
RESOLVED as per officer’s recommendation. 

 
 Our Newhaven application scored 11 which was insufficient (<15) to secure a Small 

Grant Award. This application was also considered ineligible, contrary to para., 2,1 
DGAP. 
RESOLVED as per officers’ recommendation, no award. 
 
Newhaven Cricket Club (Youth Section) application scored 18 which was 
sufficient (>=15) to secure a Small Grant award of £340 
RESOLVED as per officers’ recommendation. 
 
Large Grants 
 
Family Support Work application scored 20 which was sufficient (>15<=22) to 
secure a partial Large Grant award of £1481 
RESOLVED as per officers’ recommendation. 
 
No.21 (Newhaven) Detachment, Delta Coy, Sussex Army Cadets application 
scored 24 which was sufficient (>23) to secure a full Large Grant award of £1000 
RESOLVED as per officers’ recommendation. 
 
Friends of Newhaven Community Food application scored 21 which was 
sufficient (>15<=22) to secure a partial Large Grant award. However, members 
considered the application to be unclear as to what organisation would actually 
benefit from this Grant and following further discussion of this matter, 
 
Cllr. S. Boniface, 
 
PROPOSED that no award be made on this occasion, this was 
 
SECONDED by Cllr Carr, and following a majority vote, it was 
 
RESOLVED that no award be made to the Friends of Newhaven Community Food. 
 
Newhaven Bowling Club the Town Clerk informed the meeting that this application 
was for £3000, £2500 was actually for building maintenance/operating costs work 
and ineligible under para., 2.2 bullet point 5 DGAP. However, officers still scored the 
application in the context of the Tony Bradbury Cup/Trophy, and it scored 18 which 
was sufficient (>15<=22) to secure a partial Large Grant award of £333. 
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Following further discussion of this matter, Cllr. Saunders, 
 
PROPOSED that an award of £500 be made, this was 
 
SECONDED by Cllr. S. Boniface, and following a unanimous vote, it was 
 
RESOLVED that Newhaven Bowling Club be awarded a Grant of £500. 

 
Note for the Town Clerk/RFO;- Total Small Grants Awarded = £1640 

    Total Large Grants Awarded = £5981 
    Grand Total             = £7621 

 
PP049/24 TO CONSIDER AND APPROVE A MINOR AMENDMENT TO THE 

DISCRETIONARY GRANT APPLICATION POLICY (DGAP) V10. - REPORT BY 
THE TOWN CLERK. 

 
 The Town Clerk summarised his report. Following discussion, it was unanimously 
 
 RESOLVED to adopt the new Policy document to include the minor revision. 
 
PP050/24 TO NOTE A RECENT EMERGENCY DECISION REPORT REGARDING THE 

CENTRAL HEATING BOILER AT THE COUNCIL OFFICES, 18 FORT ROAD, 
NEWHAVEN – REPORT BY THE EXECUTIVE OFFICER. 

 
 Noted. 
 
PP051/24 TO CONSIDER AND AUTHORISE THE APPOINTMENT OF A CONTRACTOR TO 

CARRY OUT REMEDIAL WORKS TO LEWES ROAD HUT – REPORT BY THE 
EXECUTIVE OFFICER. 

 
 The Executive Officer summarised his report, and following discussion it was 

unanimously, 
 
 RESOLVED that Complete Property Solutions (Sussex) Ltd be engaged to 

undertake the repair works at a cost of £1970+VAT. 
 
PP052/24 BUDGET REPORT TO 15th OCTOBER 2024. 
 

Following a number of requested clarifications from the RFO, the contents of the 
report were noted. 

   
The Meeting was closed at 21:36HRS. 
 
 
 
Date: ……………… ………………        Chairman……………………………………………..            
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PROMOTION, PARTNERSHIP & FINANCE 
COMMITTEE 

 
 

Minutes of a Meeting of the Promotion, Partnership and Finance Committee 
held at Meeching Hall, Fort Road, Newhaven on Tuesday 10th December 2024 at 7:15pm. 

 
 
PRESENT: Councillors Mark Wardle (Chair) 

Corina Watts (Vice Chair) 
    Krissy Taylor 
    Lesley Boniface 
    Shaun Boniface 
    Julie Carr 
              
ALSO ATTENDING:  Ken Dry, Town Clerk 
    Stephen Honey, Executive Officer 

Alison Campbell, RFO 
 

PPF053/24  The Chair informed those present that this meeting will be recorded and then made 
publicly available on the Newhaven Town Council website for 28 days followed by 
its removal and deletion. 

 
PPF054/24  APOLOGIES FOR ABSENCE. 
 
  None. 
 
PPF055/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE 
COUNCILLOR REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE 
TERMS OF THE CODE OF CONDUCT. 

 
 None. 
 
PPF056/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

PROMOTION, PARTNERSHIP & FINANCE COMMITTEE HELD ON TUESDAY 
22ND OCTOBER 2024 ARE AN ACCURATE RECORD OF THE MEETING. 

 
RESOLVED 
 
With one amendment to reflect the attendance of Cllr. Saunders, that these minutes 
be signed by the Chairman as a true and accurate an accurate record of the 
proceedings.   
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PPF057/24 PETITIONS/PUBLIC QUESTIONS. 
 

None. 
 
PPF058/24 TO NOTE THE ON-LINE APPROVAL OF AN EVENT FUNDING APPLICATION - 

REPORT BY THE TOWN CLERK. 
 
 The Town Clerk reminded the meeting of the circumstances surrounding this 

application and that committee members had RESOLVED to make this award 
following an email consultation. 

 
 He informed the meeting that this Events Application was not subject to the 

requirements of the current Discretionary Grants Application process, however the 
parameters for a specific policy was a discussion item on this agenda. 

 
 Noted. 
 
PPF059/24 TO NOTE AND RECOMMEND A NUMBER OF PERTINENT POLICIES. – 

REPORT BY THE EXECUTIVE OFFICER. 
 
 The Executive Officer (EO) summarised his report regarding the review, 

development and reformatting of the following NTC Policy documents; 
 

• Reserves Policy* 

• Investment Strategy, 

• Press & media Policy, 

• Complaints Policy 

• Discretionary Grant Policy 7 Procedure* 
 

• Reformatting only. 
 

Following discussion, the unanimous consensus of the meeting was to 
 
RESOLVE that these documents be recommended for adoption by Full Council. 

 
PP060/24 TO CONSIDER AND APPROVE A HALL RENTAL FEE IN RESPECT OF 

NEWHAVEN SEA CADETS – REPORT BY THE RESPONSIBLE FINANCE 
OFFICER. 

 
 The RFO summarised her report, and following discussion it was, 
 
 PROPOSED by Cllr. Saunders that a fee of £45 be levied for each session of the 

Sea Cadets at Meeching Hall w.e.f. April 1st 2025, 
 
 SECONDED by Cllr. Watts, and following a unanimous vote it favour, it was 
 
 RESOLVED that a fee of £45 be levied for each session of the Sea Cadets at 

Meeching Hall w.e.f. April 1st 2025. 
 
PP061/24 TO CONSIDER AND AUTHORISE THE PURCHASE OF A REPLACEMENT ITEM 

OF PLAY EQUIPMENT AT VALLEY ROAD PLAY AREA - REPORT BY THE 
RESPONSIBLE FINANCE OFFICER. 

 
 The RFO summarised her report, and following discussion it was, 
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 PROPOSED by Cllr. S. Boniface, that HAGS be instructed to carry out these works 
for the cost of £6307.78 (+VAT), and that this work (£6307.78 +VAT) be financed 
from non-allocated ‘Neighbourhood’ Community Infrastructure Levy (CIL)  

 
 SECONDED by Cllr. Saunders, and following a unanimous vote it favour, it was 
 
 RESOLVED that HAGS be instructed to carry out these works for the cost of 

£6307.78 (+VAT), and that this work (£6307.78 +VAT) be financed from non-
allocated ‘Neighbourhood’ Community Infrastructure Levy (CIL). 

 
PP062/24 TO CONSIDER THE PROPOSED DRAFT BUDGET FOR FY 2025/26 FOR ITS 

RECOMMENDATION TO THE NEXT FULL COUNCIL MEETING. – REPORT BY 
THE TOWN CLERK. 

  
Following the recent confirmation of the Council Tax Band for Newhaven by Lewes 
District council of 4033.00, the Town Clerk drew the committees attention the 
updated report (061224) that reflected this. He then summarised that this proposed 
budget of £713,962 would result in Band D Council Tax for Newhaven residents of 
£177.03 which was a £7.26 increase (4.3%) on that of 2024/25 (£169.77) 
 
Following a number of queries and clarifications from officers, discussion focused 
upon whether or not the £25K for NTC organised events (Exp. Code. 100.4218) 
would be sufficient for the councils future aspirations in this regard. 
 
Resultant of these discussions, it was, 
 
PROPOSED by Cllr. Saunders that (Exp. Code. 100.4218) be increased by £10K, 
resulting in a proposed budget of £723,9621 for the FY 2025/26 to be considered 
and adopted by Full Council in January 2025 
 
SECONDED by Cllr. S. Boniface, and following a unanimous vote in favour, it was, 

 
 RESOLVED that (Exp. Code. 100.4218) be increased by £10K, resulting in a 

proposed budget of £723,962 for the FY 2025/26 to be considered and adopted by 
Full Council in January 2025. 

 
PP063/24 NOTICEBOARDS AND ADVERTISING – DISCUSSION ITEM. 
 

The EO summarised his research to date in respect of Bus Stop/Shelter, and NTC 
Noticeboard advertising and the potential income and expenditure implications and 
added that Planning Permission would be required in some cases. 
 
Following further discussion, it was unanimously, 
 
RESOLVED that the EO initiate relevant Planning Permission applications and 
present a report to the next meeting of this committee for further consideration and 
resolution. 

 
PP064/24 DEVELOPMENT AND INCEPTION OF AN EVENTS GRANT APPLICATION 

POLICY – DISCUSSION ITEM. 
 
 The Town Clerk informed the meeting, that given the fact that this meeting had 

overrun and that another committee was scheduled to have started at 8:15pm, it 
would be more expedient to develop an initial draft of an Events Grant policy, 

 
1 Council Tax Band D amount of £179.51 for 2025/26; a £9.74 (5.7%) increase on that of 2024/25 (£169.77), 
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circulate to committee members and formally report it at the next meeting of this 
committee. 

 
 Acknowledged and agreed. 
 
PP065/24 BUDGET REPORT TO 30TH NOVEMBER 2024. 
 
 Members requested clarification regarding income account line 101.1091 LDC 

Grant which showed £73,692 had been received. Officers were unable to provide a 
definitive answer at the meeting. 

 
 Note for Town Clerk: Subsequent investigation of the above matter has shown that 

this was Towns Deal Grant monies following Claim No.2 in August 2024 for 
Eastside Allotments (£73,962). 

 
 
The Meeting was closed at 20:44HRS. 
 
 
 
Date: ……………… ………………        Chairman……………………………………………..            
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REGENERATION AND STRATEGIC DEVELOPMENT 
COMMITTEE 

 
Minutes of a Meeting of the Regeneration & Strategic Development Committee 

held at Meeching Hall, Fort Road, Newhaven 
on Tuesday 26th November 2024 at 7:15pm. 

 
PRESENT:  Councillors: Mark Wardle (Sub. for Cllr. S. Boniface) 

Krissy Taylor 
Kim Bishop 
James Harrison (Sub. For Cllr. L Boniface) 

 
ALSO ATTENDING:   Ken Dry, Town Clerk 
     Stephen Honey, Executive Officer, 
     Laurie Marsden, Communications & Events Officer 
     Michelle Connors, NEZ Business Engagement Officer 
     Lee Davies, Director and Architect, HNW Architects 
      
RSD0014/24 In the absence of both a Committee Chair and the Committee Vice Chair, the 

councillors present elected Cllr. Wardle to Chair the business of this meeting. 
 
RSD0015/24 The Chair stated that this meeting will be recorded and then made publicly available 

on the Newhaven Town Council Website for 28 days, followed by its removal and 
deletion. 

 
RSD0016/24 TO ELECT A CHAIRMAN FOR THIS REGENERATION & STRATEGIC 

DEVELOPMENT COMMITTEE FOR THE REMAINDER OF THE CIVIC YEAR. 
 
  The Town Clerk informed the meeting that he was aware of only one nomination for 

Chair of this Committee, Cllr. S. Boniface, and that a replacement Vice Chair would 
be a matter for the next meeting of this committee. 

 
  Cllr. Bishop, Seconded the nomination of Cllr. S. Boniface for the role of Chair of 

this Regeneration & strategic Development for the remainder of the Civic Year. 
 
  Following a unanimous vote in favour of this proposition, it was, 
 
  RESOLVED  that Cllr. S. Boniface will be the Chair of this Regeneration 7 

Strategic development Committee for the remainder of the Civic Year. 
 
RSD0017/24 APOLOGIES FOR ABSENCE 
 

 Cllrs, L. Boniface, S. Boniface and Woodling. 
 



 

Page 2 of 3 
 

RSD0018/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 
PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE 
COUNCILLOR REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE 
TERMS OF THE CODE OF CONDUCT. 

 
  None declared. 
 
RSD0019/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE 

REGENERATION AND STRATEGIC DEVELOPMENT COMMITTEE HELD ON 
TUESDAY 27th AUGUST 2024 ARE AN ACCURATE RECORD OF THE 
MEETING. 

 
  The Minutes of the Meeting held on Tuesday 27th August 2024 were considered. 
 
  RESOLVED: 

That the Minutes be signed by the Chair to be a true record of the proceedings. 
 
RSD0020/24 PETITIONS/PUBLIC QUESTIONS 
 
  None received 
 
RSD0021/24  NEWHAVEN HIGH STREET – SHOP FRONT PROPOSALS: PRESENTATION BY 

MICHELLE CONNORS AND CORRINE DAY OF THE NEZ. 
 

Michelle Connors and Lee Davies made a presentation to the committee regarding 
the Shop Front Proposals Project, how it worked and how it was now been rolled 
out, with 5 shop holders already engaged in the same. The long-term aim of the 
project was to attempt to improve the general aesthetics of the varied shopfronts in 
the high street and thereby make it more attractive place to visit and shop in. 
 
Following a range of questions from the committee, the Chair thanked them for 
attending and briefing them on the project. 
 

RSD0022/24 EVENTS STRATEGY DEVELOPMENT 1ST DRAFT - DISCUSSION ITEM 
(EVENTS & COMMUNICATIONS OFFICER, LAURIE MARSDEN). 

 
 The Events & Communications Officer guided the committee through the first draft 

of a Council Events Strategy, identifying its key elements and its rationale. 
 
 Following discussion, the committee, 
 
 RESOLVED that this be reported to the Full Council in January 2025 to allow input 

from all Town Councillors. 
 
RSD0023/24 DENTON PLAYGROUND INSTALLATION – ORAL UPDATE BY THE TOWN 

CLERK. 
 

The Town Clerk informed the meeting that construction of the play area was fast 
approaching completion with 95% of the play equipment installed and that some 
initial wet-pour surfacing had already been installed. However, the current spells of 
wet weather continued to frustrate a precise completion date which Cllrs Watts and 
Macleod were keen to act upon by way of an official opening event. 
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The Town Clerk indicated, that whilst it is anticipated that the play area would be 
completed prior to the Christmas Holidays, being able to organise a notable event to 
mark this would be very difficult, and ventured the idea of perhaps allowing the 
public/children’s access to the play area (following all necessary safety checks) 
immediately on completion with a notable official opening when the weather had 
suitably improved. 
 
RESOLVED that the Town Clerk closely monitors final stage progress of the project 
and seek the views of Cllrs Watts and Macleod regarding an official opening of the 
site. 

 
RSD0024/24 INCOME & EXPENDITURE REPORT TO NOVEMBER 19TH 2024. 
 

The Town Clerk informed the meeting that there were no adverse issues to report 
and that expenditure line 4218 had been increased to £25K (for FY 25/26) to 
accommodate the likely increased range of Public Events emanating from the 
forthcoming Events Strategy. 
 
The committee noted the report. 

 
There being no further business, the meeting closed at 9:36pm. 

 
 
 
 
Date:  …………………………………… ………………………………………………. 

Chairman 
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PERSONNEL COMMITTEE 
 

Minutes of a Meeting of the Personnel Committee 
held at Meeching Hall, 2 Fort Road, Newhaven 
on Tuesday 10th December 2024 at 8:47pm  

 
PRESENT:    Councillor’s Lindsey Macleod (Chair) 
       Steve Saunders (Vice Chair) 

Kim Bishop 
Shaun Boniface 
Linda Thomas 
Corina Watts 
Julie Carr 

 
ALSO ATTENDING:  Ken Dry  Town Clerk 
    Stephen Honey Executive Officer   
 
PE17/24 The Chair informed those present that this meeting will be recorded and then made 

publicly available on the Newhaven Town Council website for 28 days followed by its 
removal and deletion. 

 
PE18/24 APOLOGIES FOR ABSENCE 
 

None. 
 
PE19/24 DECLARATIONS OF INTEREST - DISCLOSURE BY COUNCILLORS OF 

PERSONAL INTERESTS IN MATTERS ON THE AGENDA, AND WHETHER THE 
COUNCILLOR REGARDS THEIR INTEREST AS PREJUDICIAL UNDER THE 
TERMS OF THE CODE OF CONDUCT. 

 
There were none. 

 
PE20/24 TO CONSIDER WHETHER THE MINUTES OF THE MEETING OF THE PERSONNEL 

COMMITTEE HELD ON MONDAY 10TH MAY 2024 ARE AN ACCURATE RECORD 
OF THE MEETING 

 
RESOLVED: 
That these Minutes be signed by the Chairman as a true record of the proceedings. 

 
PE21/24 PETITIONS/PUBLIC QUESTIONS 
 
 There were none. 
 
PE22/24 TO CONSIDER AND ADOPT A RANGE OF REVIEWED PERSONNEL POLICIES – 

REPORT BY THE EXECUTIVE OFFICER. 
 
 The Executive Officer (EO) summarised his report regarding the review, development 

and reformatting of the following NTC Policy documents; 
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• Adoption Leave Policy 
• Anti-Harassment & Bullying Policy and Procedure * 
• Disciplinary Procedure 
• Disciplinary Procedure for the Town Clerk 
• Equality & Diversity Policy 
• Flexible Working Policy 
• Grievance Policy & Procedure 
• Local Government Pensions Scheme Discretions Policy 
• Lone Working Policy * 
• Maternity Policy 
• Paternity & Parental Leave Policy 
• Personal Relationships at Work Policy * 
• Recruitment of Ex-Offenders Policy 
• Safeguarding Policy 
• Sickness Absence Policy * 
• Staff Appraisal Policy 
• Staff Handbook 
• Training & Development Policy  
• Whistleblowing Policy 

 
 ‘*’ Reformatting only. 
 
 Following discussion, the unanimous consensus of the meeting was to 
 
 RESOLVE that these documents be recommended for ratification and adoption by Full 

Council. 
 
PE23/24 EXCLUSION OF PRESS AND PUBLIC - TO RESOLVE THAT THE PRESS AND 

PUBLIC BE EXCLUDED FROM THE REMAINDER OF THE MEETING IN 
ACCORDANCE WITH THE PROVISIONS OF SECTION 1(2) OF THE PUBLIC 
BODIES (ADMISSION TO MEETINGS) ACT, 1960, IN VIEW OF THE 
CONFIDENTIAL NATURE OF THE PERSONNEL MATTERS TO BE DISCUSSED. 

 
 RESOLVED. 
 
PE24/24 CONFIDENTIAL – STAFF SALARIES 2025-26 – REPORT BY THE TOWN CLERK  
 
 The Town Clerk summarized his report. 
 
 20:55Hrs Cllr Thomas joins the meeting. 
 
 Following discussion, it was  
 
 RESOLVED unanimously, 
 
 That the committee notes the salaries payable to council staff from 1st April 2025 and 

authorises implementation of any future national pay agreement if and when 
announced by the National Joint Council for Local Government Services for the FY 
2025/26. 

 
There being no further business, the Meeting closed at 20:59Hrs. 
 
 
 
 
 
Date:  …………………………………… ……………………………………………………………. 
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Chairman 
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To:   Full Council           Agenda Item 11. 
 

Date:    14th January 2025 
 
Report Contact: Town Clerk 
 
Subject:   Ongoing relationship of the Town Council with the Vietnamese 

Embassy. 
 
 
1. The purpose of this report is to engender consideration and discussion of the councils’ 

preferred mode of interaction with the Vietnamese Embassy. 
 

2. Since 2013, there has been an ongoing relationship and interaction with representatives of the 
Vietnamese Embassy through their regular visits to Newhaven, given the association of their 
former founder/leader Ho Chi Minh through his employment as a Pastry Chef on one of the 
Newhaven Ferries in the early part of the 20th Century. 

 
3. Notwithstanding a range of disparate views concerning the cultural and economic benefits that 

may arise from this relationship, the Vietnamese Embassy appears keen to visit Newhaven and 
venerate the memory of Ho Chi Minh. 

 
4. Unfortunately, these visits tend to be at very short notice1, with Embassy event organisers 

making arrangements with multiple individuals and local organisations within the Town. 
 

5. Councillors are therefore asked to consider the following points and any others they feel 
pertinent; 

 

• Which organisation in the Town should ideally take-on/co-ordinate these visits; 
Chamber of Commerce, District or Town Council? 
 

• If it is to be the Town Council, who should be the point of contact; An appointed 
Councillor, the Town Clerk, or the Events & Communications Officer? 

 
6. Whatever the outcome of these considerations, the appointed person/party should be known 

by all concerned and all enquiries directed to that individual/body accordingly. Similarly, officers 
would suggest that the continued lack of sufficient notice regarding their visits remains a 
significant concern, and despite previous best efforts this has largely been ignored by the 
Embassy staff who will use the ‘path of least resistance’ to ensure their own timelines. 
 

7. Given the potential economic benefits that may develop from this relationship with the 
Embassy, it would appear logical that the Newhaven Chamber of Commerce be their point of 
contact and co-ordinator of visits and events to the Town. 
 

Recommendation. 
 
That the Council advises the Town Clerk as to their preferred way forward on this matter. 

 
1 Anything from 2 days to 2 weeks max. 

TOWN COUNCIL OFFICES 
18  FORT ROAD 
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Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Ken Dry 
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To:   Full Council           Agenda Item 12. 
 

Date:    14th January 2025 
 
Report Contact: Town Clerk 
 
Subject:   Confirmation of a Town Councillors Vacation of Office by failure to 

attend meetings. 
 
 
1. The purpose of this report is to seek the council’s resolution to confirm that Cllr. Willem Browne 

has vacated his office by a failure to attend meetings, as per the Local Government Act 1972, s 
85(1) & (2). 
 

2. Section 85 (1) provides that subject to sub sections (2) and (3) of the same, that if a member of 
a local authority fails throughout a period of six consecutive months from the date of his last 
attendance to attend any meeting of the authority, he shall, unless the failure was due to some 
reason approved by the authority before the expiry of that period, cease to be a member of the 
authority. 

 
3. Sub section (2) states that attendance as a member at a meeting of any committee or sub-

committee of the authority, or at a meeting of any joint committee, joint board or other body by 
whom for the time being any of the functions of the authority are being discharged, or who were 
appointed to advise the authority on any matter relating to the discharge of their functions, and 
attendance as representative of the authority at a meeting of any body of persons, shall be 
deemed for the purposes of subsection (1) above to be attendance at a meeting of the 
authority. 
 

4. Sub section (3) states that a member of any branch of His Majesty’s naval, military or air forces 
when employed during war or any emergency on any naval, military or air force service, and a 
person whose employment in the service of His Majesty in connection with war or any 
emergency is such as, in the opinion of the Secretary of State, to entitle him to relief from 
disqualification on account of absence, shall not cease to be a member of a local authority by 
reason only of a failure to attend meetings of the local authority if the failure is due to that 
employment. 

 
5. Cllr. Browne was co-opted to the Town Council on Tuesday 11th June 2024 (Min. Ref C038/24 

refers) and was not appointed to any of the councils’ committees, nor as a representative of the 
council on any external body. Cllr. Browne was therefore only required to attend all subsequent 
Full Council meetings. 

 
6. During the period 11th June 2024 – 11th December 20241 there have been one Full Council 

(17/9/24), and two Additional Full Council (16/7/24 & 13/11/24) meetings. Cllr. Browne has 

 
1 A period of six consecutive months as stipulated under the LGA 1972, s85(1) 
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been absent from all without apology or having submitted any reason to Full Council for any 
continued period of absence prior to the end of the aforementioned six-month period. 

 
7. When first co-opted Cllr. Browne was provided with an NTC Inbox and provided log in details 

for the same. Officers can confirm that Cllr. Browne has neither made contact with Ingenio 
(Councils IT support contractor) to align his chosen personal hardware for this purpose nor 
actually accessed his emails since being co-opted. 

 
8. In conclusion, it is evident that Cllr. Browne has not attended any meetings within a 

consecutive six-month period and therefore under current legislation is deemed to have 
vacated his office by a failure to attend meetings. 

 
Recommendation. 
 
That the council confirms that Cllr. Browne has vacated his office by a failure to attend meetings 
and that the Town Clerk informs the Monitoring Officer accordingly. 
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Events Strategy 2025 

 
 

Agenda Item No.15 

Introduction – About this Strategy 
The Newhaven Town Council Events Strategy supports the development and delivery 
of events that bring people together to share experiences and develop a stronger 
sense of community.  

This strategy seeks to support events activity in Newhaven. It sets out the priority 
objectives for Newhaven Town Council and shows how we will continue to generate 
activity and work in partnership with others to ensure that Newhaven benefits from a 
mix of activity across genres and seasons.  The strategy will be reviewed regularly to 
ensure that we are responding to evolving needs and to feedback received relating to 
events.  

 

Benefits of Events 
Events are important to the wellbeing of residents. They can promote pride in the town, acceptance of 
cultures, community cohesion, a feeling of belonging and more active citizenship.  

 

Events can provide significant benefits for a host destination and are acknowledged as opportunities 
to stimulate tourism and economic growth by showcasing the destination and attracting visitors from 
outside the area.  A positive experience for an attendee at an event can prompt them to become a 
destination advocate. Events provide a valuable opportunity to showcase the unique and compelling 
identity of the town. 

Over the years, Newhaven Town Council has been involved with establishing a range of successful 
events, for example, civic events such as the Remembrance Service, heritage events such as Dieppe 
Raid and community events such as Sussex Day. These have been extremely valuable events 
organised directly or indirectly by Newhaven Town Council; although it could be proposed that the full 
potential of this type of activity has not yet been achieved and the programme of events could be 
grown further.  This strategy seeks to look at building on previous successes and on growing the 
potential for making an even richer events calendar. 
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Key USPs and opportunities for Newhaven 
Newhaven is a small busy port town at the mouth of the River Ouse and surrounded by the South 
Downs. It has an active fishing fleet and marina with boats visiting from across Europe. The town is 
conveniently situated between Brighton, Lewes and Eastbourne and has easy year round ferry access 
to France. 

The town of Newhaven has a rich and varied past, with a significant maritime, naval and military 
heritage. Newhaven played an important role during the Second World War, in particular, with the 
Dieppe Raid in 1942. 

Newhaven is an excellent place to host events. It has good transport links:  

- The train station is close to the main centre of the town, making it straightforward for visitors to 
travel to the town for events 

- The town is in close proximity to the 
main road network of the A27 and a 
main road along the coast to and 
from Brighton runs through the town 

Newhaven has beautiful vistas all round 
with an expansive outlook to the river Ouse 
and the Channel, and views all round to the South Downs.  There are pubs, music venues, theatre 
spaces and performance spaces.  

There is a strong artisan community within the town, which is actively involved in promoting events 
relating to arts and crafts. The town has two very popular tourist attractions: Newhaven Fort and 
Paradise Park. 

 

Newhaven Town Council 
Over recent years, Newhaven Town Council has been involved with delivering events in the Town, in 
different capacities, i.e.: 

Organiser 
The Town Council organises successful events throughout the year, including for example: the Mayor’s 
Carol Concert, Remembrance Sunday and DDay. 
 
Host  
The Town Council has a number of spaces available to hire for one off or regular events, .e.g., the 
Bandstand which is a great venue for live music and Meeching Hall which is used by local community 
groups for activities and theatre productions. 
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Collaborator 
The Council works with other groups to jointly organise events, for example, Newhaven Festival. The 
Council will continue to work with other event organisers to cross promote their events. 
 
Supporter 
The Town Council will continue to ensure that events information is up to date and readily available for 
organisers and potential attendees, e.g. by ensuring that events are featured on the Council’s website 
and that there is access to the Council’s Communications and Events Officer.  
 
 

Previous Events 
There has previously been a strong calendar of events across the year, including 
the following organised by Newhaven Town Council: Remembrance Sunday, 
Christmas Lights Switch On and more. 

There has also been a number of successful events organised by or in 
conjunction with other organisers, e.g., the Newhaven Festival, and the Summer 
at the Sidings. 

Evaluation of the Summer at the Sidings events in the Summer of 2024 was 
undertaken and the findings showed that 77% of attendees were from the local 
BN9 Newhaven area, indicating a strong local engagement, and there was a 
significant interest expressed in more events with live music and bands. 

 

Going forward – 2025 and looking ahead 
Listed below are key strategic objectives and actions for the 2025 events strategy. 

 

Key strategic objectives and actions looking forward: 

• Investigate and identify areas for potential growth opportunities and development, including:  

o Develop events that attract visitors from outside Newhaven 

o Capitalise on the international link to Europe 

o Increase the number of events which have proved popular to date, e.g., bands, live 
music  

• Encourage sustainability. Event organisers, including the Council, will be encouraged / required 
to minimise their environmental impact. For example, sustainability will be encouraged 
through re-cycling, encouraging the use of public transport etc. It is recommended that a 
sustainability protocol is developed that event organisers will need to commit to comply with, 
e.g., sustainable environmental practices 
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• Evaluate the social and economic impact of events. It is important to seek feedback and use 
the learnings and findings for then enhancing the offering and value for money of future events. 
It is recommended that a consultation exercise is undertaken in the form of a questionnaire to 
ask residents for their views relating to their awareness of the events, and to the types of events 
that they would like to see on the calendar 

• Establish an events budget which incorporates: 

o Funding towards NTC organised events 

o Grants for other events organisers 

• Promote the use of spaces across the town and manage a booking system 

• Develop relationships with events organisers, e.g. private organisations, local community 
groups. Intrinsic to this is also the provision of giving a platform to local musicians and 
performers as well as the support for local businesses. It is recommended that the Council 
seeks opportunities for collaboration with external organisations  

• Grow the events programme and, as part of this, develop a mix of event types across the 
seasonal calendar. The programme will be a mixture of established successful events, new 
events which can be developed, and potentially international events. This involves the planning 
and delivery of a diverse programme of events that offers something for all audiences whether 
they are local or visitors to Newhaven. The Council should pro-actively pursue opportunities to 
organise and host events. The Council should also look to identify events which have 
potentially wider international connections, e.g., with the port’s link to Europe 

• Develop a communications plan to promote each and every event 

• Become a centre of expertise on delivering events that are right for Newhaven 

• Promote Newhaven throughout all events activity as an attractive and vibrant town 
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DRAFT 
DATE EVENT PROPOSED/SUGGESTED PLAN(S) 
Fri 18 Apr 
(Good Friday) 

EASTER EGG HUNT AT DENTON 
PARK 

Appearance by the Easter Bunny  
2
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 Thurs 8 May VE DAY 80 - Raise VE Day flag at 9am 

- Cathedrals and churches ring 
bells at 6.3pm – ask local 
churches to action 

- Fish and Chip Supper (at the 
Fort? 1940s style band?) Or 
Community Picnic? 

- Beacon Lighting at Newhaven 
Fort at 9.30pm. Read out a 
Tribute 

- Give out grants for people to 
hold their own street parties? 

Sat 24 May A NIGHT OF ENTERTAINMENT  
(RICK SHARPE) – FUNDRAISER 
IN AID OF MAYOR’S CHOSEN 
CHARITY 

Ask Rick Sharpe to organise jointly. 
Hold at Meeching Hall. 

Sat 7 Jun MEET THE MAYOR Drop in for coffee, tea and chat, at the 
Hillcrest Centre, 10am to midday 

Sat 21 Jun 
(actual date is 
Mon 16 Jun) 

SUSSEX DAY At the Bandstand or the Sidings. If at 
the Sidings, organise jointly with the 
Towner?  

- Stallholders 
- Performers 
- Live music 
- Food and Drink 

  Sat 19 Jul FRENCH MARKET Jointly organise with the Twinning 
Association 

  Sun 10 Aug DIEPPE RAID 
COMMEMORATION 

Church Service 
Parade 
Luncheon 
Tributes 

  Fri 15 Aug VJ DAY 80 Ringing of Church Bells at 6.30pm 
  Sat 6 Sep TRIBUTE BAND AT THE SIDINGS  
  Fri 19 Sep NEWHAVEN’S GOT TALENT At Meeching Hall 
  Sat 11 Oct MAYOR’S CHARITY QUIZ At Meeching Hall 
  Sun 9 Nov REMEMBRANCE SUNDAY Church Service 

Parade 
Tributes at Memorial Green 

 Tues 2 Dec MAYOR’S COMMUNITY CAROL 
CONCERT 

At St Michael’s Church 

Sat 6 Dec CHRISTMAS MARKET AND 
LIGHTS SWITCH ON 

In the Town Centre 
- Stallholders 
- Best Dressed Shop Window 
- Santa’s Grotto 
- Live music 
- Local dance groups 
- Switch On Lights as soon as it 

gets dark 
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To:   Full Council       Agenda Item 16.  
 

Date:    14th January 2025 
 
Report Contact: Town Clerk – Ken Dry 
 
Subject:    Authorisation of Expenditure over £7500 
 
 
1. The purpose of this report is to request council authorisation of the following works as 

recommended by the Environment & Amenities Committee at its meeting of December 17th 
2024; 
 
a) Provision of Reed clearance by Bonny’s Wood contractor at Valley Road Ponds for the 

year 2025/26 totalling £7560+VAT. (Original Report at Appendix A.) 
 

b) Provision of Tree Maintenance works by Bonny’s Wood contractor totalling £4100+VAT1. 
(Original Report at Appendix B.)  
 
(Combined total of £11,661+VAT to Bonny’s Wood contractor). 
 

c) 12-month extension of Highways Verges contract by Countryman’s contractor, totalling 
£15,781+VAT (original Report at Appendix C.) 

 
2. The reed clearance works at para 1a) above reflect the ongoing annual objectives of the Valley 

Road Ponds Management Plan 2019-2024 which have to date proved highly effective both 
visually and in terms of maintaining and improving the existing habitat value of the site. 
 

3. Notwithstanding the aspect of ongoing biodiversity/habitat and tree stock health, this 
maintenance, as per para. 1b) above, plays a significant role in mitigating the councils’ 
exposure to insurance claims from 3rd parties, and this is particularly relevant given the recent 
weather patterns experienced across the UK. 

 
4. With regards to para. 1c) above, in the years 23/24 and 24/25 it has been established through 

cumulative experience that x6 Urban and x2 Meadow Verge cuts has been the optimal 
approach which has also been supported by the feedback received through the previous NTC 
Highways Verges residents survey. 
 

5. The Environment & Amenities Committee have already elected to use the ‘self-managed’ 
approach to its Highways Verges (owned by East Sussex County Council (ESCC)) and this 
enables it to receive a circa £3-4000pa subsidy from ESCC. 

 

 
1 Comprised of £1500+VAT for the FY 2024/25 and £2600+VAT for the FY 2025/26 
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6. The town council’s financial regulations state that where the value of works or specialist 
services is below £7,500 and above £2,000 the Clerk should strive to obtain 3 estimates.  
However, this is not required if the committee/council feels that it is in its best interests to use a 
contractor which it has already engaged for other work (Contracts 11.1.a. viii). 
 

7. Members of the Environment & Amenities Committee have already acknowledged the 
continued professional and previous excellent work provided by both Bonny’s Wood and 
Countryman’s contractors in respect of the works outlined at para.1 and the attached 
appendices. 

 
8. As the total cost of these services by both contractors is in excess of £7500, NTC Financial 

Regulations 4.1 requires Full Council authorisation of the same. 
 
9. Recommendation: 
 

That the Council notes the recommendations of the Environment & Amenities Committee and 
authorises the following expenditure; 
 
a) Provision of Reed clearance by Bonny’s Wood contractor at Valley Road Ponds for the year 

2025/26 totalling £7560+VAT.  
 
b) Provision of Tree Maintenance works by Bonny’s Wood contractor totalling £4100+VAT. 
 

(Combined total of £11,661+VAT to Bonny’s Wood contractor). 
 
c) 12-month extension of Highways Verges contract by Countryman’s contractor, totalling 

£15,781+VAT. 
 



 

 

 

 

 

 

 

 

 

 

To:   Environment & Amenities Committee     
 

Date:    17th December 2024 
 
Report Contact: Town Clerk – Ken Dry 
 
Subject:    Valley Road Ponds – Reed Clearance 
 
 
1. The purpose of this report is to request that the committee authorises the following works at 

Valley Road Ponds for the year 2025/26. 
 
X2 Reed Cuts at Ponds 1-4 (April-September) to include removal and disposal of arisings 
£5040+VAT. 
 
X2 Reed Cuts at all Pond Culverts (April-September) to include removal and disposal of 
arisings £2520+VAT. 

 
2. These reed clearance works reflect the ongoing annual objectives of the Valley Road Ponds 

Management Plan 2019-2024 which have to date proved very effective both visually and in 
terms of maintaining and improving the existing habitat value of the site. 

 
The town council’s financial regulations state that where the value of works or specialist 
services is below £7,500 and above £2,000 the Clerk should strive to obtain 3 estimates.  
However, this is not required if the committee feels that it is in its best interests to use a 
contractor which it has already engaged for other work (Contracts 11.1.a. viii). 
 
Members will already be aware of the professional and excellent work provided by Bonny’s 
Wood on this specific project. 

 
3. However, as the total cost of these services by one contractor is in excess of £7500, NTC 

Financial Regulations 4.1 requires Full Council authorisation of this expenditure. 
 
4. Recommendation: 
 

That the Committee recommends both quotations for approval at the next scheduled Full 
Council Meeting for their initiation in the FY 2025/26 at a total cost of £7560+VAT. 
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To:   Environment & Amenities Committee     
 

Date:    17th December 2024 
 
Report Contact: Town Clerk – Ken Dry 
 
Subject:    Proposed Tree Works: 24/25 & 25/26 
 
 
1. The purpose of this report is to request that the committee authorises the following tree 

maintenance works; 
 
2024/25 – Newhaven Cemetery & Valley Ponds - £1500+VAT (Appendix 1) 
 
2025/26 – Multiple Sites across the Town - £2600+VAT (Appendix 2) 
 
A list of required works encompassed by the aforementioned costs is at Appendix 3. 

 
2. Notwithstanding the aspect of ongoing biodiversity/habitat and tree stock health, this 

maintenance plays a significant role in mitigating the councils exposure to insurance claims 
from 3rd parties, and this is particularly relevant given the recent weather patterns experienced 
across the UK. 
 

3. Members attention is also drawn to Appendix 3, where the works advise the felling of two trees 
(One at Memorial Green and the other at Valley Ponds neither under a TPO). Whilst resultant 
of professional advice, the council may encounter some resultant adverse publicity from this. 
 

4. The town council’s financial regulations state that where the value of works or specialist 
services is below £7,500 and above £2,000 the Clerk should strive to obtain 3 estimates.  
However, this is not required if the committee feels that it is in its best interests to use a 
contractor which it has already engaged for other work (Contracts 11.1.a. viii). 
 
Members will already be aware of the professional and excellent work provided by Bonny’s 
Wood to date. 

 
5. Members will additionally aware that Bonnys Wood will have benefited from being appointed 

those works under Report 7 to this meeting (Reed Clearance £7560+VAT), and if appointed for 
this work also would mean payments totalling £11,660 to the same contractor. 

 
6. Therefore, in keeping with the content and recommendations of Report 7 to this meeting, and 

as a matter of transparency and financial probity, authorisation of this expenditure will be a 
required by Full Council. (NTC Financial Regulations 4.1) 

 
7. Recommendation: 

That the Committee recommends both quotations for approval at the next scheduled Full 
Council Meeting for their initiation at a total cost of £4100+VAT. 
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To:   Environment & Amenities Committee           
 

 
Date:   17th December 2024 
 
Report Contact: Ken Dry - Town Clerk 
 
Subject:  Highways Verges Contract Extension 2025/26 
 
 
1. The purpose of this report is to seek committee consideration to extend the current Highways 

Verges contract with Countrymans for 2025-2026 at a cost of £15,781 and recommend the 
same to the next scheduled meeting of Full Council, and 
 

2. Consider and authorise the required works to the Wildflower Zones 
 
Background. 
 
3. The current Highways Verges Contract has been at a cost of £15,377. 

 
4. In the years 23/24 and 24/25 it has been established through cumulative experience that x6 

Urban and x2 Meadow Verge cuts has been the optimal approach which has also been 
supported by the feedback received through the previous NTC Highways Verges residents 
survey. 

 
5. The aforementioned approach embodies the concept of ‘No Mow May’, however members will 

be aware of the reputational and operational impacts which stem from this, particularly given 
the weather experienced during April-June 2024. 

 
6. As this committee has already elected to use the ‘self-managed’ approach to its Highways 

Verges (owned by East Sussex County Council (ESCC)) this enables it to receive a circa £3-
4000pa subsidy from ESCC. 

 
Highways Verges Contract. 
 
7. In the context of the Highways Verges maintenance contract with Countryman’s there currently 

exists a contract clause permitting a one-year extension of the same to the mutual satisfaction 
of both parties. The contractor has expressed their willingness to the latter approach by way of 
their quotation detailed at para. 9 below. 

 
8. Section 11.1a of the town council’s Financial Regulations states that; 

 
“Every contract shall comply with these financial regulations, and no exceptions shall be made 
otherwise than in an emergency provided that this regulation need not apply to contracts which 
relate to…” inter alia 
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“… iv). for work to be executed or goods or materials to be supplied which constitute an 
extension of an existing contract by the council; 
 
… viii). where the council has considered a report and resolved that it is in its best interests, a 
tender/quotation may be invited for the execution of work, provision of goods or services, from 
a contractor or supplier selected by it or negotiated with a contractor already engaged by the 
council;…” 
 

9. For the Financial Year 2025-26, officers have made a budget provision of £17,454 (Exp. Line 
301.4213) which reflects an inflationary budget uplift of circa 3% on the current (24/25) budget 
provision. 
 

10. Countryman’s for 2024/25 have quoted £15,781 for the Highways Verges maintenance (x6 
Urban and x2 Meadow cuts). This leaves a 2025-26 budget balance of £1673, not counting the 
ESCC subsidy as at para.6. 

 
11. As this Highways Verges Contract is valued at £15,781, authorisation to award this must be 

made by Full Council as per NTC Financial Regulations. 
 
Wildflower Zones. 
 
12. During 2024, and as an adjunct to the Verges Contract, Countrymans established the following 

sites for Wildflower Zones at a cost of £2215+VAT with future ongoing annual maintenance on 
an ‘at-need’ basis. They have quoted £421 to cut and remove arisings this coming year. 
 

Lee Way,  
Metcalfe, 
Verge opposite KFC, 
Verge Opposite McDonalds, 
Sainsbury’s entrance, 
Sainsburys/Denton corner, and 
Denton Corner Bus stop Verge. 

 
13. Members will already be aware of the professional and excellent work provided by 

Countryman’s to date and their willingness to react and assist the council wherever possible 
regarding the towns Highways Verges.  

 
Recommendation: 

 
That the committee, 

 
A. Recommends the acceptance of a 12-month extension to the current Highways Verges 

contract with Countryman’s at a cost of £15,781 to the next scheduled meeting of Full 
Council, and 
 

B. The committee instructs the Town Clerk/RFO to authorise the Wildflower Zone 
maintenance at £421 with Countrymans should the contract be ratified. 
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To:   Full Council              Agenda Item 17. 
 

Date:   14th January 2025 
 

Report contact:  Town Clerk 
 
Subject:    Town Council Budget and Precept 2025-26 
 

 
1. The purpose of this report is to seek the council’s consideration and adoption of a 

proposed budget for the FY2025-26 as recommended by the Promotion, 
Partnership & Finance Committee (PP&F) at its meeting on December 10th 2024. 
 

2. Councillors will already be acutely aware of the current economic situation within 
the UK over the past 3 years and the pressures being felt by residents, community 
groups, and local businesses, of which the Town Council is effectively one. 
 

3. Inflation is the measure of how quickly prices have risen over the past year. It was 
over 11% in the autumn of 2022, but fell to 1.7% in September this year. Recent 
high inflation in the UK was driven primarily by higher costs in the form of Covid-
induced supply shortages, the invasion of Ukraine and lack of workers post 
pandemic leading to ‘cost-push’1 inflation. 

 
4. The pressures that were pushing up prices have now eased, and the increases in 

Bank of England interest rates made during 2021–2023 have also helped to slow 
down those price rises. Currently at 2.3%, information from the Bank of England 
indicates that inflation will likely rise to 2.75% the second half 2025 before falling 
again2. 
 

5. Whilst prices overall are very likely to go up more slowly than they have done in 
recent years, lower inflation does not mean prices will fall. Therefore, most things 
will still cost a lot more than they did prior to 2021. 

 
6. With this in mind officers developed a budget that is prudent and reflects the recent 

and current economic pressures across the UK. In developing the initial draft 
Budget of £713,962 reported to PP&F on December 10th, the following approach 
has been adopted and incorporated within the various expenditure and income 
lines. 
 

 
1 When there is a fall in supply of a product or service, raising the cost of production and therefore the price. 
2 https://www.bankofengland.co.uk/explainers/will-inflation-in-the-uk-keep-rising Accessed 21/11/2024. 
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• Actual expenditure for the previous financial year (23/24), expenditure for the 
current financial year to date (24/25), together with forecast expenditure to 
31 March 2025 have been actively considered and adjusted accordingly, 
 

• Staffing Costs have been calculated to reflect no vacancies, the latest 
changes to Employers National Insurance Contributions of 15% (and 
reduced thresholds), and an assumed National Pay Agreement award of 
3.5%, 

 

• Cemetery Fees for 2025/26 have remained unchanged for physical interment 
activities for the second year in a row and the income calculated using 
historical burial figures of the preceding 12 months, 

 

• Income from Hall Rental charges, which were increased by different % rates, 
have also been incorporated, 

 

• Grant Aid (360.4215) and Partnership Cont/Event Support (360.4218) 
provisions have been reduced from £35K apiece to £20K and £10K 
respectively, 

 

• Community Partnership Grants (360.4226) provision has been reduced from 
£35K to £20K, and 

 

• No ‘Carry forwards’ are proposed to this Financial Year (25/26), however, the 
Councils Tree Wardens have requested a carry forward of their unspent 
budget in anticipation for tree planting at Denton Corner once the Bus 
Service Improvement Plan works have been finalised. 

 
7. Following its consideration and discussion, the PP&F committee unanimously voted 

to increase the proposed total budget for FY25/26 by £10K to support the councils’ 
aspirations of organising more local events in the Town. This has resulted in the 
previously proposed budget of £713,962 rising to £723,962 (Appendix 1) which this 
Full Council is now being asked to consider and adopt. 
 

8. Lewes District Council has set the Council Tax Base (CTB) for 2025/26 as 4033.00 
for Newhaven Town and have confirmed that it will also continue with the system of 
‘special expenses’3. 

 
9. To find the effect on a Band D Council Taxpayer in Newhaven, the budget figure 

(£723,962) is divided by the Council Tax Base (4033, as at 8 above) which 
produces a Council Tax Band D annual charge for Newhaven Town Council of 
£179.51 for the financial year 2025/26. 
 

10. This equates to a £9.24 (5.7%) increase on the 2024/25 financial full year amount of 
£169.77 for Newhaven Town Council as part of the annual Council Tax Bill payable 
by a Band D council taxpayer. 

 
Recommendation. 

 
That the council adopts this budget of £723,962 for the Financial Year 2025/26 and 
informs Lewes District Council accordingly. 

 
 

3 Special Expenses have no impact on Town or Parish Council precepts or Council Tax amounts but are an addition to 
Lewes District Council’s Council Tax where applicable. 



Newhaven Town Council 2025/26
Annual Budget - By Centre

Current FY 2024-25 Proposed Budget % Change Narrative

Budget Actual Brought Net Budget Actual @ 31.10.24 2025/2026 on FY 24/25 EMR Carried 

Forward Virement Forward

REGENERATION & STRATEGIC DEVELOPMENT

100 Regeneration & Strategic Development

1013 Bar at Bandstand 2,700 - 2,700 - Ticket Sales

Total Income 2,700 - 2,700 - - 

4218 Partnership Cont/Event Support 15,052                 13,272 12,000 5,499 35,000 192% Various NTC operated Events

4228 Bandstand 8,750 1,420 2,000 2,000 0%

4229 District Heating Study - - - 

4233 Neighbourhood Plan - - - 

4242 Coastal Communities 2,406 - - 

4245 Pocket Park Project 190 - - 

4247 Match Funding Reserve 7,000 - - 

4500 Professional Fees 2,000 2,223 2,500 2,500 0% Newhaven Festival Curator Fees

Overhead Expenditure 35,398                 16,915 16,500 5,499 39,500 139%

Movement to/(from) Gen Reserve 32,698-  16,915-  13,800-  5,499-  39,500-  186%

PROMOTION, PARTNERSHIP & FINANCE

101 Administration & Office Costs

1050 Miscellaneous Income - - 150 180 Photocopying,Printing & Laminating

1176 Precept Received 595,380               595,380               672,430 672,430 

1091 LDC Grant 73,692 

1190 Interest Received 290 14,740 15,400 9,104 15,400 0%

Total Income 595,670               610,120               687,830 755,376 15,580 -98%

4012 Rates 4,150 - 4,368 3,842 4,072 -7%

4014 Utilities - Elec/Water/Sew/Fire 4,398 13,220 12,000 2,290 3,925 -67.29%

4015 Repairs & Maintenance 3,300 10,796 3,492 11,017 3,600 3%

4017 IT Support 18,800                 14,651 19,894 10,095 17,305 -13% Additional Ipads

4019 Facilities Management - - - 

4021 Communications 3,000 2,841 2,000 1,429 2,449 22%

4022 General Office Costs 6,000 7,725 6,349 6,811 6,545 3%

4023 Printing & Stationery 4,000 4,222 4,350 2,514 4,309 -1%

4025 Insurance 15,500                 18,041 18,100 18,450 19,003 5% 3 Year Contract (Check Full Council Minutes) New Van Insurance

4028 Elections 10,411 

4057 Audit Fees 2,500 2,056 2,600 2,249 2,318 -11%

4058 Bank Charges 800 624 800 396 700 -13%

4060 Loan Charges 11,002                 11,002 11,002 11,002 11,002 0%

4081 Membership Subscriptions 3,350 2,837 3,545 3,000 3,545 0% ESALC, NALC, LCR Mag, LDALC, N/H CC & SLCC Subscriptions

4090 Superannuation - Past Employees - - - 

4150 Consumables 250 222 265 209 250 -6%

Overhead Expenditure 77,050                 98,648 88,765 73,304 79,023 -11%

Movement to/from General Reserve 518,620               511,472               599,065 682,072 

300 Community Engagement & Promotion

1169 Mayoral Event/Promotion 48 

1170 Newsletter - Advert Income 1,000 1,392 1,000 775 1,000 0%

Total Income 1,000 1,392 1,000 823 1,000 

4024 Publications 20,000                 31,986 27,000 16,754 30,400 13% Newhaven Matters Plus Postal Costs

4030 Advertising - Recruitment 500 - 500 2,687 500 0%

4031 Advertising & Publicity 500 253 500 500 0%

4079 Young Mayors Allowance 500 - 500 500 0%

4080 Mayors Allowance 1,600 634 1,600 1,522 1,600 0%

4082 Hospitality 600 94 600 72 300 -50%

4221 Dieppe Raid/Remembrance 3,000 4,513 5,000 4,013 5,000 0%

4224 Town Crier 150 20 150 150 0%

Overhead Expenditure 26,850                 37,500 35,850 25,048 38,950 9%

Movement to/from General Reserve 25,850-  36,108-  34,850-  24,225-  37,950-  9%

360 Support and Services

1015 Funding Income - - - - - 

1174 Misc Income - - - - - 

Total Income - - - - - 

4215 Grant Aid 65,000                 6,473 35,000 1,435 20,000 -43%

4218 Partnership Cont/Event Support 38,000                 36,950 35,000 11,000 10,000 -71%

4226 Community Partnership Grants 30,000                 41,796 30,000 6,207 20,000 -33%

- - - 

- - 

Overhead Expenditure 133,000               85,219 100,000 18,642 50,000 -50%

Movement to/from General Reserve 133,000-  85,219-  100,000-  18,642-  50,000-  -50%

ENVIRONMENT & AMENITIES

150 Cemetery - Building & Grounds

1016 Misc Income - - - -

1149 Transfer of Exclusive Right of Burial 500 

1152 Exclusive Right of Burial Full Grave 14,000                 16,395 15,000 9,837 16,863 12%

1153 Exclusive Right of Burial Ashes Plot 4,000 1,415 4,000 283 485 -88%

1154 Burial Single Depth 12,100                 18,810 18,000 3,960 6,789 -62%

1155 Burial Double Depth 13,400                 3,852 13,400 2,568 4,402 -67%

1156 Burial Triple Depth 1,674 3,450 1,674 - - -100%

1157 Burial/Scattering of Ashes 7,380 5,130 7,880 3,135 5,374 -32%

1158 Memorial Permits 6,300 8,511 8,695 4,953 8,491 -2%

Total Income 58,854                 57,563 68,649 24,736 42,905 -38%

4012 Rates 3,800 - 4,000 4,034 4,246 6%

4014 Utilities - Elec/Water/Sew/Fire 1,000 60 1,058 35 1,058 6%

4015 Repairs & Maintenance 2,500 5,865 5,000 2,289 4,000 -20%

4016 Grounds Maintenance 117,000               92,131 123,809 57,811 127,638 3%

4150 Consumables 85 

4029 East Side Changing Rooms - - 

Overhead Expenditure 124,300               98,056 133,867 64,254 136,942 2%

Movement to/from General Reserve 65,446-  40,493-  65,218-  39,518-  94,037-  44%

201 Denton Social Centre

1010 Hall Hire Charges 11,000                 15,737 11,640 9,181 15,739 35%

Total Income 11,000                 15,737 11,640 9,181 15,739 

4012 Rates 3,050 - 3,227 2,470 2,627 -19%

4014 Utilities - Elec/Water/Sew/Fire 4,780 2,573 2,877 2,268 3,888 35%

4015 Repairs & Maintenance 3,000 7,893 3,174 3,720 3,500 10%

4150 Consumables 260 125 260 218 250 -4%

Overhead Expenditure 11,090                 10,591 9,538 8,676 10,265 8%

Movement to/from General Reserve 90-  5,146 2,102 505 5,474 

202 East Side Social Centre

1010 Hall Hire Charges 11,200                 9,759 9,442 5,546 9,732 3%

Previous Year (23-24)

17. Report - Appendix 1 - Budget & Precept



Total Income 11,200                 9,759                    9,442                        5,546                       9,732                       3%

4012 Rates 1,330                   -                            1,407                        1,248                       1,327                       -6%

4014 Utilities - Elec/Water/Sew/Fire 5,500                   4,177                    2,893                        2,480                       3,077                       6%

4015 Repairs & Maintenance 1,750                   3,085                    1,900                        4,505                       2,000                       5%

4150 Consumables -                            -                            36                             

4029 East Side Changing Rooms -                            -                            -                                

Overhead Expenditure 8,580                   7,262                    6,200                        8,269                       6,404                       3%

Movement to/from General Reserve 2,620                   2,497                    3,242                        2,723-                       3,328                       

203 Lewes Road Social Centre

1010 Hall Hire Charges 2,600                   3,851                    2,600                        5,359                       2,600                       0%

Total Income 2,600                   3,851                    2,600                        5,359                       2,600                       0%

4012 Rates 1,030                   -                            1,089                        873                           929                           -15%

4014 Utilities - Elec/Water/Sew/Fire 4,160                   2,570                    4,160                        2,213                       3,795                       -9%

4015 Repairs & Maintenance 1,750                   4,956                    1,850                        2,772                       2,000                       8%

4150 Consumables 260                       -                            260                           54                             250                           -4%

Overhead Expenditure 7,200                   7,526                    7,359                        5,912                       6,974                       -5%

Movement to/from General Reserve 4,600-                   3,675-                    4,759-                        553-                           4,374-                       -8%

204 Meeching Hall

1010 Hall Hire Charges 8,900                   11,661                  9,418                        8,173                       14,011                     49%

Total Income 8,900                   11,661                  9,418                        8,173                       14,011                     49%

4012 Rates 2,300                   -                            2,433                        2,046                       2,176                       -11%

4014 Utilities - Elec/Water/Sew/Fire 6,370                   13,403                  8,751                        3,448                       5,910                       -32%

4015 Repairs & Maintenance 1,750                   8,583                    4,000                        2,801                       4,000                       0%

4021 Communications 750                       204                       750                           -100%

4150 Consumables 260                       4                           260                           140                           250                           -4%

4151 Fire Precautions -                            -                            -                                -                                

4160 Building Improvements -                            -                            -                                -                                

Overhead Expenditure 11,430                 22,194                  16,194                     8,435                       12,336                     -24%

Movement to/from General Reserve 2,530-                   10,533-                  6,776-                        262-                           1,675                       -125%

301 Community Services

1151 Memorial Slat on Bench 2,300                   1,041                    2,300                        915                           -60% Since cost increase, only 3 per year maximum

1160 Allotment Income Cemetery 1,600                   1,547                    1,638                        1,732                       6%

1161 Allotment Income East Side -                            -                            -                                385                           100%

1175 Grass Verge Income 2,800                   2,454                    3,200                        3,210                       0% From ESCC - To be confirmed

1178 Misc Income -                            915                       -                                1,000                       -                                

Total Income 6,700                   5,957                    7,138                        1,000                       6,242                       -13%

4014 Utilities, Elec/Water/Se/Fire 267                       -                                1,730                       2,965                       100%

4200 CCTV Maintenance/Operating 6,500                   15,441                  5,500                        1,516                       3,030                       -45%

4201 Bins & Dog Bins/Emptying 1,000                   -                            1,000                        -100% 14 x 0.85 per bin 52 weeks per year

4202 Defibrillator Elec/Pads 2,100                   -                            2,100                        490                           2,100                       0%

4210 Christmas Lights 20,000                 19,562                  25,000                     12,450                     25,000                     0% New contract start 10/12/22

4211 Valley Ponds Mgt -                            -                            -                                -                                -

4213 Grass Verge Expenditure 16,000                 16,668                  16,931                     9,146                       17,454                     3% Includes extra for wildflower verges

4230 Play Areas 5,000                   4,913                    7,000                        6,792                       10,000                     43%

4234 Environmental Enhancements 15,000                 11,125                  10,000                     12,696                     10,000                     0%

4235 Amenity Areas 19,000                 21,844                  19,000                     13,489                     19,000                     0%

4236 Allotments 2,800                   1,456                    7,000                        6,286                       7,000                       0% Increased for improvements & 2 skips to be provided

4241 Town Centre Planters 6,900                   1,807                    6,900                        -100%

4248 Business Asset Management 24,629                  44,486                     

4500 Professional Fees 2,000                   920                       2,000                        900                           2,000                       0%

4510 Tree Work 9,000                   6,832                    9,000                        12,386                     14,000                     56%

4511 Tree Wardens 3,600                   3,078                    3,600                        1,599                       3,600                       0%

4512 Banners on West Quay 2,600                   2,770                    5,500                        2,677                       5,500                       0%

4517 Devolution -                            -                            -                                -                                -                                -

4521 Riverside Park 18,000                 -                            -                                -                                -                                

4522 Ouse Estuary Nature Reserve 5,000                   -                            -                                -                                -                                

4523 Avis Road Rec (Opp Tates Garage) 2,500                   -                            -                                -                                -                                

4524 Drove Park Community Group 500                       -                            -                                -                                -                                

 

Overhead Expenditure 137,500               131,045               120,531                   126,643                   121,649                   1%

Movement to/from General Reserve 130,800-               125,088-               113,393-                   125,643-                   115,407-                   

PERSONNEL

102 Staff Costs

4000 Salaries 171,100               136,105               180,767                   101,137                   230,446                   27% Salaries incl any increments + 3.5% Salary Award assumption

4001 National Insurance & Pension 52,900                 94,104                  56,670                     29,839                     79,093                     40% New NI Thresholds

4002 Staff Overtime -                            -                            10,000                     72                             1,000                       -90%

4007 Subsistence 200                       -                            200                           200                           0%

4008 Travel 4,000                   3,133                    2,000                        416                           500                           -75%

4006 NTC Van 4,800                        8,580                       6,588                       37%

4009 Payroll Costs 876                       723                       876                           467                           900                           3%

4010 Training Staff & Councillors 3,000                   2,204                    3,000                        1,059                       3,000                       0%

4013 Employment Law & Health & Safety 7,300                   7,890                    7,300                        5,784                       7,500                       3% Orbis + Ellis Whittham

4153 PPE -                                561                           500                           

Overhead Expenditure 239,376               244,159               265,613                   147,915                   329,727                   24%

Movement to/from General Reserve 239,376-               244,159-               265,613-                   147,915-                   329,727-                   24%

FULL COUNCIL

800 Full Council

1172 CIL Income -                            35,300                  -                                -                                

1181 Town Deal Fund -                            230,858                   

Total Income -                            35,300                  -                                230,858                   -                                

4097 Eastside Rec - Town Deal -                            -                            -                                300,773                   

-                            

-                            

-                            

Overhead Expenditure -                            -                            -                                300,773                   -                                

Net Income over Expenditre 35,300                  -                                69,915-                     

6001 Less Transfer to EMR

Movement to/from General Reserve 35,300                  -                                69,915-                     

901 Earmarked Reserves

-                            

9034 Towns Deal - East Side -                            28,526                  13,189                     

9035 Towns Deal - 1st Flr Library -                            82,001                  -                                -                        

9036 Fireworks -                                -                                -                        

Gateway Project

Overhead Expenditure -                            110,527               -                                13,189                     -                                

Movement to/from General Reserve 110,527-               -                                13,189-                     

Total Budget Income 698,624               751,340               800,417                   1,041,052                107,808                   
Expenditure 811,774               869,642               800,417                   806,559                   831,770                   3.92%

708,530               118,572               0-                               234,493                   723,962-                   

CTB
723,962                divided by 4,033.00  = 179.51£     Potential Band D Council Tax for 2025/26

(CTB 2024/25) 3960.8 169.77£     Actual Band D Council Tax for 2024/25

9.74£          Annual monetary Increase for a Council Tax Band D per Household

5.7% Potential percentage increase in Band D Council Tax
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To:   Full Council           Agenda Item 18. 
 
Date:    14th January 2025 
 
Report Contact: Executive Officer 
 
Subject:   Policies, Procedures, Strategy, Handbook and Rules & Regulations 
 
 

1. The purpose of this report is to request the Full Council’s consideration of the 
following draft documents and recommendation to adopt the same: 

 Adoption Leave Policy ©  
 Anti-Harassment & Bullying Policy and Procedure © 
 Complaints Procedure © 
 Disciplinary Procedure © 
 Disciplinary Procedure for the Town Clerk © 
 Discretionary Grant Policy & Procedure © 
 Equality & Diversity Policy © 
 Flexible Working Policy ©  
 Grievance Policy & Procedure © 
 Investment Strategy © 
 Local Government Pensions Scheme Discretions Policy © 
 Lone Working Policy © 
 Maternity Policy & Procedure © 
 Paternity & Parental Leave Policy & Procedure © 
 Personal Relationships at Work Policy © 
 Press & Media Policy © 
 Recruitment of Ex-Offenders Policy © 
 Reserves Policy © 
 Safeguarding Policy © 
 Sickness Absence Policy © 
 Staff Appraisal Policy © 
 Staff Handbook © 
 Training & Development Policy © 
 Whistleblowing Policy & Procedure © 
 Co-Option Process 
 Code of Conduct 
 Councillor & Employee Protocol 
 Environment Policy* 
 Environmental Policy Statement 
 Hospitality Policy & Procedure 

TOWN COUNCIL OFFICES 
18 FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9 9QE 
 

Tel: (01273) 516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Stephen Honey 
Executive Officer 



Page 2 of 2 
 

 IT & Cyber Security Policy* 
 Petitions Policy 
 Representation on Outside Bodies Policy* 
 Rules & Regulations – Newhaven Cemetery 
 Sexual Harassment at Work Policy* 
 Social Media & Electronic Communications Policy* 

  
2. The items marked with © have been recommended by the relevant committees for 

adoption by the Full Council. 
 

3. Items marked with a * are documents that do not currently exist as NTC documents 
or have been updated and those without a * have been re-formatted (as part of a 
process to create a uniform look to all the NTC Policies, Procedures & Protocols) 
with no impact on the wording nor any bearing on the meaning. 
 

4. Those items without any marking have not been appraised by a committee and 
require review and adoption by the Full Council. 
 

5. Whilst not all are legal requirements, it is considered best practice to have them in 
place to provide both transparency and probity for the electorate and some other 
documents that are legal requirements refer to them. 
 

6. The Executive Officer has utilised the resources of the National Association of Local 
Councils, the Society of Local Council Clerks and Worknest to prepare these drafts 
for the Committees approval. 
 

7. There are no known budgetary or financial implications should the Members decide 
to adopt these documents. 

 
Recommendation 
 
That the Full Council adopts the Policies, Procedures, Strategy, Handbook and Rules & 
Regulations (that have been recommended by the relevant NTC committees) noted herein 
and the attached documents in Appendix A 
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Purpose of this policy 
Newhaven Town Council (NTC) is committed to helping employees balance the needs of work and 
family life and detail within this policy the benefits that you will receive should you decide to adopt. 
 
The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 
 
Policy 
Adoption provisions refer to the leave and pay to which employees may be entitled, and their right to 
resume employment, following a period of Adoption Leave.  
Qualifying employees who have been matched with a child may take up to 52 weeks Adoption Leave 
and may be entitled to 39 weeks of statutory adoption pay. If a couple jointly adopt a child, one may 
take Adoption Leave, and the other parent may be able to take ‘Paternity Leave’ or ‘Shared Parental 
Leave’.  
Adoption Leave rights now extend to surrogacy and "Foster to Adopt" situations.  
An employee who will become the legal parent of a child under a surrogacy agreement is entitled to 
take Statutory Adoption Pay (SAP) and Leave. The eligibility criteria are the same with the exception of 
the qualifying service for Statutory Adoption Pay (SAP). An employee (the primary carer) must have 26 
weeks continuous service with NTC by the week they were matched with a child.  
The provisions of this policy apply to employees adopting from overseas, Adoption pay and leave: 
Eligibility - GOV.UK provides further information with regards to this. 
Employees who will become the legal parents of a child under a surrogacy arrangement are entitled 
to take statutory Adoption Leave. Local authority foster parents who are also prospective adopters 
("Foster to Adopt") are entitled to take Adoption Leave. 
 
Time off for Adoption Appointments 
An employee adopting a child alone is entitled to take paid time off to attend up to five adoption 
appointments. Where an employee is part of a couple jointly adopting a child, the couple can elect for 
one of them (primary adopter) to take paid time off to attend up to five adoption appointments. The 
other can elect to take unpaid time off to attend up to two adoption appointments. 
 
The purpose of the appointment is to enable the employee and their partner to have contact with the 
child (for example, to bond with them before the placement) and for any other purpose connected 
with the adoption, this may include meeting with professionals involved in the care of the child. 
 
The appointment must have been arranged by or at the request of the adoption agency and the time 
off must be taken before the date of the child's placement for adoption with the employee. 
 
Following the first appointment your line manager may request to see evidence of an appointment 
confirming the employee’s intention to adopt. Employees should discuss time off with their Line 
Manager. 
 

Adoption Leave Entitlements 
Adoption leave can start: 

• up to 14 days before the date the child starts living with you (UK adoptions) 

• when the child arrives in the UK or within 28 days of this date (overseas adoptions) 

• the day the child’s born or the day after (if you’ve used a surrogate to have a child) 
An employee who is the primary carer of the child is, from day one of their employment, entitled to 
Adoption Leave. 

 
Employees are entitled to 26 weeks’ Ordinary Adoption Leave (OAL) followed by 26 weeks’ ‘Additional 
Adoption Leave’, giving a total of 52 weeks’ continuous leave, the Adoption Leave period starting either 
on the day the child is placed for adoption or up to 14 days earlier. 
 

https://www.gov.uk/adoption-pay-leave/eligibility
https://www.gov.uk/adoption-pay-leave/eligibility


Page 3 of 6 
 

During ‘Ordinary Adoption Leave’ and ‘Additional Adoption Leave’, all terms and conditions of the 
employee's contract, except normal pay, will be continued. 
 
Adoption Leave and pay are separate entitlements. Entitlement to ‘Adoption Pay’ will depend on the 
length of service of the employee and on whether or not the employee returns to work following the 
period of Adoption Leave. 

 
Adoption Pay Entitlements 
Eligibility for ‘Adoption Pay’ is dependent on the employee’s length of service. Statutory 
Adoption Pay (SAP) is payable for 39 weeks. To qualify for Adoption pay, an employee must: 

• have 26 weeks continuous service by the week they are matched with the child 

• earn at least the lower earnings limit for national insurance contributions in an 8-week period 
(relevant period) 

• provide the correct notice 

• provide evidence of the adoption 

• ensure the adoption agency is a recognised agency in the UK. 
Ordinary and Additional Adoption Leave must be taken in one block unless the employee wishes to 
take ‘Shared Parental Leave’, please refer to the ‘Shared Parental Leave Policy’ for further details. 
 
Ideally, an employee should give 28 days’ notice before they wish to be paid Statutory Adoption Pay 
(SAP). 
 
There is discretion to this timeframe whereby the time between the child being matched and placed is 
less than 28 days. If an employee does not give the correct notification of their intention to take 
Adoption Leave and to claim ‘Statutory Adoption Pay’ then NTC may delay the start of Adoption Leave 
and pay, until the correct notification is given. 
 
Where an employee is already a foster parent for a child and a prospective adopter, (‘Foster to Adopt’) 
then they are entitled to take Ordinary Adoption Leave up to a maximum of 26 weeks. 
 
An employee who will become the legal parent of a child under a surrogacy agreement is entitled to 
take Statutory Adoption Pay (SAP) and Leave. The eligibility criteria are the same apart from the 
qualifying service for Statutory Adoption Pay (SAP).                                               An employee (the primary carer) must have 26 
weeks continuous service with NTC by the 15th week before the baby is due. 
 

Situations where employees do not qualify for Adoption Leave or pay are listed, but not restricted 
to: 

• Becoming a special guardian or kinship carer 

• Adopting a stepchild 

• Adopting a family member or stepchild 

• Adopting privately (e.g. without permission from a UK authority or adoption agency). 
 
Annual Leave 
Employees that are on Adoption Leave will continue to accrue ‘Annual Leave’ during a period of paid 
or unpaid Adoption Leave including Bank Holidays. 
 

 
Any ‘Annual Leave’ accrued before Adoption Leave starts should be taken prior to commencing 
Adoption Leave or immediately on return from Adoption Leave thereby effectively extending the 
employee’s actual physical return to work 
 
Any ‘Annual Leave’ accrued from a previous financial year whilst on Adoption Leave should be taken 
immediately on return from Adoption Leave thereby effectively extending the employee’s actual 
physical return to work. 
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Where it is agreed that an employee will return to work on reduced contractual hours, then the 
employee’s new reduced hours should not normally take effect until any ‘Annual leave’ accrued under 
the previous contractual hours has been taken. 
 
Where an employee has a fixed-term contract of employment that expires before the start of Adoption 
Leave then the employee will be able to claim ‘Statutory Adoption Pay’ from NTC subject to their 
eligibility. 
 
Pension Contributions 
Employees on Adoption Leave who are in receipt of full pay will continue to have ‘Employee Pension 
Contributions’ deducted in the usual way. 
 
Salary Progression 
Employees will continue to receive any contractual salary increases up to the top of their Grade whilst 
on Adoption Leave. 
 
Continuity of Service 
The contract of employment continues throughout any period of Adoption Leave. Continuity of service 
will not have been broken by a period of unpaid leave under the adoption entitlement, therefore 
entitlement to notice periods, holidays and absence related pay which were accrued at the beginning 
of Adoption Leave will not be lost. 
 
Communications 
It is recommended that employees and Line Managers make arrangements to maintain reasonable 
contact during Adoption Leave in order to keep the employee informed of important developments at 
work and to discuss plans for returning to work. 
 
Line Managers should draw particular attention to any changes in structures within the department 
and ensure that the employee is aware of any possible promotion opportunities. 
 
Employees on Adoption Leave should also ensure that they keep themselves informed as appropriate 
for example by regularly reviewing NTC’s current vacancies on the website. 
 

Keeping in Touch`(KIT) Days 
Employees on Adoption Leave can with the agreement of their Line Manager work up to 10 days during 
their Statutory Adoption Leave without bringing their Adoption Leave to an end. 
 
KIT days are designed to allow contact with the workplace and can include work, training or any other 
activity to assist the employee in “Keeping in Touch”. KIT days can be taken at any time during Adoption 
Leave. 
 
There is no obligation on either NTC or the employee to make use of these KIT  days and there is no 
obligation for an employee who is on Adoption Leave to attend work.  KIT day’s that are worked will 
not extend the total Statutory Adoption Leave period that can be taken and do not affect an 
employee’s entitlement to Adoption Leave or pay. 
 
Employees should plan for KIT days directly with their Line Manager and will be paid at their normal 
daily rate for each day worked.  
 
Employees will be paid for the number of hours worked during the KIT Day and attendance at work 
will be counted as the use of one KIT Day even if only a few hours are worked. 

 

Returning to Work Following Adoption Leave 
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Employees may exercise the right to return to work at any time during the period of Adoption Leave. 
 
If an employee returns to work following a period of ordinary Adoption Leave i.e. up to 26 weeks, then 
they have the right to return to work and resume working in the same role. 
 
If an employee returns to work following a period of additional Adoption Leave i.e. over 26 weeks, then 
the employee has a right to return to either the same job or, where this is not reasonably practicable, 
alternative employment shall be offered. 
 
NTC will consult with the employee where alternative employment is offered, and any offer of 
alternative employment should not be less favourable in respect of terms and conditions. 
 
If an employee wishes to return to work before the end of the maximum period of Adoption Leave (52 
weeks) then the employee must notify the Town Clerk in writing giving at least 8 weeks’ notice of the date 
that they wish to return. If the employee fails to give the required notice, then NTC may postpone the 
return to work for up to 8 weeks. 
 
Employees have a statutory entitlement to request an alternative working pattern or a change in hours 
of work under the ‘Flexible Working Policy’. NTC has a duty to give reasonable consideration to such 
requests but reserves the right to refuse on business grounds. 
 
NTC will give appropriate consideration to such requests, on either a temporary or permanent basis, 
from employees returning to work following Adoption Leave. 
 
Applications for flexible working must be made as early as possible but not later than 8 weeks before 
the notified date of return to work. Further guidance on submitting an application for flexible working 
can be found in the ‘Flexible Working Policy’. 
 
The latest an employee can return to work is 52 weeks after the week they left to go on Adoption 
Leave unless: 

• The employee is not well enough to return to work; if this is the case then the employee 
should follow the guidance set out in the ‘Sickness Absence Policy’ 

• The employee requests to take time off under the ‘Parental Leave Policy’, if they are eligible 
to do so. 

 
If an employee chooses not to return to work at the end of Adoption Leave, then they should give the 
minimum written notice as specified in their contract of employment. 
 
Tax and National Insurance 
Statutory adoption pay is treated as earnings and is therefore subject to PAYE and National Insurance 
deductions. 
 

 

 

Date of policy:      20/11/2024 

Approving committee:     Personnel 

Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference): Adoption Leave Policy v1 

Policy version reference:    PSALP02 

http://www.bristol.ac.uk/hr/policies/flexwork.html
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Purpose of this policy and procedure 
Newhaven Town Council (NTC) prides itself on being an employer of choice. With an incredibly varied role in 
delivering the very best for our residents, communities and businesses, our employees are committed and really 
make a difference. NTC has a strong commitment to equality, diversity, and inclusion. 
 
Employees are an organisation’s most valued asset and as such we seek to ensure that all our policies and 
procedures reflect the very best in good practice. Everyone should be treated with respect and dignity,  
creating an environment where employees can deliver their best in a culture free of bullying or harassment. Having a 
culture that is diverse, equitable and inclusive is core to everything that we strive to achieve and to the 
organisational environment we wish to protect. 
 
We will not tolerate any instances of bullying or harassment, victimisation, or discrimination at NTC, with all forms 
being dealt with effectively. Harassment and bullying can have very serious consequences for individuals and may 
cause stress, affect their health, impact their families and social relationships, as well as affecting their ability to 
perform their role and progress their careers. For organisations the impact can be low morale, poor work 
performance, high attrition and damage to the organisation’s reputation. Therefore, any employee who is found to 
have harassed or bullied a colleague or stakeholder could face disciplinary penalties up to and including dismissal. 
Victimisation of a person making allegations of harassment and bullying is a disciplinary offence. 
 
Key to protecting an inclusive and positive culture is seeking to eradicate bullying, harassment, victimisation, and 
discrimination at work. This policy and procedure support this aim by setting out the steps that will be taken to 
investigate and deal with complaints of bullying or harassment, and how we support those affected, as no one 
should have to suffer bullying or harassment in the workplace. 

 
The scope of this policy 
This policy applies to anyone working for NTC. This includes employees, contractors, volunteers, interns, apprentices as well as 
Councillors. The policy also relates to job applicants and is relevant to all stages of the employment relationship. The policy also 
applies to bullying or harassment by third parties. 

 
Our commitment to You 
We believe that a culture of equality, diversity and inclusion not only benefits our organisation but supports wellbeing and enables 
our people to work better because they can be themselves and feel that they belong. 
 
We are committed to promoting a working environment based on dignity, trust and respect, free from discrimination, 
harassment, bullying or victimisation. 
 
A toxic workplace culture, where bullying or harassment is tolerated, is harmful to the well-being of the workforce as well as the 
wider organisation. 
We adopt a zero-tolerance approach to instances of bullying or harassment. Our commitment to you is to ensure that all forms of 
harassment, bullying, and victimisation are dealt with effectively. 

 
What we expect from you 
We expect you, and every one of our people, to take personal responsibility for observing, upholding, promoting, and applying 
this policy. Whatever your job is, this is part of your role. 
 
Any dealings you have with third parties, including customers, suppliers, contractors, agency staff and consultants, must be free 
from discrimination, harassment, victimisation or bullying. 
 
If anyone in the employ of NTC is found to have committed, authorised, or condoned an act of bullying or harassment, we will 
take action against them (for those to whom it applies) under our Disciplinary Procedure up to and including dismissal. 
 
 
 
There is no justifiable reason to bully or harass anyone. For example, observing a particular religion is not a legitimate reason for 
bullying or harassing a colleague, neither is their sexual orientation. Even if you do not intend to bully or harass anyone, this does 
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not legitimise your behaviour as it is the impact on the recipient that is important. You should be aware that you can be 
personally liable for harassment. If you experience bullying or harassment, we encourage you to speak up without delay and to ask 
for appropriate support. 

Policy 
The Equality Act 2010 prohibits discrimination because of certain protected characteristics. These include: 

• disability

• sex

• gender reassignment

• race

• religion or belief

• sexual orientation

• age

• pregnancy and maternity

• Marriage and civil partnership
As well as the protected characteristics covered above, we consider harassment on any ground to be unacceptable. 

Definitions 

Meaning of Harassment 
Harassment is unwanted conduct related to a protected characteristic that has the purpose or effect of: 

• violating someone else's dignity

• creating an intimidating, hostile, degrading, humiliating or offensive environment for someone else.

Harassment can occur where someone perceives another person to have a protected characteristic, for example a perception that 
someone is transgender even if they are not. Harassment can also arise by association, where someone is harassed because they 
are associated with someone with a protected characteristic, for example having a family member of a particular religion. 

Examples of harassment 
Harassment can occur in many forms and can take place either at work or outside work. While this is not an exhaustive 
list, examples include: 

• "banter", jokes, taunts or insults that are sexist, racist, ageist, transphobic, homophobic or derogatory against
any other protected characteristic

• unwanted physical behaviour, for example, touching, pushing or grabbing

• excluding someone from a conversation or a social event or marginalising them from the group

• derogatory comments about pregnancy, maternity leave or IVF treatment

• mimicking or making fun of someone's disability

• derogatory or offensive comments about religion

• unwelcome comments about someone's appearance or the way they dress that is related to a protected
characteristic

• "outing" (i.e., revealing their sexual orientation against their wishes), or threatening to "out", someone

• consistently using the wrong names and pronouns following the transition of a person's gender identity

• displaying images that are racially offensive

• excluding or making derogatory comments about someone because of a perceived protected characteristic,
or because they are associated with someone with a protected characteristic.

Harassment can arise where the perpetrator did not have the intention of causing offence but does cause offence by 
what they say. For example, this can happen in respect of banter and jokes. 

Meaning of sexual harassment 
Harassment may be sexual in nature. The law defines sexual harassment as: 

• conduct, including verbal, comments, of a sexual nature that has the purpose or effect of violating someone's dignity, or
creating an intimidating, hostile, degrading, humiliating or offensive environment

• less favourable treatment related to sex or gender reassignment that occurs because of a rejection of, or submission to,
sexual conduct.

Examples of sexual harassment 
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Sexual harassment can occur in many forms. While this is not an exhaustive list, examples include: 

• physical conduct of a sexual nature, unwelcome physical contact, or intimidation 

• persistent suggestions to meet up socially after a person has made clear that they do not welcome such suggestions 

• showing or sending offensive or pornographic material by any means (e.g., by text, video clip, email or by posting on the 
internet or social media) 

• unwelcome sexual advances, propositions, suggestive remarks, or gender-related insults 

• offensive comments about appearance or dress, innuendo, or lewd comments 

• leering, whistling, or making sexually suggestive gestures and 

• gossip and speculation about someone's sexual orientation or transgender status, including spreading malicious rumours. 

 
Bullying 
There is no legal definition of bullying. However, we regard it as conduct that is offensive, intimidating, malicious, insulting, or an 
abuse or misuse of power, and usually persistent in nature, that has the effect of undermining, humiliating or injuring the recipient. 
 
Bullying can be physical, verbal or non-verbal conduct. It is not necessarily face to face and can be done by email, phone calls, online 
(cyber-bullying) or on social media. Bullying may occur at work or outside work. 
 
If the bullying relates to a person's protected characteristic, it may also constitute harassment and, therefore, will be unlawful. 

 
Examples of bullying 
While this is not an exhaustive list, bullying may include: 

• physical, verbal or psychological threats 

• excessive levels of supervision 

• spreading rumours, malicious or offensive 

• constantly putting someone down, undermining, criticising, showing a lack of respect and 

• inappropriate and derogatory remarks about a person's performance. 
 
It is important to understand that legitimate, reasonable and constructive criticism of a person's performance or behaviour, or 
reasonable instructions given to people in the course of their employment, will not of themselves amount to harassment or bullying.  

 
Micro-aggressions 
Micro aggressions - sometimes called micro-incivilities - are statements, actions, or incidents that are regarded as indirect, subtle, 
or unintentional discrimination against members of a marginalised group such as a racial or ethnic minority. Micro- aggressions 
generally take one of three forms: 

• Micro-assaults: Conscious and obvious insults made verbally or non-verbally to a marginalised individual or group, for 
example directing limp-wristed hand gestures towards a gay colleague and saying, "It's just a joke". 

• Micro-insults: Unintentionally insensitive remarks or assumptions based on stereotypes, for example saying to a person 
with a disability "You don't look disabled to me". 

• Micro-invalidations: Where a person denies, or seeks to cancel, the feelings and lived experiences of a marginalised 
individual or group, for example a white person saying, "I don't think the UK has a problem with racism - some people are 
just too sensitive". 

Serious micro-aggressions can amount to unlawful harassment, bullying or discrimination but even less serious micro-aggressions 
can negatively impact the health and wellbeing of the person experiencing them. 

 
 
 
 

What to do if you are being Bullied or Harassed 
 
Informal Route 
 
Bully/harasser is a colleague 
If you feel able to, and where you believe there is a reasonable prospect of resolution, you may decide to raise the issue with the 
individual themselves, to make clear that their behaviour is not welcome and to ask them to stop. They may not be aware that their 
behaviour is offending you or it may be unintentional on their part. 
Alternatively, if you do not feel up to speaking directly to the individual, you may consider asking your line manager, or an alternative 
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manager for support. If the individual causing offence is your line manager or someone senior in the work structure, you may wish 
to speak with an adviser at WorkNest or one of the Councillors for further guidance. 
 
You may or may not want them to talk to the individual on your behalf and, where possible, we will respect your wishes. However, 
if the welfare or safety of you or others is at risk or where your allegations are particularly serious, we may have to approach the 
individual and instigate a formal investigation. In such a case we will, where possible, discuss this with you first. 

 
Mediation is a voluntary and confidential process and if you do not wish to take part in mediation, you do not have to. The mediator 
will be impartial, neutral and fully trained to conduct mediation whether they be an internal or an external resource. Mediation can 
help to mend workplace relationships by: 

• Finding solutions that everyone agrees to. 

• Improving communication. 

• Allowing everyone involved to have control of what is finally agreed. 
Mediation can be used at any stage in a disagreement but the earlier the disagreement is dealt with, the less chance there is of things 
becoming more difficult and entrenched. 

 
Bully/harasser is a third party 
If you are experiencing bullying or harassment by a third party, for example a client or a supplier, we encourage you to report this 
to your line manager without delay so that they can consider what action it may be possible to take or how you should respond 
taking account of the fact this is a third party. 

 
Formal route 
If you are not happy with the outcome of an informal process, or if you feel it is not appropriate to approach the issue informally, 
you may decide to raise your complaint formally. 
 
To make a formal complaint, you should discuss this first with your line manager. If your complaint is about your line manager, you 
should raise this with another appropriate manager. If you have any queries you should refer to a WorkNest Adviser. Under the 
formal procedure within this policy: 

● We will usually ask you to set out your complaint in writing or via email. Please include as much detail as possible, 
for example: 
● the alleged bully/harasser's name 
● the nature of the bullying/harassment 
● the dates of the alleged acts of bullying/harassment 
● names of any witnesses 
● and details of any action taken to address the matter so far 
● any other information that you feel is directly relevant. 

● you may be asked to discuss this in more detail with the investigating manager 
● you can expect the matter to be investigated, which may include meeting with the alleged bully/harasser to 

ascertain their response to the allegations. It may also include interviewing potential witnesses who we will 
instruct to keep the matter confidential 

● expect the manager chairing the matter to carry out further investigations of the complaint where necessary 
● invite you to a meeting to discuss your complaint in full. You will have the right to be accompanied by a colleague 

or trade union representative 
● hold a meeting with you to enable us to ask you further questions in light of any information we have gathered 

from the alleged bully/harasser and/or witnesses 
● the manager chairing the meeting will consider all the evidence in full and make a decision and 
● inform you of the decision (this will normally be in person without unreasonable delay) and, if we uphold the 

complaint, instigate disciplinary action up to and including dismissal against the bully/harasser. You will be 
notified of the timescales involved and any decision will be confirmed to you in writing. 

 
We will investigate fully every formal complaint in an objective and confidential way, ensuring that we respect your rights as well 
as the rights of the alleged bully/harasser. We will use every effort to complete an investigation into bullying or harassment as quickly 
as possible. 
 
Where the alleged bully/harasser is a third party, we may need to adjust the procedure under this policy to ensure we conduct 
appropriate investigations, and we will discuss this with you. 
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Right to Representation 
At any formal meeting you have the right to be represented by a work colleague or a Trade Union representative. However, 
consideration will be given to another person in exceptional circumstances. 

Appeals 
If you are not satisfied with the outcome of the formal hearing, you have the right to appeal. 

Should you wish to appeal, you should write to the Manager or Councillor referenced in the outcome letter setting out what aspects 
of the decision you are unhappy with and the reasons why. Appeals should be submitted without unreasonable delay and usually 
no longer than five working days after we inform you of the decision. 

The manager or Councillor will arrange a meeting with you to discuss your appeal in full and to try and reach a satisfactory solution. 
You must take all reasonable steps to attend this meeting, and you may be accompanied by a colleague or trade union 
representative. If you cannot attend for a genuine reason the matter will normally be rescheduled at least one time (thereafter it 
may be held in your absence). 

The manager or Councillor will write to you to confirm the outcome of the appeal, which will be final. 

Support for those Affected or Involved 
We understand that anyone affected by, or involved with, a complaint of bullying or harassment may feel anxious or upset and we 
will do what we can to support you. 

If you feel you cannot continue to work in close contact with the alleged bully/harasser, we will seriously consider any requested 
changes to your working arrangements during our investigation into the matter. 

Anyone who complains or takes part in good faith in a bullying or harassment investigation must not suffer any form of detrimental 
treatment or victimisation. We take such matters very seriously, if you feel you have suffered any victimisation, please inform your 
line manager, another manager or a Councillor as soon as possible. Equally, making malicious, vexatious or false allegations will not 
be tolerated and is a disciplinary offence. 

Regardless of the outcome of your complaint, we will consider carefully how to best approach any ongoing working relationship 
between you and the individual concerned. For example, depending on the specific circumstances, it may be possible to consider 
amending the job duties, or reporting lines of either you or the other person. For example, where the roles in question mean that 
this is possible to manage without disrupting the work. Alternatively, we may propose that workplace mediation or counselling is 
appropriate if the parties can voluntarily agree to this. 

Sensitivity and Confidentiality 
Anyone involved with an informal or formal complaint about bullying or harassment, including witnesses, must keep the matter 
strictly confidential and act with appropriate sensitivity to all parties. 

If you are found to have breached confidentiality or acted without due care or sensitivity in a case of bullying or harassment, we 
may take disciplinary action against you up to and including dismissal (or other appropriate action for non-employees). 

Consequences of Breaching this Policy 
If, following a formal investigation, we find that you have committed, authorised, or condoned an act of bullying or harassment, we 
will deal with the issue as a possible case of misconduct or gross misconduct. 

We may take disciplinary action against you, up to and including dismissal (or other appropriate action for non-employees). 

Anyone who complains or takes part in good faith in a bullying or harassment investigation must not suffer any form of detrimental 
treatment or victimisation. If we find that you have victimised anyone in this way, we will instigate disciplinary action against you up 
to and including dismissal (or other appropriate action for non-employees). 

We will also offer support for all those affected as we seek to encourage a positive work environment free of harassment and 

https://d.docs.live.net/aeba85589b139bff/Documents/Public%20Documents/Cotswolds%20policy%20project/KW%20Documents%2011-05-23/Disciplinary%20Policy.docx
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bullying where employees are confident to speak out and use this policy should it ever be required. 

This is a non-contractual policy and procedure which will be reviewed from time to time. 

Date of policy & procedure: 20/11/2024 

Approving committee:  Personnel 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy & procedure and reference): N/A 

Policy & procedure version reference:  PSAHB01 

Policy & procedure adopted by Full Council on:  

Date for next review: Annually 
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Purpose of this procedure 
This procedure is relevant to complaints which have been made against Newhaven Town Council (NTC), 
and that are relevant to the council’s policies, administration or services. This procedure is not relevant 
to complaints about members of staff, which will be dealt with as an employment matter. Equally, 
complaints about councillors will fall under the jurisdiction of the District Council Standards 
Committee. It is also recognised that NTC staff often help deal with complaints that are made against 
other tiers of local government, and these too are treated independently from this procedure. In these 
situations, the town council staff will do their utmost to resolve the issue by contacting the relevant 
organisations who are responsible or who are able to help. 
 
Definition 
A complaint is defined by the council as “an expression of dissatisfaction with the delivery of services 
or procedures adopted by the council, whether received in person, by telephone, letter or email.” 
 
First Stage  
This procedure is designed for complaints which cannot be satisfied by less formal measures. In the 
first instance, every effort should be made to resolve complaints to the satisfaction of the complainant 
prior to the involvement of elected councillors in the formal complaint’s procedure process. Should 
this not be possible then it will be necessary for NTC’s Complaints Panel to become involved.  
On the receipt of a complaint, a “Complaint Sheet” (Appendix A) will be completed. This will include 
contact details, means of communication, complaint details and a record of action taken.  
All complaints will be responded to within seven working days. If the complaint is complicated and 
needs further research, a response will be provided within seven working days indicating when a full 
response is likely to be given. 
 
Second Stage  
If a complainant is not satisfied with the response, then they will be given the opportunity of 
presenting their complaint to a meeting of the Town Council’s Complaints Panel. The Complaints Panel 
shall consist of three councillors chosen on a rotational basis. If there is more than one political party 
on the Town Council the majority party shall provide two members and opposition parties shall provide 
the remaining member. The Chair of the panel will be chosen on the day of the meeting. 
 
Before the meeting  
The complainant shall be invited to attend the relevant meeting and bring with them a representative 
if they so wish.  
The complainant will be asked to put the complaint about NTC’s policies, administration or services in 
writing to the clerk, together with any other documentation relating to the complaint. The complainant 
will be given at least one week to provide this and the deadline for its receipt will be at least seven 
working days before the meeting.  
The clerk will acknowledge the receipt of the complaint and provide the complainant with copies of 
any documentation or records which they will present at the meeting at least three clear days before 
the meeting. Copies of all documentation will be sent to members of the Panel at least three clear days 
before the meeting. 
 

At the meeting  

• NTC will consider whether the circumstances of the meeting warrant the exclusion of the 
public and press. Any decision on any complaint will be announced in public, at the next 
meeting of the full Council.  

• At the start of the meeting, the Chairman will introduce everyone and explain the procedure 
for handling the complaint.  

• The complainant and/or their representative will be invited to set out the grounds of their 
complaint.  

• The panel members will question the complainant and/or representatives.  
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• If relevant, the clerk or other proper officer will explain the council’s position.  

• Members of the panel will ask any question of the clerk or other proper officer.  

• The clerk or other proper officer will be offered the opportunity of a last word.  

• The Chairman shall then ask the clerk or proper officer, the complainant and representatives 
to withdraw while members of the panel decide whether or not grounds for the complaint 
have been made. (If a point of clarification is necessary all parties will be invited back).  

• The clerk or other proper officer and the complainant and their representatives will return to 
hear the decision, or to be advised when a decision will be made. 
 

After the meeting  
The decision will be confirmed in writing within seven days together with details of any action to be 
taken. 
 
Unreasonable and vexatious complaints 
There will be circumstances when a complainant persists in wishing to pursue a complaint when it 
clearly has no reasonable basis, or when NTC has already taken reasonable action in response, or 
where some other process, whether through the courts or some other recognised procedure, should 
or has been taken.  
These matters should be referred to the Town Clerk with a summary of the issues and of the attempts 
made to resolve the complaint. They may, in such circumstances, decide that no further action can 
usefully be taken in response to the complainant, and inform the complainant so, making it clear that 
only new and substantive issues will merit a response. 
 
Anonymous Complaints 
Anonymous complaints should be referred to the Town Clerk, and may be acted on at their discretion, 
according to the type and seriousness of the allegation. 
 
Resolution and remedies 
The aim in dealing with all complaints is to reach a resolution or remedy that satisfies the complainant, 
whether it is the remedy they were originally seeking or not. Where a complaint is found to be at all 
justified, consideration may need to be given to the question of an appropriate remedy. An explanation 
or an apology will always be needed. 
 

 

 

Date of procedure:     21/11/2024 

Approving committee:     Promotion, Partnership & Finance  

Date of committee meeting:    10/12/2024  

Supersedes (name of old procedure and reference): Complaints Procedure v4  
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Procedure adopted by Full Council on:     

Date for next review:     Annually 
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Purpose of this Procedure 
The purpose of this procedures is to ensure a clear understanding of the relationship between the 
management of Newhaven Town Council (NTC) and its employees.  They are designed to help and 
encourage all employees to achieve and maintain standards of conduct, attendance and job 
performance.  The aim is to ensure consistent and fair treatment for everyone in the organisation.   

The scope of this procedure 
It applies to all employees, (apart from the Clerk who has a separate procedure) whether full time, 
part time or temporary workers. 

Procedure 
Informal Procedures 

• Informal action may often be a more satisfactory method of resolving problems than use of
the formal disciplinary procedures.

• It should take the form of a discussion between the Clerk and employee with the objective of
encouraging and helping the employee to improve.  The employee should fully understand
the outcome (that if there is no improvement, formal action may be taken).

• The option of using a mediator, where appropriate, as an independent third party will be
considered.  The third party could be an internal mediator as long as they are not involved in
the issue, or in some cases an external mediator may be more appropriate.  This option will
be on a voluntary basis and will only be used if both parties agree to it.  NTC will aim to have
a combination of internal and external mediators and the process for accessing mediation
when required will be available to all staff.

Formal Procedures 

• The formal procedures apply to an employee’s conduct or performance/capability.

• In most cases, the formal disciplinary procedures should only be used when counselling has
been given and this has failed to produce the required improvements or when the seriousness
of the offence warrants the formal disciplinary procedure.

• Appropriate investigations should be carried out without unreasonable delay to establish the
facts.  In some cases, this may involve holding an investigatory meeting with the employee
before proceeding to any disciplinary hearing.  In others, it may involve the collation of
evidence for use at a disciplinary hearing.

Before any warning, disciplinary action or decision to dismiss is taken by NTC, the following minimum 
procedures will be followed: 

1. The employee will be advised in writing about the alleged conduct or characteristics,
unsatisfactory performance, or other circumstances, which lead the organisation to
contemplate dismissing or taking disciplinary action against them

2. The employee will be invited to a meeting where they will be given the opportunity to state
their case before any decision is taken

3. The employee will be advised that they may be accompanied by another member of staff or
a trade union representative of their choice, at any stage of the formal proceedings

4. If the employee’s chosen companion will not be available at the time proposed for the
meeting, the meeting will be postponed to a time proposed by the employee, provided that
the alternative time is both reasonable and not more than five working days after the date
originally proposed

5. The employee’s chosen companion may, if the employee wishes, put and sum up the
employee’s case, respond on their behalf to any views expressed at the meeting and confer
with them during the meeting.

6. The employee may appeal against any dismissal/disciplinary decision/action imposed.

In addition to the Clerk, NTC will have another officer present to take notes.  
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The formal disciplinary procedure exists for: 
1. Performance issues 
2. Misconduct; and 
3. Gross misconduct 

In the case of gross misconduct, NTC may at its absolute discretion proceed immediately to Stage 
Three of the formal disciplinary procedures. 

 
Misconduct 

The following offences are examples of misconduct (however, this list is not exhaustive): 

• Poor timekeeping 

• Unauthorised absence 

• Minor damage to Newhaven Town Council’s property 

• Minor breach of Newhaven Town Council’s Rules and Procedures 

• Abusive behaviour 

• Poor standard of work 
 

Gross Misconduct 
The following are examples of gross misconduct (however, this list is not exhaustive): 

• Theft or unauthorised possession of any property belonging to Newhaven Town Council 

• Serious damage to Newhaven Town Council’s property 

• Fraud, falsification of reports, accounts, expense claims or self-certification forms, bribery, 
corruption 

• Unauthorised entry to computer records 

• Serious act of insubordination 

• Serious incapability whilst on duty by reason of alcohol or illegal drugs 

• Illegal drugs in the employee’s possession, custody or control on NTC premises 

• Violent, dangerous or intimidatory conduct 

• Sexual, racial, serious bullying or other harassment of a fellow employee 

• Serious negligence which causes or might cause unacceptable loss, damage, or injury 

• Serious infringement of health and safety rules 
Serious breach of confidence (subject to the Public Interest (Disclosure) Act 1998)  

 
Formal Disciplinary Procedure – Stage 1 – Improvement Note – Unsatisfactory Performance 
If performance does not meet acceptable standards, notification will be given by the Clerk following a 
disciplinary meeting as referred to above under Formal Procedures. 
The employee will be informed of the formal nature of the warning by way of an improvement note.  
This will set out the performance problem, the improvement that is required, the timescale and any 
help that may be given.  The employee will be advised that it constitutes the first stage of the 
disciplinary procedures and that failure to improve could lead to a final written warning. 
A copy of the improvement note will be kept on the employee’s personnel file for six months but will 
then be considered spent subject to achievement and sustainment of satisfactory performance. 
The employee will be informed that they may appeal. 
 
Formal Disciplinary Procedure – Stage 1 – First Warning – Misconduct 
If conduct does not meet acceptable standards, notification will be given by the Clerk following a 
disciplinary meeting as referred to above under Formal Procedures.  
The employee will be given a written warning setting out the nature of the misconduct and the change 
in behaviour required.  The written warning will also inform the employee that a final written warning 
may be considered if there is no sustained satisfactory improvement or change. 
A copy of the warning will be kept on the employee’s personnel file but will be disregarded for 
disciplinary purposes after a period of six months. The employee will be informed that they may 
appeal. 
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Formal Disciplinary Procedure – Stage 2 – Final Written Warning 
If the employee has a current warning about conduct or performance, then further misconduct or 
unsatisfactory performance (whichever is relevant) may warrant a final written warning.  It may also 
be warranted where ‘first offence’ misconduct is sufficiently serious but would not justify dismissal. 
This will normally be given by the Clerk and confirmed to the employee in writing following a 
disciplinary meeting as referred to above under Formal Procedures.   
The written warning will contain a summary of the complaint, the improvement required and the 
timescale.  It will also specify the duration of the warning and that failure to improve may lead to Stage 
3 (dismissal or some other action short of dismissal). 
A copy of the warning will be kept in the employee’s personnel file but will be disregarded for 
disciplinary purposes after twelve months subject to the achievement and sustainment of satisfactory 
conduct or performance. 
The employee will be informed that they may appeal. 

 
Formal Disciplinary Procedure – Stage 3 – Dismissal or other sanction 
Dismissal may result from a serious first act of gross misconduct or from any further misconduct (of 
the same or another type) during the period of an earlier warning, or failure to meet acceptable 
standards of performance.  Such dismissal may be with or without notice or pay in lieu of notice. 
The decision to dismiss an employee will not be taken without reference to the Chair of the Personnel 
Committee. The decision to dismiss will be confirmed in writing. 
If some sanction short of dismissal is imposed, the employee will receive details in writing of the 
complaint, will be warned that dismissal could result if there is not satisfactory improvement.  A copy 
of the warning will be kept in the employee’s personnel file but will be disregarded for disciplinary 
purposes after twelve months subject to the achievement and sustainment of satisfactory conduct or 
performance. 
The employee will be informed that they may appeal. 

 
Suspension during investigation 

• If appropriate, NTC may by written notice suspend the employee for as brief a period as 
possible while any investigation into an allegation of gross misconduct is carried out.  Except 
when necessary or in exceptional circumstances, any such suspension will be limited to two 
weeks.  The suspension itself is not seen as disciplinary action. 

• If the employee is suspended the terms and conditions of employment will continue together 
with all their rights under the terms and conditions, including the payment of salary. 

• During the period of suspension, the employee will not be entitled to access any of NTC’s 
premises except at the prior request or with the prior consent of NTC and subject to such 
conditions as NTC may impose. 

 
Appeals Procedure 

• An employee may appeal against all disciplinary/dismissal decisions arising from the formal 
procedure. 

• The request for an appeal should be put in writing and set out the grounds of appeal, within 
five working days, to the Chair of the Personnel Committee, who will call a meeting of NTC’s 
Appeals Panel, consisting of three council members who have not been involved so far. 

• The appeal will be heard by the Appeals Panel and the employee has the right to be 
accompanied by a fellow employee (or union representative).   

• The appeal hearing will be conducted within a reasonable period of the appeal being lodged 
and wherever possible within five working days of the appeal being lodged. 

• Where new evidence arises during the appeal, the employee and their companion should be 
given the opportunity to comment before any action is taken.  If necessary, the appeal will be 
adjourned. 
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• The employee will be informed of the results of the appeal and the reasons for the decision.  
This will be confirmed in writing within ten working days and it will be made clear, if this is the 
case, that the decision is final.  If it is not possible to respond within ten working days, the 
employee will be given an explanation for the delay and advised when a response may be 
expected. 

 
Grievance during disciplinary action 
Should an employee raise a grievance about the behaviour of the Clerk during disciplinary procedures, 
it may be appropriate to suspend the disciplinary procedure for a short period until the grievance can 
be properly considered. The Town Council may consider seeking external advice from WorkNest as 
appropriate. 

  
Records 
Full records should be kept including details of the nature of any breach of disciplinary rules or 
unsatisfactory performances, the employee’s response, the action taken and the reasons for it, 
whether an appeal was made and, if so, its outcome and any subsequent developments.  All records 
will be kept confidential and retained in accordance with the Data Protection Act 1998. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date of procedure:     21/11/2024 

Approving committee:     Personnel 

Date of committee meeting:    10/12/2024 

Supersedes (name of old procedure and reference): Disciplinary Procedure v3 

Procedure version reference:    PSDPR04 

Procedure adopted by Full Council on:      

Date for next review:     Annually 
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Purpose of this procedure 
The purpose of this procedure is to ensure a clear understanding of the relationship between the 
management of Newhaven Town Council and its employees, specifically, the Town Clerk.  They are 
designed to help and encourage all employees to achieve and maintain standards of conduct, 
attendance and job performance.  The aim is to ensure consistent and fair treatment for everyone in 
the organisation.  There is a separate procedure for employees who are line managed by the Clerk. 
 
The scope of this policy 
These procedures apply to the Clerk. 
 
Procedure 
 
Informal Procedure 

• Informal action may often be a more satisfactory method of resolving problems than use of 
the formal disciplinary procedure 

• It should take the form of a discreet and informal discussion between members of the 
Personnel Committee and the employee with the objective of encouraging and helping the 
employee to improve.  The employee should fully understand the outcome (that if there is no 
improvement, formal action may be taken) 

• The option of using a mediator, where appropriate, as an independent third party may be 
considered.  The third party could be an internal mediator if they are not involved in the issue, 
or in some cases an external mediator may be more appropriate.  This option will be on a 
voluntary basis and will only be used if both parties agree to it. Newhaven Town Council will 
aim to have a combination of internal and external mediators and the process for accessing 
mediation when required will be available to all staff. 

 
Formal Procedure 

• The formal procedure applies to an employee’s conduct or performance/capability 

• In most cases, the formal disciplinary procedures should only be used when counselling or 
training has been given and this has failed to produce the required improvements or when the 
seriousness of the offence warrants the formal disciplinary procedure 

• Appropriate investigations should be carried out without unreasonable delay to establish the 
facts.  In some cases, this may involve holding an investigatory meeting with the employee 
before proceeding to any disciplinary hearing.  In others, it may involve the collation of 
evidence for use at a disciplinary hearing 

• Before any warning, disciplinary action or decision to dismiss is taken by Newhaven Town 
Council, the following minimum procedures will be followed: 
1. The employee will be advised in writing about the alleged conduct or characteristics, 

unsatisfactory performance, or other circumstances, which lead the organisation to 
contemplate dismissing or taking disciplinary action against them.  This letter will be 
signed by the Chair of the Personnel Committee or Chair of the Council and authorised 
by the Council. The Council may seek external advice 

2. The employee will be invited to a meeting of a hearing panel which will consist of the 
Chair of the Personnel Committee and at least two other members of the Personnel 
Committee, where they will be given the opportunity to state their case before any 
decision is taken 

3. The employee will be advised that they may be accompanied by another member of 
staff or a trade union representative of their choice, at any stage of the formal 
proceedings 
 
 

4. If the employee’s chosen companion will not be available at the time proposed for the 
meeting, the meeting will be postponed to a time proposed by the employee, provided 
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that the alternative time is both reasonable and not more than five working days after 
the date originally proposed 

5. The employee’s chosen companion may, if the employee wishes, put and sum up the 
employee’s case, respond on their behalf to any views expressed at the meeting and 
confer with them during the meeting 

6. The employee may appeal against any dismissal/disciplinary decision/action imposed. 

• Notes of the hearing panel meeting will be taken and made available to the employee. 

• The formal disciplinary procedure exists for: 
1. Performance issues 
2. Misconduct; and 
3. Gross misconduct 

• In the case of gross misconduct, Newhaven Town Council may at its absolute discretion 
proceed immediately to Stage Three of the formal disciplinary procedures. 

 
Misconduct 
The following offences are examples of misconduct (however, this list is not exhaustive): 

• Poor timekeeping 

• Unauthorised absence 

• Minor damage to Newhaven Town Council’s property 

• Minor breach of Newhaven Town Council’s Rules and Procedures 

• Abusive behaviour 

• Poor standard of work 

 
Gross Misconduct 
The following are examples of gross misconduct (however, this list is not exhaustive): 

• Theft or unauthorised possession of any property belonging to Newhaven Town Council 

• Serious damage to Newhaven Town Council’s property 

• Fraud, falsification of reports, accounts, expense claims or self-certification forms, bribery, 
corruption 

• Unauthorised entry to computer records 

• Serious act of insubordination 

• Serious incapability whilst on duty by reason of alcohol or illegal drugs 

• Illegal drugs in the employee’s possession, custody or control on Newhaven Town Council 
premises 

• Violent, dangerous or intimidatory conduct 

• Sexual, racial, serious bullying or other harassment of a fellow employee 

• Serious negligence which causes or might cause unacceptable loss, damage, or injury 

• Serious infringement of health and safety rules 

• Serious breach of confidence (subject to the Public Interest (Disclosure) Act 1998)  

 
Formal Disciplinary Procedure – Stage 1 – Improvement Note – Unsatisfactory Performance 

• If performance does not meet acceptable standards, notification will be given by the Chair of 
the Personnel Committee or Chair of the Council following a disciplinary meeting (as referred 
to in Formal Procedures above).   

• The employee will be informed of the formal nature of the warning by way of an improvement 
note.  This will set out the performance problem, the improvement that is required, the 
timescale and any help that may be given.  The employee will be advised that it constitutes 
the first stage of the disciplinary procedures and that failure to improve could lead to a final 
written warning. 

• A copy of the improvement note will be kept on the employee’s personnel file for six months 
but will then be considered spent subject to achievement and sustainment of satisfactory 
performance 

• The employee will be informed that they may appeal. 
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Formal Disciplinary Procedure – Stage 1 – First Warning – Misconduct 

• If conduct does not meet acceptable standards, notification will be given by the Chair of the 
Personnel Committee or Chair of the Council following a disciplinary meeting (as referred to 
in Formal Procedures above) 

• The employee will be given a written warning setting out the nature of the misconduct and 
the change in behaviour required.  The written warning will also inform the employee that a 
final written warning may be considered if there is no sustained satisfactory improvement or 
change 

• A copy of the warning will be kept on the employee’s personnel file but will be disregarded for 
disciplinary purposes after a period of six months 

• The employee will be informed that they may appeal. 

 
Formal Disciplinary Procedure – Stage 2 – Final Written Warning 

• If the employee has a current warning about conduct or performance, then further 
misconduct or unsatisfactory performance (whichever is relevant) may warrant a final written 
warning.  It may also be warranted where ‘first offence’ misconduct is sufficiently serious but 
would not justify dismissal 

• This will normally be given by the Chair of the Personnel Committee or Chair of the Council 
and confirmed to the employee in writing following a disciplinary meeting (as referred to in 
Formal Procedures above) 

• The written warning will contain a summary of the complaint, the improvement required and 
the timescale.  It will also specify the duration of the warning and that failure to improve may 
lead to Stage 3 (dismissal or some other action short of dismissal) 

• A copy of the warning will be kept in the employee’s personnel file but will be disregarded for 
disciplinary purposes after twelve months subject to the achievement and sustainment of 
satisfactory conduct or performance 

• The employee will be informed that they may appeal. 

 
Formal Disciplinary Procedure – Stage 3 – Dismissal or other sanction 

• Dismissal may result from a serious first act of gross misconduct or from any further 
misconduct (of the same or another type) during the currency of an earlier warning, or failure 
to meet acceptable standards of performance.  Such dismissal may be with or without notice 
or pay in lieu of notice 

• The decision to dismiss the employee will not be taken without the authority of the Council.  
The decision to dismiss will be confirmed in a letter signed by the Chair of the Council 

• If some sanction short of dismissal is imposed, the employee will receive details in writing of 
the complaint, will be warned that dismissal could result if there is not satisfactory 
improvement.  A copy of the warning will be kept in the employee’s personnel file but will be 
disregarded for disciplinary purposes after twelve months subject to the achievement and 
sustainment of satisfactory conduct or performance 

• The employee will be informed that they may appeal. 
 
 
 
 
 
 

Suspension during investigation 

• If appropriate, Newhaven Town Council may, by written notice suspend the employee for as 
brief a period as possible while any investigation into an allegation of gross misconduct is 
carried out.  The decision to suspend the employee can only be taken by a properly 
convened meeting of the Personnel Committee.  Except when necessary or in exceptional 
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circumstances, any such suspension will be limited to two weeks.  The suspension itself is not 
seen as disciplinary action 

• If the employee is suspended the terms and conditions of employment will continue 
together with all their rights under the terms and conditions, including the payment of salary 

• During the period of suspension, the employee will not be entitled to access any of 
Newhaven Town Council’s premises except at the prior request or with the prior consent of 
Newhaven Town Council and subject to such conditions as Newhaven Town Council may 
impose. 

 
Appeals Procedure 

• An employee may appeal against all disciplinary/dismissal decisions arising from the formal 
procedure 

• The request for an appeal should be put in writing and set out the grounds of appeal, within 
five working days, to the Chair of the Council, who will call a meeting of the Town Council’s 
Appeals Panel, consisting of three council members who have not been involved so far 

• The appeal will be heard by the Appeals Panel and the employee has the right to be 
accompanied by a fellow employee (or union representative).  

• The appeal hearing will be conducted within a reasonable period of the appeal being lodged 
and wherever possible within five working days of the appeal being lodged 

• Where new evidence arises during the appeal, the employee and their companion should be 
given the opportunity to comment before any action is taken.  If necessary, the appeal will be 
adjourned 

• The employee will be informed of the results of the appeal and the reasons for the decision.  
This will be confirmed in writing within five to ten working days, and it will be made clear, if 
this is the case, that the decision is final.  If it is not possible to respond within five to ten 
working days, the employee will be given an explanation for the delay and advised when a 
response may be expected. 

 
Grievance during disciplinary action 
Should an employee raise a grievance during the course of disciplinary procedures, it may be 
appropriate to suspend the disciplinary procedure for a short period until the grievance can be 
properly considered. The Town Council may consider seeking external advice as appropriate. 

  
Records 
Full records should be kept including details of the nature of any breach of disciplinary rules or 
unsatisfactory performances, the employee’s response, the action taken and the reasons for it, 
whether an appeal was made and, if so, its outcome and any subsequent developments.  All records 
will be kept confidential and retained in accordance with the Data Protection Act 1998. 
 

This is a non-contractual procedure which will be reviewed from time to time. 

 

 

 

Date of procedure:    21/112024 

Approving committee:    Personnel  

Date of committee meeting:   10/12/2024  

Supersedes (name of old procedure & ref): Disciplinary procedure for Town Clerk v2 

Procedure version reference:   PSDPT03 
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Purpose of this policy and procedure 
Newhaven Town Council (NTC) is funded only by its residents and therefore has finite funds available 
to assist community organisations located and working in Newhaven. 
Through this policy, NTC remains fully committed to ensuring that it assists in developing those groups, 
projects, services and activities that support the Town in remaining an active and sustainable 
community. 
The grants are awarded in three tiers, though the budget then currently available to the council may 
well dictate the actual grant awarded to a successful application: 

Small Grants up to and including £500 
Large Grants £501 up to and including £3,000 
Community Partnership Grants £3001 up to and including £10,000 

Policy 

1. Who can apply?
1.1 The following organisations may apply to NTC for a Grant (applications from Commercial 

entities, businesses, political groups/parties, or individuals will not be considered). 

• Charitable and non-profit making organisations based in Newhaven. Established for
charitable, benevolent, social, cultural, recreational or philanthropic purposes with a
clearly stated social ambition for the community of Newhaven.

• National Charitable organisations, but only to local branches where the grant can be seen
to directly benefit Newhaven residents.

• A Newhaven based club/association/charity/sports club serving a specific section of the
community or the community as a whole. A more socially inclusive group will likely be
more successful in their application.

• A social enterprise which can demonstrate that their initiative(s) will have a positive and
sustainable impact on Newhaven.

• Able where appropriate, to demonstrate that Child and Vulnerable Adult Safeguarding
measures are in place, usually in the form of an appropriate policy that requires those
working directly with children and vulnerable adults to be DBS checked and approved.

1.2 There will be certain conditions attached to the award of each grant: 

• Support from NTC through the award of a grant must be acknowledged where
appropriate on any publicity and promotional material including posters, advertisements,
press releases and leaflets.

• Funding cannot be used for any activity that may be party-political in intention, use or
presentation, or to propagate a religion or belief.

• Grant funding received cannot be ‘gifted’ to or used to subsidise or aid the activities of
any other community group(s). Where this is subsequently found to be the case the
council will require return of all grant monies awarded and reserves the right to take
appropriate legal action to secure the same.

• Grants can only be used for the purpose stated on the application.

• Grants will not be made to directly or indirectly cover an organisations operating costs
such as, but not limited to, premises rental, utilities expenditure or building maintenance
etc. In exceptional circumstances, the council may consider applications for such costs
which are required as ‘set-up’ costs as a ‘one-off’ year 1 requirement by that organisation

• Grants must be fully utilised within 12 months of the date of the grant payment and
documentation of the spend may be required.

Procedure 
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2 Application Requirements. 
The decision to award any grant rests as follows and their decision is final. 

• Small Grants and Large Grants 

Will be determined by the Promotion, Partnership and Finance Committee twice in each 

Financial Year (circa October and March) 

• Community Partnership Grants 

CPG grant applications from £3001 - £7499 will be determined and awarded by the 

Promotion, Partnership and Finance Committee. Those for amounts of £7500 to £10,000 

will be determined and awarded by Full Council (following recommendation by the 

Promotion, Partnership and Finance Committee) once in each Financial Year (normally 

January for payment in April of the following Financial Year). 

2.1 Applications must be made on the correct application form for the level of grant sought and 
be in the name of the organisation to which the grant is to be awarded with all relevant details 
completed. 

2.2 All eligible applications will be assessed on their individual merits against clear and consistent 
criteria. Any award made may not necessarily be for the full amount applied for. 

2.3 Applications will only be considered and assessed if received before the published deadline 
and are accompanied by all supporting documentation. 

2.4 Even where any grant application has been deemed successful NTC is not obliged to make any 
award where there is insufficient or nil Grant Budget expenditure available to it. In such cases 
the applicant will be encouraged to resubmit their application in the following financial year. 

2.5 Only one application can be made in any twelve-month period. 
2.6 NTC reserves the right to reclaim any grant monies not being used for the purposes specified 

on the application form. 
2.7 Applications from groups who have an outstanding loan with or who are financially indebted 

to NTC will not be considered. Applications for projects that are the statutory responsibility of 
other authorities will also not be considered. 

2.8 Applications for projects or activities already delivered (entirely or otherwise) will not be 
considered. 

2.9 Projects or activities where there is a large shortfall between the grant value and total 
project/activity cost, are unlikely to be successful. Those projects which simply replace existing 
facilities without significant improvement will also not be considered. 

2.10 Where a grant has been awarded and the money not spent either in part or in total, all 
remaining monies must be returned to NTC. 

2.11 Should the organisation disband or merge with another during the period of the grant, the 
council may ask for return of all or part of the monies. 

 
3 Small Grants. 
3.1 Small Grants may be awarded up to a value of £500. 
3.2 The following documents are to be submitted in support of a Small Grant application: 

i) Either a set of annual accounts and/or the organisation’s bank statements for the 
previous 12 months 

ii) Where a grant application is made in connection with the ‘start-up’ of a new 
organisation, a projected budget together with a business and risk management 
plan in lieu of annual accounts 

iii) A current written set of rules, constitution or another governing document duly 
authorised and adopted 

iv) In the case of a grant for infrastructure/equipment maintenance and/or 
improvement purposes, a minimum of two estimates for the work/equipment 
specified 

v) In the case of a public event, a copy of current Public Liability Insurance. 
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4 Large Grants. 
4.1 Large Grants may be awarded from £501 up to and including £3000. 
4.2 The following documents are to be submitted in support of a Large Grant application: 

i) A current written set of rules, constitution or another governing document duly 
authorised and adopted 

ii) Details of a Bank Account held in the name of the applicant organisation requiring 
at least two signatures for cheque transactions and/or cash withdrawals, 

iii) The accounts of the organisation for a period of one financial year prior to the date 
of the application, indicating expenditure, income, assets and liabilities together 
with any funding obtained from partner organisations where appropriate. In the 
case of newly established organisations, an income and expenditure plan for their 
first year of operation 

iv) An Equalities and/or Equal Opportunities Policy either as separate documents or 
encompassed by their constitution or other governing document 

v) In the case of a grant for infrastructure/equipment maintenance and/or 
improvement purposes, a minimum of three estimates for the work/equipment 
specified 

vi) A copy of the organisation’s current Public Liability Insurance to a minimum of £5 
million in cover 

vii) Details of how the organisation will assess the effectiveness of the activity/project 
and where ‘value for money’ has been achieved. 

 
5 Community Partnership Grants 
5.1 Community Partnership Grants may be awarded from £3001 up to and including £10,000. 
5.2 In addition to the following documentation requirements, applicants for Community 

Partnership Grants of £7500 and over will be required to attend a Full Council meeting and 
present their application showing how it will support its stated objectives and short to medium 
term strategy. 

5.3 The following documents are to be submitted in support of a Community Partnership Grant 
application: 

i) A current written set of rules, constitution or another governing document duly 
authorised and adopted 

ii) A current business or service plan ideally with a yearly timeline of objectives, 
iii) Details of a Bank Account held in the name of the applicant organisation requiring 

at least two signatures for cheque transactions and/or cash withdrawals 
iv) The accounts of the organisation for a period of one financial year prior to the date 

of the application, indicating expenditure, income, assets and liabilities together 
with any funding obtained from partner organisations where appropriate. In the 
case of newly established organisations, an income and expenditure plan for their 
first year of operation 

v) An Equalities and/or Equal Opportunities Policy and a (where relevant) 
Safeguarding Policy, either as separate documents or encompassed by their 
constitution or other governing documentation 

vi) In the case of a grant for infrastructure/equipment maintenance and/or 
improvement purposes, a minimum of three estimates for the work/equipment 
specified 

vii) A copy of the organisation’s current Public Liability Insurance to a minimum of £5 
million in cover 

viii) Details of how the organisation will assess the effectiveness of the activity/project 
and where ‘value for money’ has been achieved. 
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6 Scoring Criteria. 
6.1 Following the published deadline, each eligible application will be scored by the Town Clerk, 

Responsible Finance Officer and Executive Officer using the following weighted criteria. 
i) The application clearly specifies how the Grant will be used 

(2 points) 
ii) The application identifies what sections of, or communities, in Newhaven will 

benefit from the Grant 
(3 points) 

iii) The application identifies the benefits to the applicant organisation, its members 
or service users 
(3 points) 

iv) The application identifies how the Grant will deliver ‘Value for Money’ 
(5 points) 

v) The application outlines how the activities and actions resultant of the grant are 
aligned with the current priorities of NTC 
(4 points) 

vi) The application identifies how the Grant would assist in promoting Newhaven 
(3 points) 

vii) The application is for a grant facilitating an activity/project not previously funded 
by NTC 
(3 points) 

viii) The application clearly evidences its own fund-raising activities over the preceding 
twelve months and how these contribute to the grant being applied for. 
(4 points) 

For all Community Partnership Grant Applications (£3001-£10,000) they will be additionally 
scored resultant of a financial assessment using recognised ‘Current Ratio’ and ‘Debt to Equity 
Ratio’– (4 points). 
The total points that can be awarded to each Small or Large Grant application will therefore 
range between 1 and 27 points whilst Community Partnership Grant applications will range 
between 1 and 31 points. 

6.2 The scores for each application together with a copy of the application will then be submitted 
to either the Promotion, Partnership & Finance Committee (Small Grants and Large Grants) or 
Full Council (Community Partnership Grant) for their further consideration and final decision. 

6.3 Small Grant Applications must achieve a minimum of 15 points to be considered successful. 
 
 
 
 
 

6.4 For Large Grant Applications, the following grading of scoring applies: 

• Applications scoring less than 15 points will be deemed to have been unsuccessful 

• Those applications attaining 15 to 22 points will be deemed to have been partially 
successful though may not be awarded the full funding applied for, and subject to the 
available grant budget 

• Those applications scoring 23 points and above will be deemed to have been 
successful and receive the full funding applied for and subject to the available grant 
budget. 

6.5 For Community Partnership Grant Applications, the following grading of scoring applies: 

• Applications scoring less than 20 points will be deemed to have been unsuccessful 
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• Those applications attaining 20 to 26 points will be deemed to have been partially
successful and will not be awarded the full amount of monies applied for, subject to
the available grant budget

• Those applications scoring 27 points and above will be deemed to have been
successful and receive the full funding applied for, subject to the available grant
budget.

6.6 Both the Promotion, Partnership and Finance Committee, and Full Council must not make any 
award more than the amount stated in the grant aid application. 

7 The Grants Process. 
7.1 NTC will publicise the timescale for grant applications and awards via the council’s website 

https://www.newhaventowncouncil.gov.uk/ and/or other social media channels. 
7.2 Grant applications can be submitted electronically to: admin@newhaventowncouncil.gov.uk 

or by hard copy to the NTC offices at 18 Fort Road, Newhaven, East Sussex. BN9 9QE. 
7.3 Electronic/email applications (including all supporting documentation) must be received in the 

aforementioned email inbox before the published deadline for applications. 
7.4 Hard copy (paper) applications (including all supporting documentation) must be physically 

received at the NTC offices before the published deadline for applications. The Council will not 
be held responsible for this type of application being delayed by those postal or courier 
services engaged by the applicant. 

7.5 Payment of grants will be either by Cheque or BACs to the organisation specified on the 
application form. 

8. Awarding Grants and Publicity.
8.1 Where a Large Grant or a Community Partnership Grants is awarded, NTC may wish to have 

the Mayor and the Chairman of the Promotion, Partnership and Finance Committee present 
each organisation their award and have photographs taken for subsequent press release. 
Representatives of these organisations may be required to provide a presentation to the next 
annual Town Meeting on how they have utilised the grant. 

8.2 All successful applicants (Small, Large and Community Partnership Grants) will be invited to 
hold a stall/display stand at the next annual Town Meeting to demonstrate their services, their 
success in attaining a grant and the benefits it facilitated. 

8.3 NTC will regularly publicise the availability of discretionary grant aid throughout the 
community and will report annually on the award beneficiaries, the grants made and how they 
have been used. 

Date of policy:  29/11/2024 

Approving committee:  Promotion, Partnership & Finance 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy and reference): Grant Policy & Guidelines v11 

Policy version reference:    PPGPG12 

Policy adopted by Full Council on: 

Date for next review:     Annually 
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PURPOSE OF THIS POLICY 

i) Newhaven Town Council (NTC) is an equal opportunities employer. We are committed to equality 
of opportunity and to providing a service and following practices which are free from unfair and 
unlawful discrimination. The aim of this policy is to ensure that no applicant or member of staff 
receives less favourable treatment on the grounds of age, disability, gender reassignment, marriage 
and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation, or 
is disadvantaged by conditions or requirements which cannot be shown to be relevant to 
performance. It seeks also to ensure that no person is victimised or subjected to any form of 
bullying or harassment. 

ii) We value people as individuals with diverse opinions, cultures, lifestyles and circumstances. All 
employees are covered by this policy, and it applies to all areas of employment including 
recruitment, selection, training, deployment, career development, and promotion. These areas are 
monitored, and policies and practices are amended if necessary to ensure that no unfair or unlawful 
discrimination, intentional, unintentional, direct or indirect, overt or latent exists. 

iii) The Town Clerk has particular responsibility for implementing and monitoring the Equality and 
Diversity in Employment Policy and, as part of this process, all personnel policies and procedures 
are administered with the objective of promoting equality of opportunity and eliminating unfair or 
unlawful discrimination. 

iv) All employees, workers, self-employed contractors and Councillors whether part time, full-time or 
temporary will be treated fairly and with respect. Selection for employment, promotion, training, 
or any other benefit will be on the basis of aptitude and ability. All employees will be helped and 
encouraged to develop their full potential, and the talents and resources of the workforce will be 
fully utilised to maximise the efficiency of NTC. 

v) Equality of opportunity, valuing diversity and compliance with the law is to the benefit of all 
individuals at NTC as it seeks to develop the skills and abilities of its people. While specific 
responsibility for eliminating discrimination and providing equality of opportunity lies with the 
senior management team, individuals at all levels have a responsibility to treat others with dignity 
and respect. The personal commitment of every employee to this policy and application of its 
principles are essential to eliminate discrimination and provide equality throughout NTC. 

 
THE SCOPE OF THIS POLICY 
It applies to all staff, whether full time, part time, temporary workers and Councillors 

 

POLICY 

Our Commitment as an Employer 

i) To create an environment in which individual differences and the contributions of our staff are 
recognised and valued. 

ii) Every employee, worker, self-employed contractor and Councillor is entitled to a working 
environment that promotes dignity and respect for all. No form of intimidation, bullying or 
harassment will be tolerated. 

iii) Training, development and progression opportunities are available to all. 

iv) Equality in the workplace is good management practice and makes sound business sense. 

v) We will continually review all our employment practices and procedures to ensure fairness. 
 
 

Our Commitment as a Service Provider 

i) We aim to provide services to which everyone is entitled regardless of age, disability, gender 
reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex 
or sexual orientation, offending past, caring responsibilities or social class. 

ii) We will make sure that our services are delivered equitably and meet the needs of our service users 
and clients by assessing and meeting their diverse needs 

iii) This policy is fully supported by the senior management team. 

iv) This policy will be monitored and reviewed annually. 
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v) We have clear procedures that enable our clients, candidates for jobs and employees to raise a 
grievance or make a complaint if they feel they have been unfairly treated. 

vi) Breaches of our equality and diversity policy will be regarded as misconduct and could lead to 
disciplinary proceedings. 

 
 

EQUAL OPPORTUNITY POLICY STATEMENTS 
AGE 
We will: 

• ensure that people of all ages are treated with respect and dignity 

• ensure that people of working age are given equal access to our employment, training, 
development and promotion opportunities; and 

• challenge discriminatory assumptions about younger and older people. 
 

DISABILITY 
We will: 

• provide any reasonable adjustments to ensure disabled people have access to our services and 
employment opportunities 

• challenge discriminatory assumptions about disabled people; and 

• seek to continue to improve access to information by ensuring availability of loop systems, 
Braille facilities, alternative formatting and sign language interpretation. 

 
RACE 
We will: 

• challenge racism wherever it occurs 

• respond swiftly and sensitively to racists incidents; and 

• actively promote race equality in NTC. 

 
GENDER 
We will: 

• challenge discriminatory assumptions about women and men 

• take positive action to redress the negative effects of discrimination against women and men 

• offer equal access for women and men to representation, services, employment, training and 
pay and encourage other organisations to do the same; and 

• provide support to prevent discrimination against transsexual people who have or who are 
about to undergo gender reassignment. 

• We recognise that individuals can identify with a range of different gender identities, and that 
gender identity may or may not be associated with the sex assigned at birth and gender 
presentation. We provide a supportive environment to recognise an individual’s gender 
identity, and for staff to share their gender identity or trans status if they wish. However, it is 
the right of an individual to decide what they want to share about their gender identity and 
when. To ‘out’ someone without their permission is a form of harassment, could be a criminal 
offence, and will not be tolerated by NTC. 
 

SEXUAL ORIENTATION 
We will: 

• ensure that we take account of the needs of lesbians and gay men; and 

• promote positive images of lesbians, gay men and bisexuals. 
 

RELIGION OR BELIEF 
We will: 

• ensure that employees’ religion or beliefs and related observances are respected and 
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accommodated wherever possible; and 

• respect people’s beliefs where the expression of those beliefs does not impinge on the 
legitimate rights of others. 

 
PREGNANCY OR MATERNITY 
We will: 

• ensure that people are treated with respect and dignity and that a positive image is promoted 
regardless of pregnancy or maternity 

• challenge discriminatory assumptions about the pregnancy or maternity of our employees; and 

• ensure that no individual is disadvantaged and that we take account of the needs of our 
employees’ pregnancy or maternity. 

 
MARRIAGE OR CIVIL PARTNERSHIP 
We will: 

• ensure that people are treated with respect and dignity and that a positive image is promoted 
regardless of marriage or civil partnership 

• challenge discriminatory assumptions about the marriage or civil partnership of our employees; 
and 

• ensure that no individual is disadvantaged and that we take account of the needs of our 
employees’ marriage or civil partnership. 

 
EX-OFFENDERS 
We will: 

• prevent discrimination against our employees regardless of their offending background (except 
where there is a known risk to children or vulnerable adults). 

 
EQUAL PAY 
We will: 

• ensure that all employees, of whatever gender, have the right to the same contractual pay and 
benefits for carrying out the same work, work rated as equivalent work or work of equal value. 
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Purpose of this policy and procedure 
Every employee of Newhaven Town Council (NTC) has a contract of employment that sets out their 
working hours. A request to work flexibly is a request from the employee to change either the number 
of working hours, when or where they are worked. Flexible working does not mean a member of staff 
can work the hours they wish from day-to-day, week-to-week. 
 
Flexible working arrangements take account of employees' preferences, interests and non-work 
responsibilities whilst also meeting the needs of NTC. Common examples of flexible working include 
part-time working; zero-hours / casual working; variable hours; flexitime; job-sharing; term-time 
working; compressed hours; career breaks; and sabbaticals. 
 
This policy has been written to explain the process which we will use to respond to requests by staff 
to vary hours, pattern or place of work. 
 
The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 
 
Statutory rights 
You have a statutory right to request a change to your contractual terms and conditions of employment 
to work flexibly from the first day of your employment, regardless of whether you work full or part-
time or have a temporary contract of employment. It does not apply to agency staff. You also have the 
right to make two requests in any 12-month rolling period. 
 
Policy 
Our policy is to comply with both the spirit and the letter of the law on the right to request flexible 
working. To this end its aim is to inform all staff of their right to request flexible working and to ensure 
those rights are understood and that staff feel confident any decisions regarding their requests will be 
handled objectively, fairly, free from discrimination, and that staff will not be treated detrimentally 
because they have asked for flexible working arrangements.   
 
NTC has due regard for the need to eliminate unlawful discrimination and promoting equality of 
opportunity.  In doing so, the Town Clerk receiving flexible working requests will ensure that all staff 
making requests for any type of flexible working are treated fairly and equitably and will not unlawfully 
discriminate against any individual on the grounds of a protected characteristic covered by the 
provisions of the Equality Act 2010. 
 
Procedure 
 
Making the request 
To apply for flexible working, please complete the Application form at Appendix 1 

 
Please also let us know if you are making the request because you consider the change could be a 
reasonable adjustment to support a disability.  
 
If you are not sure whether a proposed working pattern will work, NTC may agree to a trial period to 
test it out. If this is the case, we will include this in the decision letter and be clear about the duration 
of the trial and that the working pattern will automatically revert to the previous arrangements unless 
NTC agrees to the contrary. 
 
 
Responding to your request  
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Once we receive your written request, we will arrange a meeting with you as soon as possible and send 
you a confirmation of receipt unless we agree immediately to your request. It may be that we need to 
ask you to supply further details before the meeting. If there is likely to be a delay in discussing your 
request, we will inform you. You may be accompanied at the meeting by a work colleague. 
 
Having the right to request a change to your working arrangements does not necessarily mean that 
your request will be accepted. Your request will be fully discussed at the meeting.  We will carefully 
consider your request looking at the benefits of the requested changes on working conditions for you 
as an employee and NTC and weighing these against any adverse impact of implementing the changes. 
 
Having considered the changes, you are requesting and weighing up the advantages, possible costs 
and potential logistical implications of granting the request, we will write to you with the decision by 
bay of the form found at Appendix 2. The decision will be either: 

• To accept the request and establish a start date, with or without a trial period and review date.  
Where the request is granted, we will set out what changes will be made to your terms and 
conditions of employment, or, 

• To propose an alternative, which may require further discussion, or, 

• To confirm a compromise agreed at the discussion, or, 

• To reject the request, setting out the reasons, how these apply to the application and the 
appeal process. 
 

Requests to work flexibly will be considered objectively, however we may not always be able to grant 
a request to work flexibly if it cannot be accommodated. If we turn down your request, it will be 
because of one, or a combination of the following reasons, and we will explain why. 

• The burden of additional costs is unacceptable to NTC 

• Detrimental effect on NTC’s ability to deliver for the community 

• Inability to re-organise work among existing staff 

• Inability to recruit additional staff 

• Detrimental impact on quality 

• Detrimental impact on performance 

• Insufficiency of work during the periods the employee proposes to work 

• Planned structural changes to NTC 
 

If you are only looking for an informal change for a short period to your working hours or conditions, 
for instance to pursue a short course of study, we may consider allowing you to revert back to your 
previous conditions after a specified period, e.g. three months, or after the occurrence of a specific 
event, such as the end of a course of study. 
 
You must be aware that if your request is approved, as previously mentioned, you only have the 
statutory right to make two requests in a 12-month period, although you may still ask without the 
statutory right. 
 
Timeframe for dealing with requests 
We will do what we can to respond to your request as soon as possible although the law requires the 
consideration process to be complete within two months of first receiving a request, including any 
appeal. If the request cannot be dealt with within two months, we may ask to extend the consideration 
process, provided you agree to the extension. 
 
Handling requests in a fair way 
We may receive more than one request to work flexibly closely together from different employees and 
it may or may not be possible to accept all requests. If we agree to a request for flexible working 
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arrangements this does not mean that we can also agree to a similar change for another employee. 
Each case will be considered on its merits looking at the business case in the order they have been 
received. We may need to take others’ contractual terms into account, and we may ask you if there is 
any room for adjustment or compromise before coming to a decision. 
 
Appealing the decision 
If we decline your request and you wish to appeal, you must do so, in writing, within 5 days of receiving 
the letter informing you of the outcome. We will then write to you to arrange a meeting to discuss 
your appeal. This meeting will be held as soon as reasonably possible and will normally be with a sub-
committee of councillors. You may wish to be accompanied at that meeting by a work colleague. 
 
There may be circumstances when NTC is unable to meet within the required timeframes, in which 
case a meeting will be held as soon as is practically possible. 
 
The effect on your contract of employment 
Any change in your hours or pattern of work will normally be a permanent change to your contractual 
terms and conditions. This means that you will not automatically be able to revert to the previous 
working pattern (unless otherwise agreed). So, for example, if your new flexible working pattern 
involves working reduced hours, you will not automatically be able to revert to working full time hours. 
 
Changes to your working pattern may affect other terms and conditions of employment. For example, 
reducing your hours of work will mean that your pay and leave will be pro-rated accordingly. Your 
pension may also be affected. 
 
Any changes to your terms and conditions because of a change to your working pattern will be 
confirmed in your decision letter, however if you have further queries about how a proposed change 
to your pattern of work might affect your terms and conditions please speak to the Clerk or Chair of 
NTC in the first instance. 
 
Data protection 
When managing a flexible working request, we will process personal data collected in accordance with 
the data protection policy. Data collected from the point at which we receive a flexible working request 
is held securely and accessed by, and disclosed to, individuals only for the purposes of managing their 
request for flexible working. Inappropriate access or disclosure of employee data constitutes a data 
breach and should be reported in accordance with the data protection policy immediately. It may also 
constitute a disciplinary offence, which will be dealt with under the disciplinary procedure. 
 

This is a non-contractual procedure which will be reviewed from time to time. 
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Newhaven Town Council 

APPENDIX 1 (FLEXIBLE WORKING APPLICATION FORM) 

 

Name:       Payroll Number 

Job Title: 

Date: 

 

This is a formal application for flexible working under Newhaven Town Council’s Flexible Working 

Policy which accommodates the legal right to apply for flexible working and the duty of employer 

to consider applications seriously.   

 

Please detail how you would like to work flexibly and when you want to start: 

 

 

 

 

 

How do you think flexible working might affect the council and how this could be dealt with, e.g. if 

you’re not at work on certain days. 

 

 

 

 

 

 

Have you made a previous application to work Flexibly (Y / N) 

If Yes, when: 
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Newhaven Town Council 

APPENDIX 1 (CONFIRMATION OF RECEIPT OF F.W. APPLICATION FORM) 

 

Dear [insert name] 

 

I confirm that I have received your request to change your working pattern on [insert date] 

 

 

A meeting has been arranged for   [Within 14 calendar days of receipt of request]                               

to discuss this. You may be accompanied at the meeting by a work colleague. 

 

Signed: 

 

Name: 

 

Date: 
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Newhaven Town Council 

APPENDIX 2 (FLEXIBLE WORKING APPLICATION FORM – ACCEPTANCE) 

 

Name:       Payroll Number 

Job Title:      Date: 

Dear [insert name] 

Following receipt of your application on [inset date] and our meeting on [inset date] we 

have considered your request for a new flexible working pattern in relation to: 

[State reason for request] 

 

 We are pleased to confirm that we can accommodate your request 

 We are unable to accommodate your original request, however, we can offer an 

alternative flexible working arrangement that we have discussed and has been agreed 

Your new working pattern will be as follows: 

 

Trial Periods 

Your flexible working trial period will start on:  

Your flexible working trial period will end on: 

Your flexible working trial period review will be on:  

If trial period is successful, your new working arrangements will commence on: 

 

Town Clerk Signature: 

Town Clerk Name: 

Date: 

Employee Signature: 

Employee Name: 

Date: 
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Newhaven Town Council 

APPENDIX 2 (FLEXIBLE WORKING APPLICATION FORM – DECLINE) 

 

Name:       Payroll Number 

Job Title:      Date: 

Dear [insert name] 

Following receipt of your application and our meeting(s) on [Insert Date], I am sorry, but we 

are unable to accommodate your request on the following business grounds: 

 The operational reasons for declining a flexible working request 

 The burden of additional costs is unacceptable to the council 

 An inability to reorganise work amongst existing staff 

 Inability to source additional staff 

 A detrimental impact on quality 

 A detrimental impact on performance 

 The change would have a detrimental effect on the council’s ability to meet customer 

demand 

 Insufficiency of work for the proposed change 

 Planned structural changes to the organisation 

 

The following alternative patterns were also considered but cannot be accommodated or are 

not suitable to you: 

 

You have the right to appeal against this decision as outlined in the Flexible Working Policy. 

  

Town Clerk Signature: 

Town Clerk Name: 

Date: 

Employee Signature: 

Employee Name: 

Date: 
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Purpose of this policy and procedure 
This policy is based on and complies with the ACAS Code of Practice on disciplinary and grievance 
procedures (2015) and takes account of the ACAS guide on discipline and grievances at work (2020) as 
well as any relevant law affecting Councils. 
 
The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 
 
Policy 
This policy aims to encourage and maintain good relationships between Newhaven Town Council (NTC) 
and its employees by treating grievances seriously and resolving them as quickly as possible. It sets 
out the arrangements for employees to raise their concerns, problems or complaints about their 
employment with NTC. The policy will be applied fairly, consistently and in accordance with the 
Equality Act 2010. 
This policy confirms:  

• employees have the right to be accompanied or represented at a grievance meeting or appeal 
by a companion who can be a workplace colleague, a trade union representative or a trade 
union official. This includes any meeting held with them to hear about, gather facts about, 
discuss, consider or resolve their grievance. The companion will be permitted to address the 
grievance/appeal meetings, to present the employee's case for their grievance/appeal and to 
confer with the employee. The companion cannot answer questions put to the employee, 
address the meeting against the employee’s wishes or prevent the employee from explaining 
their case 

• NTC will give employees reasonable notice of the date of the grievance/appeal meetings. 
Employees and their companions must make all reasonable efforts to attend. If the companion 
is not available for the proposed date of the meeting, the employee can request a 
postponement and can propose an alternative date that is within five working days of the 
original meeting date unless it is unreasonable not to propose a later date 

• any changes to specified time limits must be agreed by the employee and NTC 

• an employee has the right to appeal against the decision about their grievance. The appeal 
decision is final 

• information about an employee’s grievance will be restricted to those involved in the 
grievance process. A record of the reason for the grievance, its outcome and action taken is 
confidential to the employee. The employee’s grievance records will be held by NTC in 
accordance with the UK General Data Protection Regulation (UKGDPR) 

• audio or video recordings of the proceedings at any stage of the grievance procedure are 
prohibited, unless agreed by all affected parties as a reasonable adjustment that takes account 
of an employee’s medical condition 

• if an employee who is already subject to a disciplinary process raises a grievance, the grievance 
will normally be heard after completion of the disciplinary procedure 

• if a grievance is not upheld, no disciplinary action will be taken against an employee if they 
raised the grievance in good faith 

• NTC may consider mediation at any stage of the grievance procedure where appropriate, (for 
example where there have been communication breakdowns or allegations of bullying or 
harassment). Mediation is a dispute resolution process which requires the consent of affected 
parties 
 
 
 
 
 
 

• Employees can only use all stages of the grievance procedure if the complaint is not a code of 
conduct complaint about a councillor. Employees can use the informal stage of NTC’s grievance 
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procedure to deal with all grievance issues, including a complaint about a councillor. 
Employees cannot use the formal stages of NTC’s grievance procedure for a code of conduct 
complaint about a councillor. If the complaint about NTC is not resolved at the informal stage, 
the employee can contact the monitoring officer of Lewes District council who will inform the 
employee whether or not the complaint can be dealt with under the code of conduct. If it does 
not concern the code of conduct, the employee can make a formal complaint under NTC’s 
grievance procedure 

• NTC may engage external investigators, grievance or appeal panels for the purposes of the 
process. 

• If the grievance is a code of conduct complaint against a councillor, the employee cannot 
proceed with it beyond the informal stage of NTC’s grievance procedure. However, whatever 
the complaint, NTC has a duty of care to its employees. It must take all reasonable steps to 
ensure employees have a safe working environment, for example by undertaking risk 
assessments, by ensuring staff and councillors are properly trained and by protecting staff from 
bullying, harassment and all forms of discrimination. 

If an employee considers that the grievance concerns their safety within the working environment, 
whether or not it also concerns a complaint against a councillor, the employee should raise these safety 
concerns with their line manager at the informal stage of the grievance procedure. NTC will consider 
whether it should take further action in this matter in accordance with any of its employment policies 
(for example its health and safety policy or its dignity at work policy) and in accordance with the code 
of conduct regime 
 
Procedure 
 
Informal grievance procedure 
NTC and its employees benefit if grievances are resolved informally and as quickly as possible. As soon 
as a problem arises, the employee should raise it with their manager to see if an informal solution is 
possible. Both should try to resolve the matter at this stage. If the employee does not want to discuss 
the grievance with their manager (for example, because it concerns the manager), the employee 
should contact the Chair of the Personnel committee or, if appropriate, another member of the 
Personnel committee. If the employee’s complaint is about a councillor, it may be appropriate to 
involve that councillor at the informal stage. This will require both the employees’ and the councillor’s 
consent. 
 
Formal grievance procedure 
If it is not possible to resolve the grievance informally and the employee’s complaint is not one that 
should be dealt with as a code of conduct complaint (see above), the employee may submit a formal 
grievance. It should be submitted in writing to the Chair of the Personnel committee. 
The Personnel committee will appoint a sub-committee of 3 members to hear the grievance in the 
event that the grievance is raised by or relates to the Clerk. Where the grievance is not raised by or 
relates to the Clerk, the Personnel committee may appoint the Clerk to hear the Grievance. The sub-
committee will appoint a Chair from one of its members. No councillor with direct involvement in the 
matter shall be appointed to the sub-committee.  
 
Investigation 
If the sub-committee decides that it is appropriate, (e.g. if the grievance is complex), it may appoint an 
investigator to carry out an investigation before the grievance meeting to establish the facts of the 
case. The investigator may be an appropriate employee, Councillor or external party. The investigation 
may include interviews (e.g. the employee submitting the grievance, other employees, councillors or 
members of the public). The investigator will summarise their findings (usually within an investigation 
report) and present their findings to the sub-committee.  
 
Notification 
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Within 14 calendar days of NTC receiving the employee’s grievance (this may be longer if there is an 
investigation), the employee will normally be asked, in writing, to attend a grievance meeting. The 
written notification will include the following: 

• the names of its Chair and other members 

• the date, time and place for the meeting. The employee will be given reasonable notice of the 
meeting which will normally be within 35 calendar days of when NTC received the grievance 

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

• a copy of NTC’s grievance policy 

• confirmation that, if necessary, witnesses may attend (or submit witness statements) on the 
employee’s behalf and that the employee should provide the names of their witnesses as soon 
as possible before the meeting 

• confirmation that the employee will provide NTC with any supporting evidence in advance of 
the meeting, usually with at least two days’ notice 

• findings of the investigation if there has been an investigation  

• an invitation for the employee to request any adjustments to be made for the hearing (for 
example where a person has a health condition). 
 

The grievance meeting 
At the grievance meeting:  

• the Chair will introduce the members of the sub-committee to the employee 

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

• the Chair will ask the employee questions about the information presented and will want to 
understand what actions they want NTC to take 

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

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

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

The Chair will provide the employee with the sub-committee’s decision, in writing, usually within 7 
calendar days of the meeting, though may be longer e.g. where further investigations are required. 
The letter will notify the employee of the action, if any, that NTC will take and of the employee’s right 
to appeal.  
 
The appeal 
If an employee decides that their grievance has not been satisfactorily resolved by the sub-committee, 
they may submit a written appeal to the Personnel committee. An appeal must be received by the 
Council within 7 calendar days of the employee receiving the sub-committee’s decision and must 
specify the grounds of appeal. Appeals may be raised on several grounds, e.g.: 

• a failure by NTC to follow its grievance policy 

• the decision was not supported by the evidence 

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

• new evidence has become known since the grievance meeting. 
The appeal will be heard by a panel of three members of the Personnel committee who have not 
previously been involved in the case. There may be insufficient members of the Personnel committee 
who have not previously been involved. If so, the appeal panel will be a committee of three Council 
members who may include members of the Personnel committee. NTC may engage external parties if 
there are insufficient councillors to form the panel. The appeal panel will appoint a Chair from one of 
its members. 
 
The employee will be notified, in writing, usually within fourteen calendar days of receipt of the appeal 
of the time, date and place of the appeal meeting. The meeting will normally take place within thirty-



Page 5 of 5 

five calendar days of NTC’s receipt of the appeal. The employee will be advised that they may be 
accompanied by a workplace colleague, a trade union representative or a trade union official. 
At the appeal meeting, the Chair will: 

• introduce the panel members to the employee

• explain the purpose of the meeting, which is to hear the employee’s reasons for appealing
against the decision of the Personnel sub-committee

• explain the action that the appeal panel may take.
The employee (or companion) will be asked to explain the grounds of appeal. 

The Chair will inform the employee that they will receive the decision and the panel’s reasons, in 
writing, and when they are likely to receive the letter. This may be within fourteen calendar days of 
the appeal meeting, however, may be longer where further investigations are required.  

The appeal panel may decide to uphold the decision of the Personnel committee or substitute its own 
decision. The decision of the appeal panel is final. 

This is a non-contractual policy and procedure which will be reviewed from time to time. 

Date of policy & procedure: 21/11/2024 

Approving committee:  Personnel 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy & procedure and ref): Grievance policy & procedure v3 

Policy and procedure version reference:  PSGPP04 

Policy & procedure adopted by Full Council on:  

Date for next review: Annually 
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1. Purpose
1.1 Newhaven Town Council (NTC) recognises the importance of prudently investing temporarily 

surplus funds held on behalf of the community. The Council will ensure it has adequate though 
not excessive cash resources, overdraft or standby facilities to always enable it to have the 
level of funds available which are necessary for the achievement of its service objectives.  

1.2 This Strategy complies with the Department for Communities and Local Government’s 
(DCLG) Guidance on Local Government Investments issued under section 15(1)(a) of the 
Local Government Act 2003 and effective from 1st April 2010. Investment Strategies approved 
after 1 April 2018 must also be in line with the Government’s “Statutory Guidance on Local 
Government Investments” which, in particular includes much detail on the provision of 
loans. 

1.3 This Strategy will be placed on the NTC website 

2. Investment objectives
2.1 The DCLG Guidance defines a prudent investment policy as having two objectives: 

first security (protecting the capital sum from loss) and then liquidity (keeping the money 
readily available for expenditure when needed). It will then be reasonable to consider what 
yield can be obtained consistent with these priorities.  

2.3 NTC will aim to achieve optimum return on its investments providing that  
security and liquidity are ensured. 

2.4 All investments will be made in sterling. 
2.5 It would be unlawful for NTC to borrow money purely for investment purposes or to lend it 

and make a return.  Accordingly, NTC will not engage in such activity. 
2.6 If NTC were minded to use an external investment manager, that manager will be 

contractually required to comply with this Strategy. 

3. Specified Investments
3.1 Specified investments are those offering high security and high liquidity made in sterling and 

maturing after no more than one year.  The DCLG recommends that specified investments 
should only be made in schemes of high credit quality and that NTC should define high credit 
quality. 

3.2 NTC considers the following specified investments to be of high credit quality: 

• Deposits with banks, building societies, local authorities or other public authorities

• Deposits with the CCLA Public Sector Deposit Fund
3.3 NTC’s current investments are with Barclays Bank 

• Business Premium Account

• Base Rate Reward Account

• Unity Trust Bank Account.
3.4 The choice of institution and length of deposit will be at the discretion of the Responsible 

Financial Officer, in consultation with the Chairman of the Promotion, Partnership & Finance 
committee/full Council. 

4. Non-specified investments
4.1 These investments have greater potential risk – examples include investment in stocks and 

shares 
4.2 NTC will not make any non-specified investments 

5. Liquidity
 5.1 The Responsible Finance Officer will determine the maximum periods for which 

funds may prudently be committed so as not to compromise liquidity. 

5.2 Investments will be regarded as commencing on the date the commitment to invest  
is entered into, rather than the date on which the funds are paid over to the investment 
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scheme. 
 

6. External borrowing 
6.1 NTC will not normally take out temporary loans or borrow by way of an overdraft.  Any 

temporary loans must be agreed by full Council. 
6.2  Approval must be given by the DCLG to borrow to fund capital expenditure. 
6.3 As of 31st March 2024 NTC will owe £44,109.53. This loan was taken out through the Public 

Works Loan Board on 23rd July 2003 to finance the extensive refurbishment of the town 
council offices. 

7. Loans 
7.1 The Council do not offer any loans. Should it be minded to do so at any point, it would ensure 

that: 

• Total financial exposure to these types of loans is proportionate 

• They have used an allowed “expected credit loss” model for loans and receivables as set out 
in International Financial Reporting Standard (IFRS) 9 Financial Instruments as adopted by 
proper practices to measure the credit risk of their loan portfolio 

• They have appropriate credit control arrangements to recover overdue repayments in place  

• NTC would formally agree the total level of loans by type that it is willing to make, and their 
total loan book would be within their self-assessed limit. 

 
8. Review 

This strategy will be reviewed by full Council annually prior to the start of each financial year.  
It may be varied from time to time as circumstances dictate but must always be approved by 
full Council. 
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Purpose of this policy and procedure. 
To specify the discretions that are available to Newhaven Town Council (NTC) under The Local 
Government Pension Scheme Regulations 2013 and The Local Government Pension Scheme (Transitional 
Provisions, Savings and Amendment) Regulations 2014  
 
The scope of this policy. 
It applies to all staff, whether full-time, part-time or temporary workers. It does not apply to councillors. 
 
Policy. 
NTC will not have a general policy on the exercise of the following discretions but may decide to do so 
where a sound case can be made for exercising this discretion.  Each case will be considered on its 
individual merits. 
 
Regulation Discretion 

The Local Government Pension Scheme Regulations 2013 
R16(2)(d) & 
(e) 

Where Additional Pension Contribution (APC) are to be paid by regular contributions or a 
lump sum, whether to fund in whole or in part a members APC’s. The maximum additional 
pension which can be purchased from 1st April 2024 is £8,344. 

R30(6) & 
TP11(2) 

Whether to allow an active member who has attained the age of 55 or over who reduces 
their working hours or grade to receive immediate payment of all or part of their 
retirement pension to which the member is entitled to in respect of that employment 
subject to an actuarial reduction. 

R30(8) Whether to waive in whole or in part any reduction in a member’s pension benefits as a 
result of a member who has not attained normal pension age but who has attained the age 
of 55 or over and has elected to receive immediate payment of a retirement pension. 

R31 Whether to award additional pension up to a maximum of £8,344 to an active member or a 
member who was an active member who was dismissed by reason of redundancy, or 
business efficiency, or whose employment was terminated by mutual consent on grounds 
of business efficiency within 6 months of the date the members employment ended. 
 

The Local Government Pension Scheme (Transitional Provisions, Savings & Amendment) Regulations 
2014 

TPSch2, 
2(2) 

Whether to “switch on” the 85 Year Rule for a member voluntarily drawing benefits on or 
after age 55 and before age 60. 
 TPSch2, 

2(3) 
Whether to waive, on compassionate grounds, the actuarial reduction applied to benefits 
from pre 01/04/2014 membership where the employer has “switched-on” the 85 Year Rule 
for a member voluntarily drawing benefits on or after age 55 and before age 60. 

 

Date of policy:      20/11/2024 

Approving committee:     Personnel 

Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference): L.G. Pensions Scheme Discretions Policy v2 

Policy version reference:    PSLGP03 

Policy adopted by Full Council on:    

Date for next review:     Annually 
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Purpose of this policy and procedure 
The council recognises that some of our staff work alone, and where this is the case, seeks to ensure 
the health and safety of all lone workers. This document: 
• Raises awareness of the safety issues relating to lone working,
• Identifies and assesses potential risks to an individual working alone,
• Explains the importance of reasonable and practicable precautions to minimise potential risk,
• Provides appropriate support to lone workers, and,
• Encourages reporting of all incidents associated with lone working so that they can be

adequately managed and used to help reduce risks and improve working arrangements for the
future.

The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 

Policy 
We will protect staff from the risks of lone working, as far as is reasonably practicable.  Working alone 
is not in itself against the law, and it is often safe to do so. However, the council’s policy is to consider 
carefully and deal with any health and safety risks for those who work alone. 

Definition 
‘Lone Worker’ refers to people who work by themselves without work colleagues either during or 
outside normal working hours. Examples include: 
• A caretaker who opens and closes a hall either early in the morning or late at night
• A groundsman tending to green space
• Office workers who work alone in the premises
• Homeworkers.
Any worker under the age of 18 years, or anyone working in confined spaces is not permitted to work
on their own.

Responsibilities 
All staff have a responsibility for the health and safety of work colleagues. The key responsibilities are 
as follows: 
Managers/Supervisors 
• Will try to avoid the need for lone working as far as is reasonably practicable
• Ensure that the worker is competent to work alone
• Ensure that all lone working activities must be formally risk assessed. This should identify the

risk to lone workers; any control measures necessary to minimise those risks; and emergency
procedures

• Arrangements for lone working must be made clear to staff and the details of what can or
cannot be done while working alone explained

• Lone workers must be informed of the hazards and understand the necessary control
measures that need to be put in place and have the opportunity to contribute to the risk
assessment

• Must raise the alarm if staff cannot be contacted or do not return as anticipated
• Must ensure that all staff are aware of this lone working policy and procedure and provide

appropriate levels of training and guidance on lone working.

Lone workers 
• Take reasonable care of themselves and others who may be affected by their work
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• To follow any instruction given by management or the council 
• Raise with their line manager any concerns they have in relation to lone working  
• Not to work alone where there is inadequate information to undertake a risk assessment 
• Inform their line manager at the earliest opportunity in the event of an accident, incident of 

violence or aggression whilst working alone 
Staff 
• To be aware of colleagues working on their own and alert to unexpected changes of routine, 

unanticipated periods where there is no communication 
• Have on your person and switched on with enough power their personal emergency FOB or 

alternatively the mobile version of the emergency FOB on their mobile phone. (The latter 
requires manual updating or time-alarm setting) 

 
Risk Assessments 
Managers/supervisors must complete (or ensure the completion of) a Lone Working Risk Assessment 
prior to every lone working activity and update it as appropriate. The risk assessment should be 
reviewed by the lone worker before undertaking the work and communicated to all relevant staff or 
councillors. 
People who work alone will of course face the same risks in their work as those doing similar 
roles/tasks. However, they may additionally encounter hazards such as: 
• Sudden illness 
• Faulty equipment 
• Travelling alone 
• Remote locations 
• Abuse from members of the public 
• Animal attacks 
 
Ways in which lone working risks can be reduced 
Every lone working environment and situation is different, and therefore it is not possible to implement 
a ‘one size fits all’ approach. Where there is regular or anticipated lone working, the council will devise 
and implement a lone working plan that meets the needs and risks of their particular circumstances. 
The plan should be proportionate to any risks that are identified from the risk assessment.  
 
Health and wellbeing 
In order to ensure your personal safety, it is important that you share any details of any aspects of your 
health that could lead to increased risk with your line manager or specific councillors. This includes 
pregnancy. You can then jointly plan to mitigate any potential risks caused by your circumstances. This 
information will be treated on a strict ‘need to know’ basis with your confidentiality of the utmost 
importance. 
 
Reporting incidents 
Any incidents or perceived risks encountered while lone working should be recorded, reviewed and 
acted upon. The report should include: 
• A brief note of what happened, when, and who was involved 
• For any work-related aggression (verbal or physical) including threatening behaviour, all the 

details of the incident and of the perpetrator should be captured, which could then be used if 
the police take any formal prosecution action. This might be particularly important for more 
serious incidents of work-related violence 

 
 
 
• In either instance, this might also include recording details of any circumstances you think 

might have contributed to the incident, e.g. the context of the interaction, perceptions about 
the condition of the perpetrator, or any environmental circumstances. This information would 
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then support us to review our risk assessment process and see if any additional measures are 
needed. 

If you feel unsafe, unwell, or become injured activate your emergency FOB and/or call the emergency 

services if you need immediate assistance. If possible, call your line manager colleague or councillor 

to let them know (or ask someone to do so on your behalf). 

Call your manager if your plans change because you feel unwell or if you have a domestic emergency 

when working alone. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy:  20/11/2024 

Approving committee:  Personnel 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy and reference): N/A 

Policy version reference: PSLWP01 

Policy adopted by Full Council on: 

Date for next review: Annually 
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Purpose of this policy and procedure 
The purpose of this policy and procedure is to provide clear information about our maternity 
provisions. This document sets out our policy on maternity leave, pay, and arrangements surrounding 
returning to work after maternity leave. It also sets out the procedures which we need to follow at 
various stages, before, during and after maternity leave. 
This document provides basic guidance on the health and safety aspects of working whilst pregnant. 
 
The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 
 
Procedure 
Telling your manager that you are pregnant 
As soon as you know that you are pregnant, you are encouraged to let us know. This is in your own 
interests and ensures that we can take any necessary steps to look after your health and safety and 
that of your baby. 
As soon as you tell us that you are pregnant, we will assess any health and safety risks to you or your 
baby. Early notice also allows us to let you know what your rights will be to maternity leave and pay. 
However, you do have the right to wait until the 15th week before you expect the baby before telling 
us that you are pregnant. Either way, you are required to confirm in writing the fact that you are 
pregnant, attaching a copy of your MAT B1 and indicating when you expect to start your maternity 
leave. You should note that you have the right to change the start date of your maternity leave 
provided that you give at least 28 days written notice of the change. 
 
Note on the MAT B1 certificate 
The MAT B1 is a form signed by a doctor/midwife confirming your expected week of childbirth (EWC). 
Hospitals and GP surgeries have different policies regarding when the MAT B1 should be signed and by 
whom. The MAT B1 is not always issued automatically, and you may have to ask your doctor/midwife 
for a copy. 
 
Entitlements 
Ante-natal care 
During your pregnancy, your doctor/midwife will make regular appointments with you for ante-natal 
checks, scans, tests etc. You are entitled to take reasonable time off work to attend these 
appointments, regardless of your length of service or the hours that you work.  This time off will be 
paid, and you will not be expected to make up the time. You should however give us as much notice 
as possible of your appointments and, after the first one, should present the appointment card from 
the hospital or clinic.  
 
Maternity leave 
You are entitled to take up to 52 weeks' maternity leave. This is made up of 26 weeks of ordinary 
maternity leave (OML) plus 26 weeks' additional maternity leave (AML). You also have the right to 
return to work after the end of your OML or AML. This right applies to all female employees regardless 
of length of service or the number of hours worked per week. 
You can choose when to start your maternity leave. This can be any date from the beginning of the 
11th week before the week the baby is due. The law requires that an employee take a minimum of 
two weeks maternity leave immediately following the birth. 
 
Sick leave during your pregnancy or maternity leave 
If you are off sick due to a pregnancy-related illness any time after the beginning of the fourth week 
before the start of the expected week of childbirth (EWC), then your maternity leave period will begin 
straight away. 
If you are off sick due to a non-pregnancy-related illness any time after the beginning of the fourth 
week before the start of the expected week of childbirth (EWC), it will be treated as sick leave in the 
usual way. 
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Any pregnancy related sick leave taken before the start of the fourth week will be treated as sick leave 
in the usual way. 
 
Early births 
If the birth of your baby occurs before the 11th week before the EWC or your planned date of leaving, 
your maternity leave will commence the day after your baby is born. 
Maternity pay [ NALC recommends that Green Book terms are adopted – see note 1] 
You are eligible to receive 39 weeks statutory maternity pay (SMP) if: 

• You have at least 26 weeks' continuous service with the council by the end of the 15th week 
before the expected week of childbirth (EWC) ("the qualifying week"), and, 

• You have average weekly earnings in the eight weeks up to and including the qualifying week 
of at least the lower earnings limit for Class 1 National Insurance contributions.  

If you qualify for SMP, it will usually be paid for a period of up to 39 weeks. Rates are fixed by law and 
are subject to tax and National Insurance deductions. During the first 6 weeks of this 39-week period, 
SMP is paid at 90% of your average weekly earnings; thereafter you will receive the weekly lower 
statutory maternity rate or 90% of your weekly earnings, whichever is the lesser amount. Your average 
weekly earnings are calculated over the 8 weeks prior to the end of your qualifying week (15th week 
before the EWC) (see here for details of statutory rates - www.gov.uk/maternity-pay-leave/pay). 
If you do not qualify for SMP you may be eligible to receive Maternity Allowance. If you are not entitled 
to statutory maternity pay, we will issue you an SMP1 form to allow you to claim the Maternity 
Allowance. 
 
Shared Parental Leave (SPL) 
You are entitled to curtail your maternity leave and pay and instead take SPL and pay with your 
partner/the father of the child, subject to meeting the eligibility criteria. SPL enables parents to choose 
how to share the care of their child during the first year of birth. Its purpose is to give parents more 
flexibility in considering how to best care for, and bond with, their child. See the Shared Parental Leave 
Policy. 
The effect of maternity leave on contractual benefits 
During your maternity leave you will be entitled to receive the contractual benefits that you would 
normally receive if you were at work except for cash benefits (e.g. remuneration and allowances).   
On return to work following OML and AML you are entitled to benefit from any general improvements 
to the rate of pay (or other terms and conditions) that you would have received had you been at work.  
This may also lead to a re-calculation of your SMP Entitlements. 
 
Annual leave  
Your contractual annual leave entitlement continues to accrue during your maternity leave. You can 
choose to take any leave accrued, as a block, either before you commence maternity leave, 
immediately upon your return to work or a combination of the two. You should be aware that if you 
take the annual leave before starting maternity leave and then leave employment mid-way through 
the maternity leave, the usual deductions will apply from your final salary, or we may ask for an 
appropriate refund. 
 
Pension scheme   
Occupational pension contributions continue during OML and during any period of paid maternity 
absence. 
 
 
 
 
Maintaining contact during maternity leave 
Some people choose to have little if any contact with work during their maternity leave while others 
want to maintain a high level of contact. Before you start your maternity leave, we will meet with you 



Page 4 of 6 
 

to discuss reasonable contact arrangements during your maternity leave. Below is a list of the sorts of 
information you may want to be kept informed about: 

• Notes of important meetings or announcements affecting staff 

• Details of internal vacancies which arise 

• Details of significant developments to working practices 

• Details of any training courses which are offered to the team 
There may be occasions when we need to contact you even if you have indicated that you do not wish 
to be contacted. In these circumstances contact will only be made when there is significant information 
which might affect you. For example, where there are changes proposed to the job you are expected 
to return to. 
 
Keep in Touch (KIT) Days 
You may work for up to 10 days during your maternity leave. KIT days can only be worked by mutual 
agreement; that is to say both you and the council must agree to the work / training taking place. 
When agreeing KIT days, we will agree the type of work to be carried out and the duration in advance.  
Particular care should be taken when agreeing a rate of pay because payment for KIT days is off set 
against Statutory Maternity Pay and not in addition to it. Therefore, we should agree a rate for that 
week which must be equal to or more than the rate of SMP. 
 
Returning to work 
We will assume that you will take your full maternity leave entitlement and intend to return to work 
doing the same job (see paragraph below regarding entitlement to return to the same job after 
maternity leave), with the same hours, unless you notify us, in writing, or request otherwise.  In other 
words, you do not have to notify us if you intend to return to work at the end of your AML. 
If you want to return to work before the end of your maternity leave, you will need to notify us in 
writing giving at least eight weeks’ notice of your intended return date.  If you do not give at least eight 
weeks’ notice, we may delay your return to work by up to a further eight weeks where there is good 
reason. 
You have the right to resume working in the same job if returning to work from OML. If you return to 
work after a period of AML, you are entitled to return either to the same job or, if this is not reasonably 
practicable, to another suitable job that is on terms and conditions not less favourable. 
If you decide not to return to work after your maternity leave, you will need to resign giving the 
appropriate notice as specified in your contract of employment. 
 
Requesting a change to your pattern of work 
You have the right to request that we consider changing your pattern of work (subject to eligibility 
criteria). See the Flexible Working Policy. 
 
Your health and safety 

Risk assessment 
Whilst most women can work normally during pregnancy there are some duties which are best avoided 
or minimised. We may be able to reorganise your work to avoid/minimise such duties or may arrange 
different work for you for health and safety reasons. Only in exceptional cases would other action be 
required e.g. suspension on medical grounds or other appropriate action. 
 
 
 
 
Once you tell us of your pregnancy, we will hold a meeting with you to discuss health and safety issues. 
In consultation with you, we will complete a risk assessment, agreeing with you any measures to be 
taken. We will hold regular meetings with you throughout your pregnancy to review the initial 
assessment. If you have any concerns, please raise these directly with the council. 
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Redundancy 
We fully support you to make the most of your family leave related rights and encourage you to do so. 
We recognise that it is important you are confident that you take your statutory entitlements without 
the worry you may be treated detrimentally for doing so.  
You should be assured that in the event a redundancy situation should arise, you will not be dismissed 
or selected for redundancy for reasons related to pregnancy, nor because they intended to take or 
took, maternity or shared parental leave in accordance with this policy. It is however lawful to dismiss 
or select employees for redundancy on unrelated grounds if these are fair. In this situation, our normal 
redundancy consultation procedure would be followed.  
If the role of an employee who is either pregnant, is on maternity, or shared parental leave is proposed 
to be made redundant, the employee will be included in the applicable redundancy consultation 
process. In some cases, it may be appropriate to extend consultation periods for employees on family 
leave.  
Furthermore, if an employee's role becomes redundant during a protected period of pregnancy, or 
whilst taking maternity leave or shared parental leave, they will be offered a suitable alternative 
vacancy in preference to other employees if one is available.   
Employees who are made redundant at or following the 15th week prior to the expected week of 
childbirth, and who are eligible for SMP, and those who are on shared parental leave and eligible for 
ShPP will still receive the full entitlement to statutory pay. In these circumstances, SMP, or ShPP may 
be paid weekly or as one lump sum. Any other benefits such as holiday entitlement would only be 
provided or accrued to the end of the notice period. 
 

Data protection 
When managing your maternity leave and pay, we will process personal data collected in accordance 
with the data protection policy. Personal and or sensitive information is held securely and accessed by, 
and disclosed to, those who need to manage maternity leave and pay. Inappropriate access or 
disclosure of personal data would breach our data protection policy and should be reported 
immediately. A data breach may also constitute a disciplinary offence, which will be dealt with under 
the disciplinary procedure. 
 
This is a non-contractual policy & procedure which will be reviewed from time to time. 
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Purpose and scope 
The purpose of this policy and procedure is to provide clear information about our paternity and 
parental provisions and applies to all staff, whether full time, part time or temporary workers. It does 
not apply to councillors. This document sets out our policy on paternity/parental leave and pay. 
 
Policy 
Immediately you discover your partner is pregnant, you should make the council aware so that you 
can be briefed on your entitlements. Ordinary paternity leave is also available to adoptive parents 
(either the adoptive father or the adoptive mother) where a child is matched or newly placed with 
them for adoption. It is the council’s policy to respect the statutory rights of employees regarding 
paternity and parental leave.  This document sets out those rights. 
 
Eligibility 
To qualify for ordinary paternity leave and pay, you will need to have at least 26 weeks service by the 
end of the 15th week before the expected week of childbirth (EWC) or ending with the week in which 
you were notified of having been matched with the child. You must also have, or expect to have, 
responsibility for the upbringing of the child. Parental leave is a form of statutory unpaid leave, 
available to some working parents in addition to statutory maternity, paternity and adoption leave. 
To qualify for parental leave, employees must have been continuously employed for a period of not 
less than one year.  
 
Ante-natal appointments 
An expectant father or the partner (“Partner” includes the spouse or civil partner of the pregnant 
woman and a person (of either sex) in a long-term relationship with her) of a pregnant woman is 
entitled to take unpaid time off work to accompany the woman to up to 2 of her ante-natal 
appointments. The time off is capped at six and a half hours for each appointment. The right applies 
whether the child is conceived naturally or through donor insemination. It also extends to those who 
will become parents through a surrogacy arrangement if they expect to satisfy the conditions, and 
intend to apply, for a Parental Order for the child born through that arrangement. 
 
Employees who are adopting a child are entitled to take time off to attend adoption appointments. 
Please see the Adoption Policy for full details. 
You should endeavour to give the council as much notice as possible of when you need the time off 
for the antenatal appointment. We may ask you for a declaration stating the date and time of the 
appointment and that you qualify for the unpaid time off through your relationship with the mother 
or child, and that the time off is for the purpose of attending an ante-natal appointment with the 
expectant mother that has been made on the advice of a registered medical practitioner, nurse or 
midwife. 
 
Ordinary Paternity Leave (OPL) 
An employee whose partner gives birth to a child, or who is the biological father or either adoptive 
parent of the child, is entitled to two weeks' ordinary paternity leave.  OPL can commence from the 
date of the child’s birth, or child’s placement with the adopter, or within 52 weeks after the birth or 
date of placement 
 
Ordinary Paternity Leave may be taken as either, one week, or two weeks in one consecutive block or 
two weeks in two one week non consecutive blocks. 
 
If you choose to start your OPL on a fixed and predetermined date and the child is not born or placed 
for adoption by that date, you must change the date you want to start your leave and notify us in 
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writing as soon as you reasonably can. If you take both OPL and shared parental leave you must take 
ordinary paternity leave first. 
 
Notification of Ordinary Paternity Leave 
You must inform the council in writing, of your eligibility and intention to take paternity leave in or 
before the 15th week before the EWC.   
 
You must then provide us with at least 28 days notice before the dates upon which they intend to take 
each period of leave, unless this is not reasonably practicable (in which case as soon as it is reasonably 
practicable). 
 
The notification should specify: 

• the week the baby is due 
• the date of starting the leave 
• that you are taking leave for the purpose of taking time off to look after your child in line with 

your entitlement to paternity leave 
• How you wish to take the leave 
• You can choose to take two one-week non-consecutive blocks of leave may inform us of when 

you want each block of leave to begin in one notification, or you may choose to provide us 
with a separate notification later once you have made a decision. However, as above, you 
must ensure that a minimum of 28 days’ notice is provided before the beginning of each 
period of leave. 

In the case of an adopted child, you must give notice of your intention to take ordinary paternity leave 
no later than seven days after the date on which notification of the match with the child was given by 
the adoption agency. The notice must specify the date the child is expected to be placed for adoption, 
the date you intend to start ordinary paternity leave, the length of the intended ordinary paternity 
leave period and the date on which the adopter was notified of having been matched with the child. 
 
You can change your mind about the date on which you want the leave to start providing you tell your 
manager at least 28 days in advance (unless this is not reasonably practicable).  
 
Ordinary Statutory Paternity Pay (OSPP) 
You will qualify for OSPP if your weekly earnings in the 8 weeks up to and including the Qualifying 
Week (QW) are not less than the lower earnings limit for the payment of National Insurance 
contributions. The QW is 15 weeks before the baby is due or the week during which you are notified 
of being matched with a child for adoption. 
 
Paternity leave will be paid at the prevailing rate of SPP or 90% of average weekly earnings if this 
figure is less than OSPP.  
 
Parental Leave 
A total of up to 18 weeks’ parental leave for each child may be taken for the purpose of caring for that 
child.  
 
Parental leave must be taken before the child’s eighteenth birthday, or before the eighteenth 
anniversary of the date of the placement in the case of an adopted child (or eighteenth birthday if 
sooner).  
 
Up to 4 weeks’ parental leave may be taken in any one year but must be taken in one week blocks. 
Where the child is entitled to Disability Living Allowance, parental leave need not be taken in one-
week blocks. 
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Leave must only be used for the purpose of caring for a child. If the leave is used for a purpose other 
than caring for a child, the application for parental leave will have been made dishonestly and the 
employee will be subject to disciplinary procedures.  
Employees must give 21 days’ notice of intention to take parental leave, setting out the dates on which 
the period of leave is to begin and end. We may postpone parental leave for up to 6 months, where 
the request for leave would unduly disrupt the business.  
The taking of parental leave in previous employments counts towards the employee’s entitlement. 
 
Shared Parental Leave (SPL) 
The birth mother or primary adopter is entitled to curtail their maternity/adoption leave and pay and 
instead take SPL and pay in conjunction with the child’s father (in the case of birth) or the spouse, civil 
partner or partner of the child’s mother/adopter, subject to meeting the eligibility criteria. SPL enables 
parents to choose how to share the care of their child during the first year of birth. Its purpose is to 
give parents more flexibility in considering how to best care for, and bond with, their child. See the 
Shared Parental Leave Policy. 
 
Pay increases awarded during paternity leave 
We will ensure that whilst you are on PL you are not left out of a pay award which you would ordinarily 
have been entitled to. This means that if we make a pay award which takes effect during your PL, then 
when you return to work, you will return to the ‘new’ rate of pay that applies to the job you are 
returning to. 
 
Returning to work 
On resuming work after PL, you are entitled to return to the same job as you occupied before 
commencing paternity leave on the same terms and conditions of employment as if you had not been 
absent. 
 
Requesting a change to your pattern of work 
You have the right to request that the organisation considers changing your pattern of work (subject 
to eligibility criteria). See the Flexible Working Policy. 
 
Additional paternity leave 
Additional paternity leave is available to eligible employees who may take up to 26 weeks' unpaid 
additional paternity leave within the first year of their child's life provided that the mother has 
returned to work.  
 
Data protection 
When managing your paternity leave and pay, we will process personal data collected in accordance 
with the Data Protection Policy. Personal and or sensitive information is held securely and accessed 
by, and disclosed to, staff who need to manage paternity/parental leave and pay. Inappropriate 
access or disclosure of personal data would breach our data protection policy and should be 
reported immediately. A data breach may also constitute a disciplinary offence, which will be dealt 
with under the disciplinary procedure. 
 
This is a non-contractual policy which will be reviewed from time to time. 

 

Date of policy & procedure:    20/11/2024 

Approving committee:     Personnel 
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Purpose of this policy and procedure 
Newhaven Town Council (NTC) recognises that, from time to time, close personal relationships may develop between 
members of staff and/or constituents, councillors or suppliers etc. Whilst we realise that employees have a right to a 
private life and therefore do not discourage relationships between employees, such relationships can cause issues where 
employees are unable to draw an important distinction between private and professional life. 
 
This policy outlines NTC’s position on personal relationships between employees to ensure NTC’s interests are always 
maintained, whilst at the same time balancing the interests of employees. The policy places certain expectations on 
employees and their managers to ensure that no blurring of judgement or conflict of interest arises. It also seeks to 
protect NTC and you to avoid any allegations of improper professional behaviour or harassment. 
 
The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors. 
 
Definition 
In the context of this policy, a personal relationship is defined as a romantic/sexual relationship. This policy applies to 
all NTC’s employees and Councillors, regardless of gender or sexual orientation. 
 
Your Responsibilities 
To ensure potential conflicts of interest are avoided, employees are required to inform their line manager of any personal 
relationship which may affect their work or compromise NTC in any way. Any such information will be treated in the strictest 
confidence. We fully acknowledge the right of employees to privacy in their personal affairs. The following points should be 
observed: 

• where the relationship exists between a member of staff and their line manager, it is the responsibility of both 
to inform a more senior manager 

• if the Town Clerk needs to declare a relationship, this should be declared to the Mayor 

• if an employee is applying for a role in an area of NTC in which an individual works with whom they have a 
personal relationship, this must be declared during the recruitment process to ensure a fair and impartial 
recruitment exercise 

• professionalism must always be maintained both at the workplace and any work-related events which are 
attended by employees who have a personal relationship 

• consistency of treatment is paramount and no preferential or unfavourable treatment of those in the personal 
relationship or any other person is permitted as a result of the relationship. 

 
Managers Responsibilities 
It is the responsibility of the manager of a team within which employees are in a personal relationship to take action to 
ensure the relationship is not the cause of a conflict of interest. Confidentiality must be always maintained if the 
employees do not wish their relationship to be disclosed. Specifically, the manager should: 

• consider alternative roles when an employee applies for a role in the same team as their partner and valid 
concerns are raised regarding the feasibility of this arrangement. This may include consideration of an 
equivalent role in a different team 

• take action where complaints are received from other team members if tensions are caused by the relationship, 
howsoever they may arise. This may include reorganising working patterns or moving one or both employees 
to another department or area of NTC. Care should be taken in these circumstances not to make a decision on 
who is to be moved based on any discriminatory grounds. The manager should seek advice from the Town Clerk 
before confirming any moves 

• report suspicions of fraudulent activity to the Responsible Financial Officer 

• take advice from the Town Clerk if a personal relationship breaks down to avoid allegations of sexual 
harassment. 

 

Restricted activities 
A more senior manager will be responsible for the conduct of operational matters when a personal relationship exists 
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between a line manager and a person for whom the line manager has responsibility. ‘Operational matters’ include but 
is not limited to: 

• dealing with any disciplinary or performance concerns, whether routine or caused by specific incidents 

• dealing with any allegations of harassment, including sexual harassment 

• signing off any hours worked above normal working hours 

• authorising leave of any kind 

• confirming any payment arrangements to be made 

• involvement in reorganisation of the area of NTC in which the employees work. 

 
Annual Leave Requests 
Annual leave requests from all employees will be dealt with consistently. The authorisation of any requests from 
employees in personal relationships to take time off at the same time will be made in consideration with the needs of 
NTC at the time, in the same way as requests from other employees. 
 
Policy breaches 
We will deal with any difficulties caused by personal relationships in the workplace in a sensitive manner and an informal 
method will always be used in the first instance. However, where this does not bring about a satisfactory resolution, 
recourse to formal procedures, such as the disciplinary procedure or anti-harassment policy, may be required. We may 
deem the following to be disciplinary offences: 

• the failure of an employee to declare their personal relationship in accordance with this policy 

• actions of a line manager who is in a personal relationship with an employee which are prohibited by this policy 

• Inappropriate and/or excessive use of NTC’s IT or telephony systems, including email and instant messaging, 
such as (but not limited to) Microsoft Teams, for personal communication between those involved in personal 
relationships at work 

• The sharing of inappropriate or offensive content using NTC’s systems 

• Inappropriate physical interactions whilst working or on works premises or other sites 

• Harassment of any kind, related or unrelated to a personal relationship and including but not limited to sexual 
harassment. 

 
Employees who are subject to disciplinary action may lodge an appeal against any sanction applied that they are 
dissatisfied with. 
 
Employees who feel they have been treated unfairly in some way in connection with a personal relationship may raise 
a grievance in line with the NTC grievance policy if initial attempts at an informal resolution have not produced a 
satisfactory outcome for them. 
 
Employees who feel they have been subjected to harassment of any kind, including sexual harassment, should raise this 
in line with the NTC anti-harassment policy. 
 
 

 

 

 

 

 

 

 

 

Date of policy & procedure:    22/11/2024 

Approving committee:     Personnel 
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Purpose of this policy 
The purpose of this policy is to define the roles and responsibilities within Newhaven Town Council 
(NTC) for working with the media and deals with the day-to-day relationship between the Council 
and the media. 
It is not the intention of this policy to curb freedom of speech or to enforce strict rules and 
regulations. Rather, it provides guidance on how to deal with issues that may arise when dealing 
with the media. This policy should be read in conjunction with the Members Code of Conduct. NTC’s 
approach to the media should be: 

• Open and honest
• Proactive
• Responsive and timely

The scope of this policy. 
It applies to all staff, whether full time, part time or temporary workers and councillors. 

Legal Framework 
The law governing communications in local authorities can be found in the Local Government Acts 
1986 and 1988. NTC must also have regard to the governments Code of Recommended Practice on 
Local Authority Publicity. 3.2  

NTC’s adopted Standing Orders should be adhered to. 

Policy 

Types of Press Release 
There are two types of press release: 

• Official Council Press Releases
An official NTC release is made on behalf of the Council as a whole, this will be written by an
Officer and issued by the Town Clerk. It is non-party political and includes a quote from the
relevant Councillor(s). This is usually the Chair of the Council or Committee Chair.

• Councillor Press Releases
Councillor’s press releases are personal and are written by the Councillor responsible. This
release may or may not be political and should not include the name of an NTC Officer, or an
NTC telephone number as a point of contact. However, they must all be issued by the Clerk
in order to ensure that the principles outlined in the Legal Framework section above are
adhered to, that there is consistency of style across the Council and that the use of the press
release can be monitored. Councillors seeking advice should contact the Town Clerk.

Press Release Protocol 
The following forms the Protocol for NTC Members and Officers: 

• All official NTC press releases will include a quotation from the relevant Councillor. In some
circumstances it may be appropriate to also include the Ward Councillor or other Councillor
promoting the scheme.

• In line with service standards all official Council press releases are to be issued on a template
provided by the Town Clerk. This template includes the NTC logo.

• Official press releases will not identify the political party or group affiliation of any
Member(s) quoted in the release.

• The Town Clerk is the first line of decision making in terms of what is newsworthy for official
press releases and shall make the final decision on whether a press release shall be issued,
unless otherwise directed by the Council or Committee.
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• In the years when elections occur, during periods from the issue of the Notice of Election 
until the day of the Election, Officers will issue no releases quoting Council Members. During 
this time, any quotes will be from Officers. 

• The role of Officers is to advise and provide support and advice to NTC members in their 
communication activities. 

• NTC Members are solely responsible for the writing and distribution of all councillor press 
releases and any Editors Letters to the media. 

• NTC Member releases must not use the Town Council’s logo or use the Council or an Officer 
as a point of contact. 

• NTC Officers and Members must act reasonably and responsibly. 
• NTC Members are reminded that they must not misuse Council resources for political or 

other inappropriate purposes. Should NTC receive a Freedom of Information request on a 
topic on which there is correspondence (email or written) from or with Members, normally 
that correspondence would have to be disclosed, unless it was exempt. The fact that the 
disclosure of the correspondence may prove embarrassing would not, of itself, prevent 
disclosure. In addition, care should be taken when processing personal data. The Data 
Protection Act 1998 prevents the use of personal information other than for the purposes 
for which it was supplied. Members should bear this in mind when using any personal data 
which may be supplied to them by their constituents. 

• When the media wish to discuss an issue that is, or is likely to be, subject to legal 
proceedings then advice should be taken from NTC’s solicitor before any response is made. 
Whenever possible any information given to the press shall be given in writing so as not to 
leave interpretation open to misunderstanding and misreporting. 

• In general, the Town Clerk will be responsible for interpretation of the Protocol. 
 

Speaking to the media 
Unless a Councillor has been specifically authorised by NTC to speak to the media on a particular 
issue, Councillors who are asked for comment by the press should make it clear that it is a personal 
view and ask that it be clearly reported as their personal view.  
 
When speaking to members of the public, unless a Councillor is absolutely certain that they are 
reporting the view of NTC, they must make it clear that they are expressing a personal view. 
 
The Clerk is authorised to speak to the media when asked for comment or background information. 
The information given will be factual and accurate and any comments will be non-party political and 
represent the agreed view of NTC. If council has not taken an agreed view of the matter concerned, 
the press will be directed to a relevant Councillor for a personal comment. 
 
Social Media 
There are far too many social media sites to list. The format and levels of interaction vary greatly 
from one to another.   Whenever NTC representatives use such sites, they should familiarise 
themselves with the guidance that is set out in this policy.  
 
It is important that social media sites are used effectively as part of a wider communications mix and 
that their use does not expose NTC to security risks or reputational damage.  
 
Social media offers immense potential for building relationships and improving the services that NTC 
provides. This policy will clearly set out how social media can be managed effectively and how any 
risks or pitfalls can be avoided or mitigated.  
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As with any online activity there are risks associated. The following types of risk have been identified 
with social media use:   

• Virus or other malware (malicious software) 
• Disclosure of confidential information 
• Damage to the reputation of the Council 
• Phishing attacks (this is the act of manipulating people into disclosing confidential material 

or carrying out certain actions. Social engineering is often conducted by individuals 
fraudulently claiming to be a business or client) 

• Civil or Criminal action relating to breaches of legislation 
These guidelines will apply to online participation and set out the standards of behaviour 
expected as a representative of NTC. 

Responsibilities of Members 
Councillors must remember that they are personally responsible for the content they publish on any 
form of social media.  
  
Councillors must clearly separate professional, personal, or political aspects of their communication.  
Councillors must ensure that they are familiar with the guidance that is set out within this policy and 
that their use of social media is not damaging to the reputation of the authority. 
 
Councillors must adhere to the Members’ Code of Conduct and be aware of the risks of action for 
defamation and the need to respect copyright, data protection, freedom of information and other 
laws. 
 
Councillors must not use insulting, offensive or racist language or engage in any conduct that would 
not be acceptable elsewhere. They must show consideration for others’ privacy and for topics that 
may be considered objectionable or inflammatory.  
 
Social media sites are in the public domain, and it is important that councillors are confident about 
the nature of the information they publish. They must not publish or report on meetings or 
discussions that are meant to be private or internal to NTC. 
 
Councillors must not cite or reference customers, partners, or suppliers without their approval.  
If a councillor receives any threats, abuse, or harassment from members of the public through their 
use of social media then they must report such incidents to the Clerk. 
 
 
Responsibilities of Officers  
As members of the public may recognise officers as employees of NTC it is important that officers 
ensure that their personal use of social media is not damaging to the reputation of the Council. They 
must not use insulting, offensive, or racist language or engage in any conduct that would not be 
acceptable elsewhere. They must show consideration for others’ privacy and for topics that may be 
considered objectionable or inflammatory. If an officer receives any threats, abuse, or harassment 
from members of the public through their use of social media then they must report such incidents 
to the Clerk. 
 
Where officers use social media in a professional capacity to represent NTC, the town council’s 
corporate identity will be used and not that of any individual officer. NTC email addresses will be 
used. The use will be non-party political. 
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Officers using social media in this way must respect copyright, data protection, freedom of 
information and other laws. They must be aware of the risks of action for defamation and must not 
cite or reference customers, partners, or suppliers without their approval.  

Officers must not use insulting, offensive or racist language or engage in any conduct that would not 
be acceptable in the workplace or elsewhere. They must show consideration for others’ privacy and 
for topics that may be considered objectionable or inflammatory.  

Officers must not download any software, shareware, or freeware, unless this has been approved 
and authorised by the Clerk.  

Failure to comply with the guidelines could result in disciplinary action being taken. 

Date of policy:  20/11/2024 

Approving committee:  Promotion, Partnership & Finance 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy and reference): Press & Media Policy v2 

Policy version reference:    PPPMP03 

Policy adopted by Full Council on: 

Date for next review:     Annually 
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Purpose of this policy 
The purpose of this policy is to ensure that that Newhaven Town Council (NTC) treats applicants who 
have a criminal record fairly and does not discriminate because of a conviction or other information 
revealed through the Disclosure and Barring Service (DBS).  
NTC is committed to the fair treatment of its staff, potential staff, or users of its services, regardless of 
race, gender, religion, sexual orientation, responsibilities for age, dependants, physical/mental 
disability, or offending background. 
The Council actively promotes equality of opportunity for all with the right mix of talent, skills and 
potential and welcomes applications from a wide range of candidates. NTC selects all candidates for 
interview based on their skills, qualifications, and experience. 

The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors. 

Policy 

Disclosures 

• A DBS Disclosure is only requested after a thorough risk assessment has indicated that one is
both proportionate and relevant to the position concerned. For those positions where a DBS
Disclosure is required, all application forms and recruitment briefs will contain a statement
that a DBS Disclosure will be requested in the event of the individual being offered the
position.

• Where a DBS Disclosure is to form part of the recruitment process, NTC encourages all
applicants called for interview to provide details of their criminal record at an early stage in
the application process. This information can either be stated in the relevant section of the
application form or can be sent with the application in a sealed envelope marked ‘strictly
confidential,’ where it will be processed with appropriate discretion by the assigned Personnel
officer.

Previous Offences 

• NTC requires all applicants to disclose criminal convictions. Some posts require information
relating to both "spent" and "unspent" convictions whereas other posts require "unspent"
information only. The information provided will be treated strictly confidentially. Applicants
who have been shortlisted for posts involving regular contact with children or vulnerable
adults will be required to apply for either a standard or enhanced disclosure from the DBS.

• NTC ensures that all those in the Council who are involved in the recruitment process are
suitably advised to identify and assess the relevance and circumstances of offences.

• At interview or in a separate discussion, NTC ensures that an open and measured discussion
takes place about any offences or other matter that might be relevant to the position.

Withdrawal of an Offer of Employment 

• Failure to reveal information that is directly relevant to the position sought, could lead to
withdrawal of an offer of employment.

• Having a criminal record will not necessarily bar an applicant from working with NTC. This will
depend on the nature of the position and the circumstances and background of the offences.

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy:  21/11/2024 

Approving committee: Personnel 
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Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference): Recruitment of Ex-Offenders Policy v3 

Policy version reference:    PSREO04 

Policy adopted by Full Council on: 

Date for next review:     Annually 



Page 1 of 3 

Newhaven Town Council 

RESERVES POLICY 

Purpose of this policy and procedure 2 

General Reserves 2 

Earmarked Reserves 2 

Community Infrastructure Levy (CIL) receipts reserve 2 

Review and variation to the policy 3 



Page 2 of 3 

Purpose of this policy and procedure 
1.1 Newhaven Town Council (NTC) is required by statute to maintain financial reserves sufficient 

to meet the needs of the organisation and in addition, has statutory limitations on how it 
spends certain receipts which it must ensure are accounted for separately to the council’s 
general funds. 

1.2 Whilst there is no statutory minimum (or maximum) level of reserves, NTC has no power to 
hold revenue reserves other than those for reasonable working capital needs or specific 
earmarked purposes. 

1.3 The Joint Panel on Accountability and Governance (JPAG) Practitioners’ Guide, which sets out 
the ‘proper practices’ for how NTC must maintain its accounts, recommends that the 
minimum level of general reserves should be between three and twelve months of net 
revenue expenditure (NRE). For an authority the size of NTC, six months is considered 
appropriate. 

1.4 NTC’s Internal and External Auditors may review the council’s reserves and their justification 
annually. This policy sets out how NTC will manage its reserves and is separate from any 
council Investment Policy which where relevant will set out how the council will hold its 
reserves. 

General reserves 
2.1 The general reserve is not ringfenced (earmarked) for any specific expenditure, and its 

purpose is to mitigate the impact of any uneven cashflow or cover unexpected/emergency 

expenditure. It is not intended to fund on-going expenditure. 

2.2 The general reserve will be replenished as part of the budget process in any year where it 

has been utilised for unexpected/emergency expenditure. 

2.3 The council will hold a general reserve of at least 25% of its net revenue expenditure (NRE). 

This is the difference between its budgeted income and expenditure less any budgeted 

capital expenditure, expenditure from earmarked reserves and budgeted transfers to 

reserves. 

Earmarked reserves 
3.1 NTC may establish ringfenced (earmarked) reserves for any reason where it reasonably 

believes it may incur expenditure in the future. 

Capital receipts reserve 
4.1 Capital receipts are subject to statutory restrictions requiring they only be used for capital 

expenditure. 

4.2 In accordance with Financial Regulations NTC will hold a Capital Receipts Reserve (where 

relevant and appropriate) to ensure capital receipts are accounted for separately. 

Community Infrastructure Levy (CIL) receipts reserve 
5.1 CIL Receipts are subject to statutory restrictions requiring they only be used for certain kinds 

of expenditure. 

5.2 The council will hold a CIL Receipts Reserve to ensure CIL receipts are separately accounted 

for. 

Review and variation to the policy 
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6.1 This policy will be reviewed annually by the Promotion, Partnership & Finance Committee as 

part of setting the council annual budget. 

6.2 Where it determines there is justification for doing so, the Promotion, Partnership & Finance 

Committee (or Full Council) may make decisions which are at variance to this policy. 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date of policy:      28/11/24   

Approving committee:     Promotion, Partnership & Finance 

Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference): Reserves Policy v2 

Policy version reference:    PPRPO03 

Policy adopted by Full Council on:      

Date for next review:     Annually 
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Purpose of this policy  
Newhaven Town Council (NTC) believes that everyone, including children, young people and 
vulnerable adults, has the right not to be abused. We recognise the need to ensure their welfare when 
they come into contact with the services we provide. We will outline how NTC will protect individuals 
from harm, abuse, or neglect. This includes defining what safeguarding means and the responsibilities 
of staff and councillors to ensure that everyone knows how to act if they suspect abuse or neglect. 
 
We intend to demonstrate NTC’s commitment to safeguarding, establishing a culture of safety and 
vigilance. This is crucial for building trust with the community we serve. We believe this will serve as a 
framework for training staff and councillors, ensuring they understand their roles in safeguarding and 
are equipped to handle concerns appropriately 
 
The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors. 
 
Policy 
 
Definitions 

• Children and young people are defined as those aged under 18 
A vulnerable adult is someone aged 18 or over: 

• Who is, or may be, in need of community services due to age, illness or a mental or physical 
disability 

• Who is, or may be, unable to take care of themselves, or unable to protect themself against 
significant harm or exploitation e.g.: 

• is frail due to age 

• has drug or alcohol problems 

• has a learning disability  

• has mental or physical ill health or disability. 
Vulnerability is related to how able an adult is to make and exercise their own informed choice, free 
from duress or undue influence, and to protect themselves from abuse, neglect and exploitation. There 
is no hard and fast rule: an adult should be assumed to be covered by this policy unless there is 
information to indicate that they are not. 
 
Types of abuse 

• Physical: causing physical harm, including hitting, shaking, biting, grabbing, withholding food 
or drink, force-feeding, wrongly administering medicine, unnecessary restraint, failing to 
provide physical care and aids to living 

• Sexual: including sexual assault, rape, inappropriate touching/molesting, forcing or enticing 
someone into sexual acts they don't understand or feel powerless to refuse; grooming a child 
or young person in preparation for abuse. 

• Emotional or psychological: persistent emotional ill treatment or rejection, including verbal 
abuse, shouting, swearing, threatening abandonment or harm, isolating, taking away privacy 
or other rights, bullying/intimidation, blaming, belittling, silencing, controlling or humiliating 

• Financial or material: illegal or improper use of an adult’s property, money or other assets 
without their informed consent or where the consent is obtained by fraud.  It can include 
withholding money or possessions, theft of money or property, fraud, intentionally 
mismanaging finances, borrowing money and not repaying 
 
 
 
 

• Neglect: persistent or severe failure to meet a person’s basic physical and psychological needs. 
It will result in serious impairment of their health or development, and can include withholding 
shelter, food, drink, heating and clothing, failing to provide access to health, social and 
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educational services, ignoring physical care needs, exposing a person to unacceptable risk, 
failing to ensure adequate supervision or unresponsiveness to the basic emotional needs of a 
child 

• Discriminatory abuse: including slurs, harassment and maltreatment due to a protected 
characteristic (Equality Act 2010) 

• Institutional abuse: including the use of systems and routines which neglect a person receiving 
formal care e.g. in a children’s home. 

 
Signs of abuse 
There are many possible signs of abuse, none being conclusive on their own. Examples include: 

• Unexplained injury / weight loss / cuts and bruises / dirtiness 

• Changes in behaviour 

• Depression / low self-esteem 

• Lack of self-care / dehydration / abnormal eating pattern 

• Harm to self 

• Obsessive behaviour 

• Bills not being paid 

• An overly critical or disrespectful carer who may bully or undermine 

• Isolation from usual network of friends, family or community 
 
Safeguarding 
Safeguarding children from abuse and promoting their welfare means: 

• protecting children from maltreatment 

• preventing impairment of children’s health or development 

• ensuring children are growing up in circumstances consistent with the provision of safe and 
effective care 

• taking action to enable all children to have the best outcomes. 
Safeguarding vulnerable adults means protecting them from maltreatment and preventing injury or 
significant harm. Abuse violates an adult’s human and civil rights. It can vary from treating someone 
with disrespect in a way which significantly affects the person's quality of life, to causing actual physical 
suffering. 
 
A safeguarding concern arises if abuse is suspected or disclosed. Abuse can happen anywhere – at 
home, in a residential or nursing home, a hospital, in the workplace, at a day centre, an educational 
establishment or in the street. 
 
Reporting safeguarding concerns 
We all have a responsibility to report any safeguarding concerns over the welfare of children, young 
people or vulnerable adults. This extends to the identification of signs of abuse; poor practice by staff, 
councillors and others acting for or on behalf of the council, and allegations brought to our attention 
by a member of the public. Reporting safeguarding concerns can prevent serious abuse or harm from 
happening, or from escalating. 
 
Staff and councillors must not attempt to investigate abuse themselves; neither must they confront 
anyone who is allegedly responsible for abuse nor tell them that allegations have been made about 
them. 
 
The officer responsible for receipt of concerns and forwarding them on is the Clerk or their deputy. If 
the Clerk is absent, do not wait for them to return to work. 
 
Report safeguarding allegations or concerns to East Sussex County Council (ESCC) Children’s or Adults 
Services at the earliest possible opportunity, and at least within 24 hours. If it is outside working hours 
contact the ESCC Emergency Duty Team on 01273 335905/6 for concerns about a child or 01323 
636399 if it is an adult. 
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Dial 999 if a child, young person or vulnerable adult may be in imminent danger or a criminal offence 
may have been committed. 
 
ESCC or the Police should be given as much factual information as possible. For example: 
The child, young person or vulnerable adult’s name and address (and parents’/carers’ address if 
different): 

• The reason for concern – a note of significant events or conversations should be made as 
promptly as possible to assist with any referral and subsequent investigation. Evidence such 
texts or Facebook entries should be preserved 

• Any other known factors which may be contributing to the problem 

• Additional information such as age (or date of birth), ethnicity, religion, language and 
disabilities / specific needs. 

However, the safeguarding concern should still be reported whether or not the information is 
complete. 
 
Confidentiality, record keeping and sharing information 
Information about safeguarding concerns should be regarded as confidential. The information is not 
secret, however, and NTC will co-operate with investigations by ESCC Children’s, Adults services, or the 
Police as applicable, and follow their advice to ensure that any risk to the safety of children, young 
people and vulnerable adults is addressed. 
 
Where a disclosure is made it is important that the staff member does not promise the child/young 
person/vulnerable adult to keep the information secret but says that they will only disclose it to 
someone who can help them. 
 
Allegations against a councillor or member of staff 
If someone witnesses behaviour by a councillor, member of staff, contractor, partner, or an allegation 
is made about them that indicates that they have, or may have: 

• harmed a child, young person or vulnerable adult, or put them at risk of harm 

• possibly committed a criminal offence against or related to a child, young person or vulnerable 
adult or 

• behaved in a way that indicates they may pose a risk of harm to children, young people or 
vulnerable adults 

they must report it as a safeguarding concern to the Police and/or ESCC Children’s or Adults Services 
at the earliest possible opportunity. 
 
A councillor or member of staff must report any allegation made against them to the Clerk or Chair of 
the Council. 
 
Safeguarding concerns and allegations relating to staff will be dealt with in accordance with the 
Disciplinary Procedure (including in instances where the member of staff resigns or leaves). However, 
investigations by the responsible authorities will take precedence over internal council procedures 
relating to conduct. The Clerk or Chair of the Council will liaise with the responsible authorities to 
agree the appropriate course of action. 
 
The Clerk or Chair of the Council will seek advice from the ESCC Children’s or Adults Services or Police 
prior to informing a member of staff of an allegation against them. The Clerk or Chair of the Council 
will offer appropriate welfare support to the member of staff and ensure that they are kept 
appropriately informed during any investigation process.  
In accordance with the law, the council will refer to the Disclosure and Barring Service (DBS) any 
member of staff: 

• who was dismissed because they harmed a child or adult 
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• who was dismissed or removed from working in a regulated activity because they might have 
harmed a child or adult otherwise 

• who would have been dismissed for either of these reasons, but they resigned first; or 

• who works with children or vulnerable adults in regulated activity and has been cautioned or 
convicted for a relevant offence. 

 
Safeguarding concerns and allegations relating to councillors will be referred to the Monitoring Officer 
and dealt with in accordance with the NTC Code of Conduct. 
 
Recruitment and Selection 
Criminal record checks will be made where appropriate. Roles that involve “regulated activities,” such 
as caring for, supervising or being in sole charge of children or vulnerable adults, require an Enhanced 
Disclosure and Barring Service (DBS) Check. This may include checking whether someone is included 
in the two DBS ‘barred lists’ of individuals who are unsuitable for working with children and adults. 
DBS Checks must be obtained for staff and volunteers undertaking these roles, and they will not be 
permitted to commence unaccompanied work until they have been received. It is against the law for 
employers to employ someone, or allow them to volunteer for, this kind of work if they know they are 
on one of the barred lists.  
 
Information and Training 
Appropriate information will be made available to staff and councillors in the form of this policy and 
any necessary training 
 
External organisations licensed by, or working with, for or on behalf of the council 
The council works with and through several external organisations such as charities, contractors, other 
public sector bodies etc. Where these external organisations are likely to have significant contact with 
children, young people or vulnerable adults as a direct result of their work for, on behalf of, or in 
partnership with the council, they are required to have safeguarding procedures, such as safe 
recruitment and selection processes, in place. They must be made aware of this policy and must 
provide the council with a copy of their safeguarding procedure.  
 

This is a non-contractual policy which will be reviewed from time to time. 

 

 

 

Date of policy:      21/11/2024 

Approving committee:     Personnel 

Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference):   Safeguarding Policy (2) – 03/04/2014 

Policy version reference:    PSSPO03  

Policy effective from:      

Date for next review:     Annually 
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Purpose of this policy and procedure 
This policy and procedure outlines what the employee and Newhaven Town Council (NTC) need to do 
should an employee be unable to work due to sickness. 

The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 

What to do if you are unwell  
If you are away from work because of sickness you must: 

• Telephone your Line Manager, before your contractual (or normal start time for work) on the
first day of absence providing details and how long you expect to be off. If you are unable to
call personally, someone else may call for you. It is your responsibility to ensure that NTC is
notified. You must then telephone again each day (unless otherwise agreed with the Clerk).

• If you are away for seven days or less (including weekends and other non-working days), you
must complete a self-certification form and provide it to the council when you are back at
work.

• If you are away for more than seven days (including weekends and other non-working days),
you must send in a statement of fitness for work from a registered healthcare professional and
continue to do so as each new certificate is issued to you. This certificate gives details as to
whether you are too ill to work or whether you are well enough to work with suitable support
from NTC. This gives you and the Council the opportunity to discuss suitable arrangements
which will support your return to work. The form also gives more space for the registered
healthcare professional to provide information about your condition and helpful tick boxes to
suggest common ways to help you return to work.

• All sickness or injury absence will be entered on your employment record and will be
monitored from time-to-time.

Return-to-work meetings 
On the first day back at work after a period of sickness absence your Line Manager may want to meet 
informally. If this is not possible on your first day back, the meeting may take place later. The return-
to-work meeting should take place in a private place, and all discussions should be private and 
confidential. The meeting would normally include 

• a welcome back to work

• outline the purpose of the return-to-work meeting which is to manage and monitor absence
and attendance to identify any problem areas and offer support where appropriate

• a discussion about the reasons for absence, in a supportive way and to understand whether
NTC can take any steps to help the employee’s attendance

• explain that the absence will be recorded

• establish if medical advice has been sought (if appropriate)

• ensure the self-certification form has been completed or a statement of fitness for work from
the registered healthcare professional has been provided

• a discussion on absence over the last 52 weeks, the impact on pay and any next steps

• a handover of work where appropriate.

Medical appointments 
NTC recognises that employees will, from time to time, need to attend medical appointments. Please 
try to arrange medical appointments in your own time or, if this is not possible, at times that will cause 
the minimum amount of absence from work or inconvenience to the council. NTC will allow reasonable 
time off work with pay for such appointments. 

Occupational Sick Pay 
It is NTC’s policy to pay you your normal basic rate of pay exclusive of overtime/allowances during 
periods of sickness absence as follows: 
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During 1st year of service 

1 month’s full pay and (after completing 4 months service) 

2 months half pay 

During 2nd year of service 

2 months full pay and 

2 months half pay 

During 3rd year of service 

4 months full pay and 

4 months half pay 

During 4th and 5th year of service 

5 months full pay and 

5 months half pay 

After 5 years’ service 

6 months full pay and 

6 months half pay 

This occupational sick pay will be for absences due to sickness calculated over the previous 52 weeks 
and will include your entitlement to SSP. 
 
Payment is, however, conditional upon you complying with NTC’s procedure for notifying your Line 
Manager of the absence, attending an interview with your Line Manager on request to discuss the 
absence, and completing a self-certification form on return to work or providing a statement of fitness 
for work when requested. We may also ask you to attend an interview/examination with a nominated 
registered healthcare professional at the request of the Council. 
We may not pay you occupational sick pay where: 

• you have failed to comply with NTC's sickness absence notification and evidence 
requirements 

• you unreasonably refuse to attend a sickness absence meeting with NTC on request 

• you are unable to work because you hurt yourself in dangerous sports / activities or any 
other occupation you have 

• you have misled NTC about your fitness to work 

• you have resigned 

• where disciplinary proceedings are pending against you. 
 
Medical advice 
NTC may want to obtain advice on your fitness for work from occupational health advisers or medical 
practitioners. Examples of when the Council might refer to occupational health or a medical 
practitioner include the following: 

• to seek a medical report on your illness or injury 

• to establish when you might be able to return to work 

• to understand when you are likely to be fully fit to resume your normal duties 

• to understand what alternative duties you might be fit to undertake if you are unfit to resume 
your normal duties 

• to understand when you are likely to be fit to undertake any alternative duties 

• to ask for guidance on your condition, for example if there is a possibility that you are disabled 
or ambiguity as to the exact nature of the condition 

• to ask what reasonable adjustments could be made to working conditions or premises to 
facilitate a return to work 

• to understand the likely recurrence of the illness or injury once you have returned to work and 
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• to discuss any adjustments that could be made to accommodate your disability, if you are 
disabled. 

NTC will pay the cost of the report, and you will have the right to see it. The Council will also be 
provided with a copy of the report and once we have seen it, we will want to meet you to discuss the 
findings and consider options available to you. 
If you choose not to consent to an Occupational Health referral, any decisions in relation to your 
employment may be made without the benefit of access to medical reports.   
 
Persistent short-term absence 
Persistent short-term absence is where an employee is frequently absent from work for relatively short 
periods due to sickness. We understand most employees will have some short-term sickness absence 
from time to time. However, if you are frequently and persistently absent from work, this can damage 
efficiency and productivity as well as place an additional burden of work on your colleagues and 
councillors.   
 
Therefore, it is essential that frequent absence is dealt with promptly and consistently and in some 
circumstances, NTC may begin a capability or disciplinary procedure as part of the absence 
management process. If we do so, we will meet with you to set attendance targets.  Following a review 
meeting we may issue a formal warning if those targets are not met. You will be given written notice 
in advance of any formal meeting, and you can be accompanied by a work colleague or trade union 
representative. You may appeal against a formal warning. If your absence remains unacceptable after 
a second formal warning, the council may bring your employment to an end following consultation 
with you.   
 
If frequent absence is due to an underlying long-term health condition, then we will also request, with 
consent, a medical report either from an Occupational Health Physician or your G.P. or a registered 
healthcare professional to establish further information about your health and how the NTC can 
support your attendance. 
 
When considering the reasons for absence, and deciding on whether a formal meeting is appropriate, 
NTC will not consider any pregnancy related absence. The council will also make adjustments where 
absences are related to a disability by allowing a higher level of absence before considering whether 
disciplinary action is appropriate. 
 
NTC will consider any alternative employment options before making any decision about ending 
employment. You will have the right to be accompanied by a work colleague or trade union 
representative at formal meetings and a right of appeal against a formal warning or dismissal sanction. 
The monitoring of absence operates on a rolling 52-week period. 
 
Where it appears that there is no acceptable reason for an absence or if you have not followed the 
correct absence notification procedure, the matter should be treated as a conduct issue and dealt with 
under the disciplinary procedure. 
 
Long-term absence  
As a guide, long term absence is any absence which lasts or is expected to last over 4 weeks. In all 
cases of long-term absence, it is essential for NTC to maintain contact with you. In cases where the 
return date is less certain, this will take the form of consultation and will include: 

• Discussions at the start of the absence and periodically throughout 

• Obtaining better information on your health and likely prognosis, ideally through an 
Occupational Health Physician 

• Where appropriate alerting you to the fact that your absence is becoming a problem, and 

• Allowing you the opportunity to state your opinion of your condition and considering that 
opinion 
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Where ill-health means that you are unlikely to return to work for a long period of time, NTC may need 

to consider bringing your employment to an end. In these circumstances, the council will: 

• Consult with you

• Review your absence record to assess whether or not it is sufficient to justify dismissal

• Obtain up-to-date medical advice

• Advise you in writing as soon as it is established that termination of employment has become
a possibility

• Discuss whether you may be able to access benefits from the Local Government Pension
Scheme (where appropriate)

• Meet with you to discuss the options and consider your views on continuing employment
before any decisions are made, allowing you to be accompanied by a work colleague or trade
union representative

• Review if there are any alternative jobs that you could do prior to taking any decision on
whether or not to dismiss

• Allow a right of appeal against any decision to dismiss you on grounds of long-term ill health

• Following this meeting, inform you of the final decision.

Absence as a result of disability 
Where you experience sickness absence as a result of a disability it will be treated in line with the 
provisions contained within the Equality Act 2010. This will include considering whether any 
reasonable adjustments can be made. 

Data protection 
NTC will treat personal data collected during the absence management process in accordance with its 
data protection policy on processing special categories of personal data.  Information about how your 
data is used and the basis for processing your data will be provided in our employee privacy notice. 
When relying on legitimate interests as the legal ground for processing your data, you can object to 
the processing. 

This is a non-contractual policy and procedure which will be reviewed annually. 

Date of policy & procedure: 22/11/2024 

Approving committee:  Personnel 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy and reference):  N/A 

Policy & procedure version reference:  PSSAB01 

Policy & procedure adopted by Full Council on:  

Date for next review: Annually 
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Purpose of this policy 
Newhaven Town Council’s (NTC) Appraisal Policy is designed to promote both the development needs of the 
Council and its employees, in the context of reviewing past priorities and achievements. In addition, it allows 
employees to consider obstacles to success and helps them to find ways of removing them. 
All performance and development appraisal procedures must ensure that NTC’s vision, values and objectives are 
translated into personal, and, where relevant, team objectives to ensure that employees at all levels of the Council 
can see and understand that the objectives they are set contribute to the Council’s success as a whole. 
Appraisers must ensure that all appraisal processes are fair and equitable for all appraisees and that they are 
applied in line with the NTC’s Equality and Diversity Policy. Formal disciplinary and grievance issues are not to be 
part of any performance and development appraisal procedure and will be dealt with separately under the 
relevant policies. It is important that any issue concerning poor performance is recorded in the appraisal meeting 
documentation in order that any separate, formal monitoring of performance is not undermined by contradictory 
messages being given to the employee. 
The Appraisal Policy assesses an employee’s contributions to NTC’s day-to-day activities. It seeks to ensure that all 
employees: 

• Have an annual face to face performance and development appraisal meeting which is reviewed a minimum 
of every six months 

• Receive regular meetings with their line manager to discuss their performance during the year and discuss work 
activity, learning, development and review the set objectives 

• Know what is expected of them in terms of the standard of their performance from the beginning of their 
employment 

• Are set appropriate and SMART objectives with their appraiser to achieve over the following year 

• Are made aware of any areas in their work which are not to the required standard 

• Receive recognition for their achievements 

• Receive feedback on a regular basis which aims to improve and develop their performance 

• Identify their learning and development needs and aspirations 
 
The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers. It does not apply to councillors. 
 
Policy 
 
New Starters 
All new employees will have an appraisal after their probation period. 

 
Temporary And Fixed-Term Contracts 
All employees on temporary and fixed-term contracts will be set objectives and a development plan which will be 
reviewed through performance and development appraisal meetings and which will be appropriate to the length of 
their employment. 
 
Long Term Absences Including Maternity/Adoption Leave 
If employees are absent during an appraisal year, objectives and timescales should be reviewed to accommodate 
the absence where possible. Absences due to a disability, long term illness, or maternity/adoption should not 
affect the overall outcome of the appraisal. 
Long term planned absences will be factored into the objective setting timescales and, where appropriate, a 
performance and development appraisal will be held before the absence starts. 

 

 

 
Mitigating Circumstances 
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There may be occasions where an employee is unable to achieve objectives due to unexpected issues or 
circumstances outside of their control. Where this is the case, the employee should highlight this with the appraiser 
as soon as possible. Managers should take this into account and make appropriate allowances, which may involve 
modify objectives, extending timescales, or disregarding objectives. 
 
Arrangements 
Appendix 1 will be used as the basis for all appraisals which will take place annually on the anniversary the staff 
members employment. The appraisal will review the achievements of the past year and set objectives for the 
following year. 
Appraisal and supervision meetings are a two-way communication process, the details of which will remain 
confidential between line management and appraisee. 
The Town Clerk’s Appraisal will be carried out by two nominated members of the Personnel Committee and will 
usually include the Chairman of the Personnel Committee. The outcome of the Town Clerk’s appraisal will be 
shared with the Personnel Committee once completed, but not the final appraisal form, or any detail of the 
appraisal content. For other members of staff, the appraisal will be carried out by their line manager and a 
member of the Personnel Committee. 
At least 14 days in advance of the appraisal meeting, the member of staff will be given the appraisal form (see 
Appendix A). They will be asked to complete their sections in advance of the appraisal meeting, and to share this 
with the appraiser at least 7 days before the appraisal.  
 
Preparation for the Appraisal (for the member of staff) 
When completing the form, you should consider following factors: 

a. Knowledge of duties 

b. Quality of work 

c. Relationships with others 

d. Communication skills 

e. Manual/numeric/operational skills 

f. Supervision/oversight of staff (if applicable) 

g. IT skills 

h. Managing resources 
Make a note of any difficulties you have experienced or concerns you have, so that a constructive way to overcome 
them can be considered. 
Consider any comments, questions or suggestions you may wish to make and be prepared to discuss these with 
your manager at the appraisal meeting. 
 
The Appraisal Interview 
The appraisal interview is a review of the past year, including an overall assessment of whether the previous year’s 
objectives, and the requirements of the job description have been met. 
It is an opportunity to review the challenges of the year, to reflect on what has gone particularly well and to 
celebrate success. 
There may be discussions around the way in which tasks carried out can be improved and training needs 
may be identified, and key objectives will be set for the forthcoming year. 
 
Objective Setting 
Members of staff should normally be set between 3 and 5 annual objectives. Individual performance objectives 
should: 

a. relate to the overall objectives of the service area 

b. be in line with the responsibility level and scope of work outlined in the appraisee's current, up-to-date 
job description 

c. be assessed by objective evidence 
All appraisers will ensure consistency of objectives set across their team and significant changes to objectives 
should be discussed with the individual employee and confirmed as and when they arise. Objectives need to be 
SMART i.e.: 



Page 4 of 9 
 

i. Specific 

ii. Measurable 

iii. Achievable 

iv. Relevant/Realistic 

v. Time related 
 
Recording 
A record of all performance and development appraisal meetings will be kept. They can be typed into the 
appraisal form or written on a printed copy. 
The member of staff will be given one week to review, sign and return the completed appraisal form, or to raise 
any issues in this time. A copy of all appraisals will be kept in the personnel files and will remain confidential. 
 
Review 
Both the appraiser and appraisee share the responsibility for monitoring progress on the agreed objectives. In 
addition to regular routine meetings with your line manager, there should be a review of the appraisal after six 
months. Any concerns or issues should be highlighted by either party at this meeting and not saved up to the end 
of year appraisal. 
 
Appeals 
If an agreement cannot be reached between the appraiser and the appraisee, the matter will be referred to the 
Town Clerk, who will agree the outcome of the appraisal. 
Where an appraisal disagreement relates to the Town Clerk’s, or a direct report of the Town Clerk, two members 
of the Personnel Committee will be nominated to consider the dispute and will agree the outcome of the 
appraisal. One of these members will be nominated by the Personnel Committee and one by the appraisee. They 
shall take representations from the original appraiser and appraisee in reaching their decision. Due to the 
confidential nature of appraisals, only the items of disagreement will be considered in detail by the Personnel 
Committee. The Committee may decide to follow the Disciplinary or Grievance Policy if necessary. 
 

This is a non-contractual procedure which will be reviewed from time to time. 

 

 

 

 

 

 

Date of policy:      21/11/2024 

Approving committee:     Personnel  

Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference): Staff Appraisal Policy v2 

Policy version reference:    PSSAP03 

Policy adopted by Full Council on:        

Date for next review:     Annually 
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Staff Appraisal Form 
 

Name:  

Post:  

Date appointed in current post:  

Period covered by appraisal: From: To: 

Appraiser Names: 
1. 

2. 

1. How have you met your Objectives for the past year? 

 

Objective Staff Comment Manager’s Comment 

     Outcome 
(achieved/partially 
achieved/not achieved) 
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2. What has gone well this year? 

 

Staff Comment                                Manager’s Comment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
3. Are there any parts of your job that have not gone well areas and need improvement? 

 
Staff Comment Manager’s Comment 
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4. Have you experienced any barriers/obstacles that have impacted on your ability to perform your 
role? 

 

Staff Comment Manager’s Comment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. What support or training do you feel would improve your performance further in the next year? 
 

 

Staff Comment Manager’s Comment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 8 of 9 
 

6. Are there any matters you wish to bring to the Town Councils attention? 
 

Staff Comment Manager’s Comment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Agreed objectives for the next year 
 

Objective Proposed Actions Target Completion 
Date 

Manager’s Comment 
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Objective Proposed Actions Target Completion 

Date 

Manager’s Comment 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

   

 
 

8. Any other comments 
 

Staff members: 
 
 
 
 
 
 
 

Manager: 
 
 
 
 
 
 
 

 

I agree and accept the comments in this Review. 
 

 

Staff Signature:  Date:   

 
 

Appraiser 1 signature:    Date:  

 
 

Appraiser 2 signature:      Date:  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Staff Handbook 2024 
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Purpose 
1. This handbook has two aims: 

• To set out the basic details of benefits that staff may be entitled to while at work. 
• To set out the basic procedures that staff must follow on a range of issues. 

2. Everyone is recommended to read it and to keep it updated when advised to do so. 
3. Specific information relating to your job such as your start and finish times will be provided 

by the Clerk/Line Manager.  
 
ABSENCE FROM WORK 
 
Annual Leave 

4. You are entitled, in addition to the normal bank and public holidays, to twenty-three 
working days’ leave in each leave year (pro rata for part time employees). The leave year 
runs from 1st April to 31st March. 

5. Your leave entitlement will increase to twenty-five working days per year (pro rata for part 
time employees) when you have completed not less than five years of continuous Local 
Government service immediately prior to the commencement of the leave year. 

6. All requests for annual leave must be made through the Clerk/Line Manager, preferably 
giving at least one week’s notice. Once authorised, the period of leave is to be entered onto 
the physical year planner and entered onto your electronic MS Outlook Diary, normally by 
way of a ‘meeting request’ to all staff/colleagues. 

7. Occasionally the Clerk/Line Manager may refuse requests for annual leave where necessary 
in order to ensure that operational needs of the Council are met.  

 
Compassionate Leave 

8. Compassionate Leave is time taken off work to cope with exceptional personal 
circumstances such as the death of a member of your family.  

9. The Clerk/Line Manager can give additional paid leave on compassionate grounds at their 
discretion. In the following situations you are automatically entitled to compassionate leave 
of up to two working weeks: 
• Death of a member of your immediate family, e.g. spouse, partner, child, parent, parent-

in-law (or equivalent), sibling/sibling equivalent) 
10. If you need further time off, please discuss this with the Clerk/Line Manager, but all such 

leave is entirely at their discretion.  

 
Doctor/Dental/Hospital Appointments 

11. Wherever possible, doctors’ or dentists’ appointments should be made out of normal 
working hours.  Where this is not possible, you are expected to make up the lost time on 
another day or take leave.  This does not apply to ante-natal appointments.  

12. Initial hospital appointments for investigative purposes should, where possible, be made out 
of normal working hours.  Where this is not possible, you are expected to make up the lost 
time on another day or take leave.  Hospital appointments for a course of medical treatment 
may be counted as sick leave and special consideration will be given when assessing the 
level of sick leave taken.  
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Flexitime and Normal Working Hours 
12. In order to ensure that the office is manned effectively between 8.30am and 3.30pm, 

normal working hours for office staff will be agreed between staff members and the 
Clerk/Line Manager and stipulated in your contract.  

13. However, members of staff may accrue flexi-time credit hours if they are required to work 
outside of their normal hours, for example to attend meetings or events. In this case a 
minimum of 2 hours flexi time may be claimed. 

14. You must record the hours that you work and your flexitime on the forms provided. At the 
end of each fortnight, they are to be signed and submitted to the Clerk/Line Manager. 

15. If you work more than 6 hours on any day, there must be at least a half hour’s break from 
work at some point. 

16.  If you build up a flexi-time credit, you may take time off in lieu by agreement with the 
Clerk/Line Manager. 

17. If you want to take a whole or half day off as flexi-leave please try to give at least one week’s 
notice. 

18. Occasionally the Clerk/Line Manager may refuse requests for flexi-leave where necessary in 
order to ensure that operational needs of the Council are met.  

19. You may not build up a flexitime credit of more than 8 hours per month without the 
permission of the Clerk/Line Manager.  You may not go into flexitime debit without the 
permission of the Clerk/Line Manager.   

 
Jury Service 

20. If you are called for jury service, you must inform the Clerk/Line Manager who will grant 
additional leave for the period.  

21. You must claim the allowance for loss of earnings and the council will deduct the value of 
the allowance from your pay.  

 
Leave Banking 

22. You may carry forward no more than 5 days annual leave to the next leave year, at the 
discretion of the Clerk/Line Manager.  Where this is agreed, you will normally be expected to 
take these 5 days by the end of April. 
 

Maternity 
23. Maternity rights are complicated.  If you become pregnant during your employment with 

Newhaven Town Council, please let the Clerk/Line Manager know as soon as possible so that 
he or she can give you up to date advice.  The Town Council will always meet its legal 
obligations with regard to maternity rights of its staff.  Further information can be found in 
the Maternity policy. 
 
 
 
 
 
 

Parental Leave 
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24. Unpaid parental leave is available (under certain conditions) to employees who have a child 
born after 15 December 1999.  The Clerk/Line Manager can obtain up to date advice for you 
if you wish to enquire about this.  The Town Council will always meet its legal obligations 
with regard to parental leave for its staff.  Further information can be found in the Paternity 
Leave and Parental Leave Policies. 
 

Paternity Leave 
25. In certain circumstances, paid paternity leave is available for the biological father of a child 

or the husband or partner of the child’s mother where you expect to have responsibility for 
the child’s upbringing.  If your partner is expecting a baby, please let the Clerk/Line Manager 
know as soon as possible so that they can give you up to date advice.  The Town Council will 
always meet its legal obligations with regard to paternity leave for its staff.  Further 
information can be found in the Paternity Leave and Parental Leave Policies that are stored 
in the Company Data – Documents\Policies & Procedures folder. 

 
Reserve forces  

26. If you are a member of the Reserve forces, please let the Clerk/Line Manager know so that 
he or she can obtain up to date advice on both your rights and protections under 
employment law and the rights and obligations of the town council.  The Town Council will 
always meet its legal obligations with regard to the Reserve forces for its staff. 

 
Severe Weather 

27. If you are unable to come to work because of severe weather or similar event, you must let 
the Clerk/Line Manager know as soon as possible.  

28. You must either take a day’s leave or make up the time lost, as agreed with the Clerk/Line 
Manager.  In exceptional circumstances, the Clerk/Line Manager may waive the requirement 
to take leave or make up the time.   

 
Sickness 

29. If you are too ill to come to work, please contact the Clerk/Line Manager no later than one 
hour after your normal starting time on the first day of absence.  You will need to give a 
reason for your absence and an indication of how long you expect to be off.  If you do not 
know the likely length of absence, then you will need to contact the Clerk/Line Manager on a 
daily basis during your absence. 

30. For absences due to sickness which last less than 7 calendar days you will be required to fill 
in a self-certification form on your return to work. 

31. A registered healthcare professional’s Statement of Fitness for Work must be provided for 
any absence that lasts longer than seven calendar days.  This should be provided to the 
Clerk/Line Manager as soon as possible after the first week of absence. 

32. In the event that you fall sick during the period of your annual leave you will be regarded as 
being on sick leave from the date of self-certification or Statement of Fitness for Work and 
further annual leave will be suspended from that date. 

33. On your return to work you will be expected to attend a return-to-work interview.  
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34. Failure to comply with the above reporting procedure may lead to you being recorded as 
absent without permission with a deduction in pay and disciplinary action pursued for failure 
to follow Council procedure.  

 
Time off for Dependants (e.g. children, elderly and disabled) 

35. You have a right to take a reasonable amount of unpaid time off to deal with certain 
unexpected or sudden emergencies and to make any longer-term arrangements.  The 
emergency must involve a dependant.  Please contact the Clerk/Line Manager as soon as 
you are aware of such an emergency. 

 
Time off for Public Duties 

36. You are entitled to have reasonable time off work to perform certain public functions such 
as being a Justice of the Peace or a Councillor.  In the case of a Councillor this means no 
more than eighteen occasions during a year; in the case of a Justice of the Peace it means no 
more than twenty-six occasions during a year.  Any time off taken for these functions over 
and above this must be taken out of Annual Leave. 

 
Trade Union Duties and Activities 

37. Employees who are officials of recognised, independent trade unions (such as Unison) have 
the right to be allowed reasonable paid time off during working hours for the purposes of 
performing their duties.  
 

OTHER MATTERS 
 
Alcohol and Drugs 

38. We are all aware of the problems that can be caused by alcohol or drugs.  The Council will 
support staff wherever possible in tackling such problems, but it has also to make sure that 
alcohol or drug misuse does not affect performance or behaviour at work.  

39. Being under the influence of alcohol or illegal drugs in the workplace is a health and safety 
risk, not only to yourself but to your colleagues.  Employees whose performance or 
behaviour appears to be affected by the use of alcohol or illegal drugs during working hours 
will be suspended from their duties for the remainder of the day.  Such suspension may 
result in being invited to attend a disciplinary meeting, which ultimately may lead to 
dismissal. 

40. Employees whose duties include driving should be aware that if they are banned from 
driving as a result of drink driving the Council may not be in a position to allow them to 
continue in their job role and may not have a different role that they could undertake. 

 
Appraisals 

41. All staff (except those in their induction period) will have an annual appraisal and this will 
take place in February/March of each year with a six-month review meeting in 
September/October. 

Bicycles 
42. If you use a bicycle for journeys at work, you may claim cycle allowance of 5p a mile.  The 

same principles apply as for claims for car mileage.  See section below.  



Page 7 of 11 

 

Car Mileage Claims 
43. If you have to use your car at work, then you may claim for all journeys between work 

locations.  A work location is your normal workplace, or any other location that you must 
visit as part of your duties. All authorised mileage claims will be reimbursed as part of the 
monthly salary run. 

44. All claims must be submitted within two months on the approved form of the expense being 
incurred. Claims submitted late will be paid at the discretion of the Clerk/Line Manager.  

45. Car Mileage claims will be paid at the rate currently published by the NJC/Green Book for all 
journeys and through the monthly payroll run. Transport should be shared wherever 
possible. Claims will be paid only to the employee providing the transport.  

46. You cannot claim for journeys between your home and your first work location, unless that 
journey is longer than your normal home to work journey.  In that case, the extra mileage 
can be claimed. The same applies with journeys on the way home at the end of the day 
where you cannot claim for journeys from your last work location to home unless the 
distance is greater than your normal work to home journey.  In that case, the extra mileage 
can be claimed. 

47. The principle is that you are only reimbursed for extra mileage incurred in performing your 
duties and not for normal mileage commuting to and from work.  

48. If you are called out from home to work, outside of your normal working hours, you can 
claim for the mileage from home to work and return. This includes official attendance at 
committee and council meetings. 

49. If you use your car at work, it is your responsibility to ensure that you are insured for 
business use. The Council’s insurance does not cover you.  

 
Councillors 

50. The Town Council has a Member and Employee Protocol which sets out the roles and 
relationship between councillors and staff that is stored in the Company Data – 
Documents\Policies & Procedures folder.  Please read this and familiarise yourself with it. 
 

Data Protection (see also Freedom of Information) 
51. The UK GDPR and the Data Protection Act 2018 places obligations on us to manage personal 

information properly, keep it secure and prevent unauthorised access.  It also gives a right to 
individuals for them to see the personal information we hold about them. 

52. If you are working with personal information, you should make sure that you understand 
what information you may or may not pass to others.  If in doubt, raise it with the Clerk/Line 
Manager.  

 
Dignity at Work 

53. The Council has a Dignity at Work Policy that is stored in the Company Data - 
Documents\Policies and Procedures folder which is designed to help provide safe, healthy 
and happy working environment for all staff and to ensure that everybody is aware that 
bullying and harassment will not be tolerated.  
 

Disciplinary Procedure 
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54. If disciplinary action is taken against you, it will be in accordance with the Town Council’s 
Disciplinary Procedure that is stored in the Company Data - Documents\Policies and 
Procedures folder. 

 
Expenses 

55. If you have to work away from your normal workplace you may incur expenses for travel and 
subsistence.  The council will reimburse the value of these provided it is approved by the 
Clerk/Line Manager.  Where items have been purchased, a receipt should be provided with 
your claim.  

56. An Expenses Claim Form should be completed.  Pass the form to the Responsible Finance 
Officer who will process it.  This will then be reimbursed to you through the monthly payroll 
run.  

57. Reasonable expenses which may be authorised by the Clerk/Line Manager include: 
• Travel:  Car mileage (see above) or public transport 
• Hotel accommodation:  Reasonable costs associated with bed and breakfast 

accommodation.  
• Meals:  Costs for breakfast (up to £7.14), lunch (up to £9.86), tea (up to £3.90) and 

evening meals (up to £12.21) 
• Costs of Car Parking 

 
Financial regulations 

58. The Council has financial regulations that are stored in the Company Data – 
Documents\Policies & Procedures folder, that must be followed when dealing with finance, 
contractors or tendering.  If you are in a role that requires you to purchase anything on 
behalf of the council or manage budgets, then you must make yourself aware of the 
contents.  
 

Flexible Working  
59. From your first day of employment, you will have the right to request flexible working.  That 

request can be for change in working hours, a change in working times or to work from 
home instead of the normal place of work.  The Town Council will always meet its legal 
obligations with regard to flexible working for its staff.  Further information can be found in 
the Flexible Working Policy that is stored in the Company Data – Documents\Policies & 
Procedures folder. 

 
Freedom of Information 

60. In general terms, the Council aims to be open and transparent and if you are asked for 
information that is held by the Council you should give it.  Exceptions are: 

• Confidential reports or minutes 
• Legal advice given to the Council  
• Personnel information 
• Information that you have been told is confidential or not in the public domain 
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61. If you are unsure whether you should give out information, or if you receive a written 
request which states that it is a request under the Freedom of Information Act, please ask 
the Clerk/Line Manager for advice. 

Grievances 
62. If you have a problem or concern about your work, working conditions or relationships with 

other members of staff please raise this in the first instance in an informal discussion with 
the Clerk/Line Manager. Most issues can be sorted out easily and quickly in this way. 

63. If it becomes necessary to raise a grievance in a more formal way, the town council has a 
Grievance Procedure that is stored in the Company Data – Documents\Policies & Procedures 
folder. 

 
Health and Safety 

64. Newhaven Town Council takes all reasonable precautions to provide and maintain safe and 
healthy working conditions which comply with duties under The Health and Safety at Work 
Act 1974 and The Management of Health & Safety at Work Regulations 1999. Such 
compliance, and how the Company manages this critical area, is contained within the Health 
and Safety manual located in the Council Office. Also contained within this manual is the 
Company’s Health and Safety Statement and Policy which is stored in the Company Data – 
Documents\Policies & Procedures folder. 

65. Upon commencement of employment, you will be trained on all Health and Safety aspects 
of the Company’s activities, and you are asked to place Health and Safety high on the 
agenda. With this in mind, the following points are designed to serve as a reminder of your 
duties under The Health and Safety at Work Act 1974.  

o Everyone has a legal duty to ensure their own safety, and the safety of others who 
may be affected by what they do and do not do.   

o If your job requires you to drive, you must not do so if you are given medication 
which restricts your ability to do so.  You must inform the Clerk immediately if this 
occurs. 

o If you are issued with protective clothing, you must wear it when appropriate and 
must request replacements when damaged or misplaced. 

o All accidents and ‘near misses’ must be reported using the Accident Reporting Form 
located in the First Aid cupboard in the office kitchen at Fort Road.   They must also 
be drawn to the attention of the Clerk. 

o If you see a situation that you think might be dangerous you should report it to the 
Clerk/Line Manager. 

 
Identity Cards 

66. You will be issued with an ID card which you should wear whilst at work or attending 
meetings on behalf of the town council.    

 
Leaving the Town Council’s Employment 

67. When you leave the Town Council’s employment you will be asked to complete an exit 
interview questionnaire and attend an interview where this will be discussed.  If you prefer, 
the Town Council will arrange for this to be conducted by an external advisor.  

Lone Working 
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68. When working by yourself in the council offices you are required to inform a member of 
your immediate family and use the available Lone-Working software of your mobile 
telephone and/or the Lone-Working Fob. 

69. Whilst on council business, outside of council offices, and in or out of normal working hours, 
you are to use/carry a Lone-Working Fob at all times. 

 
Overtime 

70.  Overtime is not normally paid. Time off in lieu is given for any hours worked outside your 
normal working hours (see Flexitime above). 

 
Pay and Deductions 

71. Salaries are paid directly into a Bank or Building Society account on the 24th day of each 
month, or on the nearest preceding working day. You can choose to receive payslips by 
email or to your home address by post. 

72. If you have a query about your pay or deductions from your salary, please contact the 
Clerk/Line Manager who will raise it with Advo, who manage our pay roll. 

73. If you change your bank account, please remember to tell the Clerk/Line Manager as soon as 
possible, so that arrangements can be made to pay your salary into your new account. 
 

Pension Scheme 
74.  You will be automatically enrolled into the Local Government Pension Scheme. Details are 

sent out with your contract when you join the Town Council.  
75. You have the right to opt out of the Local Government Pension Scheme in writing to the 

Clerk.  You are allowed to opt out for three years.  After three years you will be 
automatically enrolled in the scheme unless you opt out again in writing to the Clerk. 
 

Personal Appearance and personal hygiene 
76. You must maintain a reasonable standard of personal appearance and personal hygiene 

while at work, especially where you may have contact with members of the public during 
the course of your work.  
 

Political views 
77. All staff must treat all Members and all political groups in a fair, impartial and even-handed 

manner. 
78. To avoid accusations of political bias, it may be advisable for members of staff to be discreet 

about their own political views. 
 

Retirement Age 
79. The town council has no fixed retirement age.  We acknowledge that retirement is a matter 

of choice for individuals and will not pressurise employees into resigning because they have 
reached, or are approaching, a certain age. 
 
 

Smoking 
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80. Smoking, including the use of e-cigarettes is not allowed in any Council building, or during 
the course of council business.  e.g. smoking whilst in the company of delegates on a site 
visit/meeting. 

81. There is no automatic right to smoking breaks. 
 

Staff Records 
82. The Clerk/Line Manager keeps a manual record for all Council’s employees and also shares 

relevant records with Advo who manage the Council’s pay roll.  The type of information held 
about you is personal information detailed on your application form, contractual 
information and any other relevant information that may arise during the course of your 
employment.  

83. If you want to see your manual personal records, please ask the Clerk/Line Manager who will 
make the necessary arrangements.  

84.  If you change address, you must let the Clerk/Line Manager now as soon as possible.  
 
Telephones 
Mobiles 

85. If you are issued with a Town Council mobile, this is intended to be used for work purposes 
only. Please do not incur call or data charges on it which are not related to your work or take 
photos with it that are not work related.  

86. The loss or theft of a town council mobile due to your negligence will result in the full costs 
of its replacement being made to you. Take care not to leave it unattended whilst visiting 
clients or in public places or on view in unattended vehicles. 

87. On leaving the Council’s employ you must return the Town Council mobile phone with all the 
existing numbers remaining intact. The phone’s memory must not be erased.  Failure to 
return the equipment will result in the full cost of its replacement being made to you. 

88. Use of your own mobile telephone during work hours should be kept to a minimum and you 
should discourage friends etc., from contacting you that way during work hours.  

 
Personal Calls 

89. Use of the Town Council’s landline to make personal calls is not allowed except in 
exceptional circumstances.  

 
Union 

90. Unison is the main Local Government trade union and is the one recognised by the Council 
to represent the workforce.  
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Purpose and scope 
This purpose of this policy is to set out Newhaven Town Council’s (NTC) position on the provision of training and 
development opportunities for staff. It applies to all staff whether full or part time, temporary or fixed term. 
 
Identifying, Meeting and Evaluating Training and Development Needs 
Training and development needs will be identified from a variety of sources: 

• Induction and probationary periods 
• One-to-ones 
• Appraisal 
• Workforce planning 
• Team meetings 
• Annual plan 
• Change processes 

In addition, NTC will encourage staff to identify their own learning styles and will seek to provide a wide variety of 
learning and training methods, including: 

• Attendance at conferences, seminars and short courses 
• Online training 
• Internal coaching 
• Shared in-house learning resources (books, journals, DVDs etc.) 
• In house training 
• Work shadowing 
• Time for self-directed research and learning 

 
Consideration 
A number of factors will be taken into account when assessing a request from an individual.  This policy provides one 
element of the decision-making process. Other factors will include availability of finance and the individual's 
employment record. 
 
In order to ensure that NTC is able to consistently evaluate requests, training and development opportunities have 
been organised into three categories according to the degree of importance each intervention has for different roles. 
 
Categorising training and personal development 
The three categories are as follows: 

1. Mandatory  
Mandatory training is legally required for the post-holder, or a qualification deemed to be so fundamental to the 
role, that the council makes it a mandatory requirement.  Any mandatory training or qualifications are to be stated 
on the job description. They should also be stated in the contract for new starters, along with whom is responsible 
for the costs of the training/qualifications. For mandatory qualifications, it is unlikely that an applicant would be 
recruited without having previously attained the qualification. Where a qualification becomes mandatory for the 
role, the council will provide reasonable assistance for the employee to attain the qualification (see the section on 
Guidance for Support below). 
Some mandatory training may be specific to a particular job role whilst other training may be a generic requirement. 
Examples of mandatory training include: 
Generic training 

• Health and Safety (Personal Safety, Manual handling, Display Screen equipment) 
 

2. Desirable  
Desirable training is not legally required for the post, but it is directly relevant to the individual's job. Any desirable 
training or qualifications are to be stated on the job description. 
 
For desirable qualifications or training, an individual may be recruited without having previously attained the 
qualification or undergone the training but may be expected to attain the qualification within a defined period of 
time. The need for training may also be identified through one-to-one meetings or annual appraisals. A desirable 
qualification is likely to enhance the skills and reputation of the council. Examples may include: 
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Job specific 
• Certificate in Local Council Administration (CiLCA) 
• Cemetery Legal Compliance 
• Microsoft Office 

 
3. Optional 

An optional qualification or optional training may not be directly linked to the individual’s current job. Optional 
training or development is generally more beneficial to the individual’s career than it is for NTC.   
Personal development aimed at developing the skills or knowledge of an individual to provide a successor for an 
existing job is deemed to be optional. However, depending on the circumstances, training for succession may be 
‘desirable’.  
Job specific 

• Community Governance 
• Town Planning Technical Support - Level 3 Diploma 

 
Guidance for support  
Support for qualifications, training and personal development can include financial assistance towards the cost of 
tuition, examinations and resource materials in addition to half / day release and time off for study leave and taking 
the examination. Any financial and non-financial support to training and development is entirely at the discretion of 
NTC.    
Any financial support, including the offer of a loan, will always be conditional upon the employee’s agreement to 
either a full or partial repayment of the financial support provided where the employee: 

• Leaves the council during the duration of the course, or up-to 1 year following completion of the course. 
• Fails to complete the training 
• Fails to attend training without good reason 

 
Study leave 
Where individual requires study leave to undertake mandatory training, they will be able to take all the leave within 
normal working hours. 
Where individuals require study leave to undertake study which is not mandatory but part of the individual’s formal 
continuous professional development, the council will contribute up to 50% of study leave time, to a maximum of 3 
days per annum. 
Where individuals require study leave to undertake training which is not mandatory but part of the individual’s 
desire for career development, the council will contribute up to 3 days study leave per annum for courses which are 
directly related to the individual’s role. 
Time off for study leave must be approved in advance. To make a request the individual is asked to write to the Clerk 
(or Chair of the Council), setting out the details of the course of study, how it relates to their work, and the time 
being requested. 
No study leave will be granted where individuals undertake study, which is not required for their role, or not directly 
related to their role. However, the Clerk (or Chair of the Council) will consider requests for flexible working to allow 
the study to take place, if the needs of NTC can be met. 
 
This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy:       20/11/2024  

Approving committee:     Personnel 

Date of committee meeting:    10/12/2024 

Supersedes (name of old policy and reference):  Training & Development Policy v1 

Policy version reference:    PSTDP02 

Policy adopted by Full Council on:    

Date for next review:     Annually 
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Purpose of this policy and procedure 
It is important that any fraud, misconduct or wrongdoing by staff or others working on behalf of 

Newhaven Town Council (NTC) is reported and properly dealt with. We therefore require all individuals 

to raise any concerns that they may have about the conduct of others in the council.  This policy sets 

out the way in which individuals may raise any concerns that they have and how those concerns will 

be dealt with. 

The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors. 
 
Policy 
 
Background 
The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to provide 
protection for workers who raise legitimate concerns about specified matters in the public interest. 
These are called "qualifying disclosures". A qualifying disclosure is one made by an employee who has 
a reasonable belief that: 

• a criminal offence 

• a miscarriage of justice 

• an act creating risk to health and safety 

• an act causing damage to the environment 

• a breach of any other legal obligation or  

• concealment of any of the above 
is being, has been, or is likely to be, committed. It is not necessary for you to have proof that such an 

act is being, has been, or is likely to be, committed - a reasonable belief is sufficient.  You have no 

responsibility for investigating the matter - it is NTC’s responsibility to ensure that an investigation 

takes place. 

If you make a protected disclosure, you have the right not to be dismissed, subjected to any other 

detriment, or victimised, because you have made a disclosure.   We encourage you to raise your 

concerns under this policy & procedure in the first instance. 

Principles 

• Everyone should be aware of the importance of preventing and eliminating wrongdoing at 
work. Staff and others working on behalf of NTC should be watchful for illegal or unethical 
conduct and report anything of that nature that they become aware of. 

• Any matter raised under this procedure will be investigated thoroughly, promptly and 
confidentially, and the outcome of the investigation reported back to the person who raised 
the issue.  

• No employee or other person working on behalf of NTC will be victimised for raising a matter 
under this procedure. This means that the continued employment and opportunities for future 
promotion and/or training of the employee will not be prejudiced because they have raised a 
legitimate concern.  

• Victimisation of an individual for raising a qualified disclosure will be a disciplinary offence. 

• If misconduct is discovered as a result of any investigation under this procedure our 
disciplinary procedure will be used, in addition to any appropriate external measures. 

• Maliciously making a false allegation is a disciplinary offence. 

• An instruction to cover up wrongdoing is itself a disciplinary offence. If told not to raise or 
pursue any concern, even by a person in authority such as a manager, you should not agree to 
remain silent. You should report the matter to the Clerk or the Chair of NTC. 

 

 

Procedure 
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If you believe a Councillor has breached the councillor Code of Conduct, then raise it with the Chair of 
the Council.  Concerns relating to an alleged breach of the councillor Code of Conduct will be referred 
to the Monitoring Officer for investigation.   
 
This procedure is for disclosures about matters other than a breach of your own contract of 

employment, which should be raised via the Grievance Procedure. 

Stage 1 

In the first instance, any concerns should be raised with the Clerk, who will arrange an investigation of 

the matter. The investigation may involve you and other individuals involved giving a written 

statement. Any investigation will be carried out in accordance with the principles set out above. Your 

statement will be taken into account, and you will be asked to comment on any additional evidence 

obtained.  

The Clerk (or delegated officer) will take any necessary action, including reporting the matter to the 

Council, or any appropriate government department or regulatory agency. The Clerk (or delegated 

officer) will also invoke any disciplinary action if required. On conclusion of any investigation, insofar 

as confidentiality allows, you will be told the outcome and what NTC has done, or proposes to do, 

about it. If no action is to be taken, the reason for this will be explained. 

Stage 2 

If you are concerned that the Clerk is involved in the wrongdoing, has failed to make a proper 

investigation or has failed to report the outcome of the investigations to the relevant person, you 

should escalate the matter to the Chair of the Council. The Chair will arrange for a review of the 

investigation to be carried out, make any necessary enquiries.  

Stage 3 

If on conclusion of stages 1 and 2 you reasonably believe that the appropriate action has not been 

taken, you should report the matter to the relevant body. This could include: 

• HM Revenue & Customs 

• The Health and Safety Executive 

• The Environment Agency 

• The Serious Fraud Office 

• The Charity Commission 

• The Pensions Regulator 

• The Information Commissioner 

• The Financial Conduct Authority 

You can find the full list in The Public Interest Disclosure (Prescribed Persons) Order 2014: 

www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79-

blowing-the-whistle-to-a-prescribed-person.pdf 

 

 

 

http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79-blowing-the-whistle-to-a-prescribed-person.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79-blowing-the-whistle-to-a-prescribed-person.pdf
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Data protection 
When an individual makes a disclosure, we will process any personal data collected in accordance with 
the data protection policy. Data collected from the point at which the individual makes the report is 
held securely and accessed by, and disclosed to, individuals only for the purposes of dealing with the 
disclosure. 

This is a non-contractual policy and procedure which will be reviewed from time to time. 

Date of this policy and procedure: 22/11/2024 

Approving committee:  Personnel 

Date of committee meeting: 10/12/2024 

Supersedes (name of old policy & procedure and ref): Whistleblowing Policy v1 

Policy version reference: PSWPO02 

Policy adopted by Full Council on: 

Date for next review: Annually 
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Purpose of this policy and procedure 
This policy sets out the procedure to ensure there is compliance with legislation and continuity of 

procedures in the co-option of members to Newhaven Town Council (NTC). The co-option procedure 

is entirely managed by the Town Council, and this policy will ensure that a fair and equitable process 

is conducted. 

The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors. 
 
Policy 
The co-option of a Town councillor occurs in two instances:  

1. When an ordinary vacancy has arisen in NTC after the ordinary elections held every four years 
2. When a casual vacancy has arisen in NTC, and no poll (by-election) has been called.  

 
Definitions 
Ordinary vacancy 
An ordinary vacancy occurs when there are insufficient candidates to fill all the seats on the Town 
Council at the ordinary elections held every four years. Any candidates who were nominated are 
automatically elected to NTC and any remaining vacancies are known as “ordinary vacancies.” 
Provided there are enough Town councillors to constitute a quorum, NTC is normally able to co-opt a 
volunteer to fill the vacancies. 
 
Casual vacancy  
A casual vacancy occurs when: 

• A councillor fails to make his declaration of acceptance of office at the proper time 

• A councillor resigns 

• A councillor dies 

• A councillor becomes disqualified 

• A councillor fails for six consecutive months to attend meetings of a council/committee or sub- 
committee or to attend as a representative of the council a meeting of an outside body. 

 
Procedure 

• NTC must notify Lewes District Council of a casual vacancy and then advertise the vacancy on 
its Noticeboards and website giving electors for the ward the opportunity to request an 
election. This occurs when ten electors write to Lewes District Council stating that an election 
is requested.  

• If a by-election is called, a polling station will be set up by Lewes District Council and the people 
of the ward will be asked to go to the polls to vote for candidates who will have put themselves 
forward by way of a nomination paper. NTC will pay the costs of the election.  

• The people of the ward have fourteen days (not including weekends, bank holidays and other 
notable days), to claim the by-election, but the Electoral Services Office of Lewes District 
Council will advise the Town Clerk of the closing date.  

• If more than one candidate is then nominated a by-election takes place but if only one 
candidate is put forward, they are duly elected without a ballot.  

• If ten residents do not request a ballot within fourteen days of the vacancy notice being 
posted, as advised by the Electoral Services Office, NTC is able to co-opt a volunteer. 

 

 

 

 

Confirmation of Co-Option 
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On receipt of written confirmation from the Electoral Services Office that no by-election has been 
claimed, the casual vacancy can be filled by means of co-option.  
The Clerk will then:  

• Advertise the vacancy for four weeks or such other period as the Town Council may agree on 
the Town Council notice boards and website 

• Advise Lewes District Council that the co-option policy has been initiated.  
This procedure will also apply in the case of an ordinary vacancy where the Electoral Services Office 
has confirmed that there were insufficient nominations to fill all the seats but there are sufficient town 
councillors elected to constitute a quorum. 
 
Eligibility of candidates 
NTC is able to consider any person to fill a vacancy provided that: 

• they are 18 or over; and 

• they are a British citizen, a qualifying Commonwealth citizen or a citizen of any other member 
state of the European Union; and at least one of the following apply:  
i. they are an elector for Newhaven and continues to be an elector; or  
ii. has resided in Newhaven for the past twelve months or rented/tenanted land in 

Newhaven; or  
iii. has had their principal or only place of work in Newhaven for the past twelve months; or  
iv. has lived within three miles of Newhaven for the past twelve months. 

• Is not disqualified from being a town councillor, as provided by s80 of the Local Government 
Act 1972) 

• Does not hold a paid office or employment under NTC 

• Is not the subject of bankruptcy 

• Has not been sentenced to a term of imprisonment (whether suspended or not) of not less 
than three months, without the option of a fine during the preceding five years 

• Is not disqualified under any enactment relating to corrupt or illegal electoral practices. 
 
Applications 
Candidates will be requested to: 
Submit information about themselves by way of completing a short application form (a copy of the 
application form is attached as Appendix A) 
Confirm their eligibility for the position of Town councillor within the statutory rules, (a copy of the 
eligibility form is attached as Appendix B). 
 
Following receipt of applications, the next suitable NTC meeting will have an agenda item 'To receive 
written applications for the office of Town Councillor and to co-opt a candidate to fill the existing 
vacancy'. Eligible candidates will be invited to attend the meeting.  
Copies of the eligible candidates’ applications will be circulated to all Town councillors by the Clerk at 
least 3 clear days prior to the meeting of the full NTC, when the co-option will be considered. All such 
documents will be treated by the Clerk and all Town councillors as strictly private and confidential. 
 
The Co-Option meeting 
At the co-option meeting, candidates will be given five minutes maximum to introduce themselves to 
the town councillors, give information on their background and experience and explain why they wish 
to become a member of NTC.  
The process will be conducted in the public session and there will be no private discussions between 
members prior to a vote being taken. However, where NTC is discussing the merits of candidates and 
inevitably their personal attributes, this could be prejudicial, and NTC should resolve to exclude the 
members of the press and public.  
As soon as all candidates have finished giving their submissions, the Town Council will proceed to a 
vote (NTC Standing Order 8) with each candidate being proposed and seconded by the councillors in 
attendance and a vote by a show of hands (LGA 1972 Sch. 12. Para 13).  
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A recorded vote may be requested under NTC Standing Order 3q so as to show whether each councillor 
present and voting, gave their vote for or against that question.  
 
For a candidate to be co-opted to the Town Council, it will be necessary for them to obtain an absolute 
majority of votes cast (50% + 1 of the votes available at the meeting). If there are more than two 
candidates and there is no candidate with an overall majority in the first round of voting the candidate 
with the least number of votes will drop out of the process.  
 
Further rounds of voting will then take place with the process repeated until a candidate has an 
absolute majority. If present, a candidate who is co-opted will sign at the co-option meeting a 
Declaration of Acceptance of Office, including an undertaking to abide by the NTC’s Code of Conduct, 
and may take office thereafter. If not present, a co-opted candidate will sign the Declaration of 
Acceptance of Office either before or at the next meeting of NTC. The Clerk will notify Lewes District 
Council Electoral Services Office of the co-option of the new Town councillor.  
 
The co-opted Town councillor will complete a Notification of Disclosable Pecuniary and Other Interests 
form which the Clerk will lodge with the Monitoring Officer at Lewes District Council within 28 days of 
the co-option.  
 
If insufficient candidates are co-opted, the process should continue, whereby the vacancies are again 
advertised. 
 
 
 
 
This is a non-contractual policy which will be reviewed from time to time. 

 

 

 

 

 

 

 

Date of policy:      21/11/2024 

Approving committee:      

Date of committee meeting:     

Supersedes (name of old policy and reference): Co-Option Process v3 

Policy version reference:    FCCOP04 

Policy adopted by Full Council on:      

Date for next review:      

Appendix A  

Newhaven Town Council Co-Option Application Form 
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Name: 

Address: 

Telephone Number: 

Are you 18 Yrs old or over? 

Which ward do you wish to apply for (Please tick) 

Denton Ward          ☐ South Ward                ☐              

North Ward             ☐ Central Ward             ☐ 

 

Please detail any experience you may have that is relevant to Newhaven Town Council. 
Continue on a separate sheet if necessary 

 

 

Is there any other information that you would like to disclose regarding your application? 
Continue on a separate sheet if necessary 
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Use of Personal Information 
The Town Council will use your information, including that which you provide on this application, to 
assess your suitability to be a Town Councillor. 

 

Declaration & Consent 
I confirm that I have read the section entitled ‘Use of Personal Information’ and in signing this form 
I consent to the use and disclosure of my information included thereon. I declare the information 
on this form to be true and correct.  
 
SIGNED…………………………………………………. NAME…………………………………………………….  
 
DATE……………………………………………………… 

 

Once completed, please return this form, together with the completed Co-Option Eligibility form to: -  
Ken Dry (Town Clerk), Newhaven Town Council, 18 Fort Road, Newhaven. East Sussex BN9 9QE. E-
Mail:  ken.dry@newhaventowncouncil.gov.uk 
Telephone: 01273 516100 
 
 

Appendix B  

Newhaven Town Council Co-Option Eligibility Form 

mailto:ken.dry@newhaventowncouncil.gov.uk
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1. In order to be eligible for co-option as a Newhaven Town Councillor, you must satisfy certain 
criteria. You must satisfy (a) and (b) below and at least one of the options (c) - (f).  
Please tick which apply to you:  

a. I am 18 years of age or over: and                                                                                       ☐ 

b. I am a British Citizen or a Citizen of the Commonwealth or a citizen               ☐ 
of any member state of the European Union; and                                                            

c. I am registered as a local government elector for the Town; or                           ☐ 

d. I have, during the whole of the twelve months preceding the date of              ☐  
my co-option occupied, as owner or tenant, land, or other premises in  
the parish: or 

e. My principal or only place of work during those twelve months has been     ☐ 
in the town or 

f. I have during the whole of those twelve months resided in the Town or           ☐ 
within 3 miles of it 

2. Please note that under Section 80 of the Local Government Act 1972 a person is disqualified 
from being a town councillor if they:  
• are employed by the Town Council or holds paid office (other than Chairman, Vice Chairman 
or Deputy Chairman) under the Town Council (including joint boards or committees) 
• are employed by an entity controlled by the Town Council.  
• are the subject of a bankruptcy restrictions order or an interim bankruptcy restrictions order 
or a debt relief restrictions order or an interim debt relief restrictions order: or  
• have within five years before the date of this co-option, or since their co-option been 
convicted in the UK, Channel Islands or Isle of Man of any offence and has been sentenced to 
imprisonment (whether suspended or not) for not less than three months without the option 
of a fine; or  
• are otherwise disqualified under Part III of the Representation of the People Act 1983 
(relating to corrupt or illegal electoral practices and offences relating to donations) or the Audit 
Commission Act 1998. 

Use of Personal Information 
The Town Council will use your information, including that which you provide on this application, 
to assess your suitability to be a Town Councillor. 

Declaration & Consent 
 
I …………………………………………………………………. hereby confirm that I am eligible for the vacancy of 
Newhaven Town Councillor, and I am not disqualified from being a town councillor under s80 of 
the Local Government Act 1972 and that the information given on this form is true and correct. I 
confirm that I have read the section entitled ‘Use of Personal Information’ and in signing this form 
I consent to the use and disclosure of my information included thereon.  
 
 
SIGNED…………………………………………………. NAME…………………………………………………….  
 
 
DATE……………………………………………………… 

 



Page 1 of 12 

Newhaven Town Council 

CODE OF CONDUCT 

Purpose of this code of conduct  2 

The scope of this code of conduct 2 

Definitions 2 

General principles of councillor conduct 2 

Application of the Code of Conduct 2 

Standards of councillor conduct  3 

General Conduct 3 

Appendix A 7 

Appendix B 8 



Page 2 of 12 

Purpose of this code of conduct 
This Code is based on the Local Government Association’ Model Councillor Code of Conduct that was 
designed to protect our democratic role, encourage good conduct and safeguard the public’s trust in 
local government. 
The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the behaviour that 
is expected of you, to provide a personal check and balance, and to set out the type of conduct that 
could lead to action being taken against you. It is also to protect you, the public, fellow councillors, 
Newhaven Town Council (NTC) officers and the reputation of local government.  
It sets out general principles of conduct expected of all councillors and your specific obligations in 
relation to standards of conduct. NTC encourages the use of support, training and mediation prior to 
action being taken using the Code. The fundamental aim of the Code is to create and maintain public 
confidence in the role of councillor and local government. 

The scope of this code of conduct 
It applies to all Councillors of NTC. 

Definitions 
For the purposes of this Code of Conduct, a “councillor” means a member or co-opted member of NTC 
or a directly elected mayor. A “co-opted member” is defined in the Localism Act 2011 Section 27(4) as 
“a person who is not a member of NTC but who  

• is a member of any committee or sub-committee of NTC, or

• is a member of, and represents NTC on, any joint committee or joint sub- committee of NTC
and who is entitled to vote on any question that falls to be decided at any meeting of that committee 
or sub-committee.” 

General principles of councillor conduct 
Everyone in public office at all levels; all who serve the public or deliver public services, including 
ministers, civil servants, councillors and local authority officers; should uphold the Seven Principles of 
Public Life, also known as the Nolan Principles (see Appendix A). 
Building on these principles, the following general principles have been developed specifically for the 
role of councillor. 
In accordance with the public trust placed in me, on all occasions: 

• I act with integrity and honesty

• I act lawfully

• I treat all persons fairly and with respect; and

• I lead by example and act in a way that secures public confidence in the role of councillor.
In undertaking my role: 

• I impartially exercise my responsibilities in the interests of the local community

• I do not improperly seek to confer an advantage, or disadvantage, on any person

• I avoid conflicts of interest

• I exercise reasonable care and diligence; and

• I ensure that public resources are used prudently in accordance with NTC’s requirements and
in the public interest.

Application of the Code of Conduct 
This Code of Conduct applies to you as soon as you sign your declaration of acceptance of the office of 
councillor or attend your first meeting as a co-opted member and continues to apply to you until you 
cease to be a councillor. 

This Code of Conduct applies to you when you are acting in your capacity as a councillor which may 
include when: 

• you misuse your position as a councillor

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
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• Your actions would give the impression to a reasonable member of the public with knowledge 
of all the facts that you are acting as a councillor 

 
The Code applies to all forms of communication and interaction, including: 

• at face-to-face meetings 

• at online or telephone meetings 

• in written communication 

• in verbal communication 

• in non-verbal communication 

• in electronic and social media communication, posts, statements, and comments. 
You are also expected to uphold high standards of conduct and always show leadership when acting as 
a councillor. 
Your Monitoring Officer at Lewes District Council has statutory responsibility for the implementation of 
the Code of Conduct, and you are encouraged to seek advice from your Monitoring Officer on any 
matters that may relate to the Code of Conduct. NTC councillors are encouraged to seek advice from 
their Clerk, who may refer matters to the Monitoring Officer. 
 
Standards of councillor conduct 
This section sets out your obligations, which are the minimum standards of conduct required of you as 
a councillor. Should your conduct fall short of these standards, a complaint may be made against you, 
which may result in action being taken. 
Guidance is included to help explain the reasons for the obligations and how they should be followed. 
 
General Conduct 
1 Respect 
As a councillor: 

1.1 I treat other councillors and members of the public with respect. 
1.2 I treat NTC employees, employees and representatives of partner organisations and 

those volunteering for NTC with respect and respect the role they play. 
Respect means politeness and courtesy in behaviour, speech, and in the written word. Debate and 
having different views are all part of a healthy democracy. As a councillor, you can express, challenge, 
criticise and disagree with views, ideas, opinions, and policies in a robust but civil manner. You should 
not, however, subject individuals, groups of people or organisations to personal attack. 
 
In your contact with the public, you should treat them politely and courteously. Rude and offensive 
behaviour lowers the public’s expectations and confidence in councillors. 
 
In return, you have a right to expect respectful behaviour from the public. If members of the public are 
being abusive, intimidatory or threatening you are entitled to stop any conversation or interaction in 
person or online and report them to the NTC, the relevant social media provider or the police. This 
also applies to fellow councillors, where action could then be taken under this Code of Conduct, and 
NTC employees, where concerns should be raised in line with NTC’s councillor and employee protocol. 
 
2 Bullying, harassment, and discrimination  
As a councillor: 

2.1 I do not bully any person. 
2.2 I do not harass any person. 
2.3 I promote equalities and do not discriminate unlawfully against any person. 

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as offensive, 
intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that 
undermine, humiliate, denigrate, or injure the recipient. Bullying might be a regular pattern of 
behaviour or a one-off incident, happen face-to-face, on social media, in emails or phone calls, happen 
in the workplace or at work social events and may not always be obvious or noticed by others. 
The Protection from Harassment Act 1997 defines harassment as conduct that causes alarm or distress 
or puts people in fear of violence and must involve such conduct on at least two occasions. It can 
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include repeated attempts to impose unwanted communications and contact upon a person in a 
manner that could be expected to cause distress or fear in any reasonable person. 
Unlawful discrimination is where someone is treated unfairly because of a protected characteristic. 
Protected characteristics are specific aspects of a person's identity defined by the Equality Act 2010. 
They are age, disability, gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race, religion or belief, sex, and sexual orientation. 
The Equality Act 2010 places specific duties on local authorities. Councillors have a vital role to play in 
ensuring that equality issues are integral to NTC’s performance and strategic aims, and that there is a 
strong vision and public commitment to equality across public services. 
 
3 Impartiality of officers of the council  
As a councillor: 

3.1 I do not compromise, or attempt to compromise, the impartiality of anyone who works 
for, or on behalf of, NTC. 

Officers work for NTC as a whole and must be politically neutral (unless they are political assistants). 
They should not be coerced or persuaded to act in a way that would undermine their neutrality. You 
can question officers to understand, for example, their reasons for proposing to act in a particular way, 
or the content of a report that they have written. However, you must not try and force them to act 
differently, change their advice, or alter the content of that report, if doing so would prejudice their 
professional integrity. 
 
4 Confidentiality and access to information  
As a councillor: 

4.1 I do not disclose information: 
a given to me in confidence by anyone 
b acquired by me which I believe, or ought reasonably to be aware, is of a 

confidential nature, unless 
i I have received the consent of a person authorised to give it 
ii I am required by law to do so 
iii the disclosure is made to a third party for the purpose of obtaining 

professional legal advice provided that the third party agrees not to 
disclose the information to any other person; or 

iv the disclosure is: 
1 reasonable and in the public interest; and 
2 made in good faith and in compliance with the reasonable 

requirements of NTC; and 
3 I have consulted the Monitoring Officer prior to its release. 

4.2 I do not improperly use knowledge gained solely as a result of my role as a councillor 
for the advancement of myself, my friends, my family members, my employer or my 
business interests. 

4.3 I do not prevent anyone from getting information that they are entitled to by law. 
Local authorities must work openly and transparently, and their proceedings and printed materials 
are open to the public, except in certain legally defined circumstances.  
 
 
You should work on this basis, but there will be times when it is required by law that discussions, 
documents, and other information relating to or held by NTC must be treated in a confidential manner. 
Examples include personal data relating to individuals or information relating to ongoing negotiations. 
 
5 I do not bring my role or NTC into disrepute. 
As a Councillor, you are trusted to make decisions on behalf of your community and your actions and 
behaviour are subject to greater scrutiny than that of ordinary members of the public. You should be 
aware that your actions might have an adverse impact on you, other councillors and/or your NTC and 
may lower the public’s confidence in your or NTC’s ability to discharge your/its functions. For example, 
behaviour that is considered dishonest and/or deceitful can bring your NTC into disrepute. 
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You are able to hold the local authority and fellow councillors to account and are able to constructively 
challenge and express concern about decisions and processes undertaken by the council whilst 
continuing to adhere to other aspects of this Code of Conduct. 
 
6 Use of position  
As a councillor: 

6.1 I do not use, or attempt to use, my position improperly to the advantage or 
disadvantage of myself or anyone else. 

Your position as a member of NTC provides you with certain opportunities, responsibilities, and 
privileges, and you make choices all the time that will impact others. However, you should not take 
advantage of these opportunities to further your own or others’ private interests or to disadvantage 
anyone unfairly. 
 
7 Use of NTC resources and facilities  
As a councillor: 

7.1 I do not misuse council resources. 
7.2 I will, when using the resources of the NTC or authorising their use by 

others: 
a act in accordance with the NTC's requirements; and 
b ensure that such resources are not used for political purposes unless that use 

could reasonably be regarded as likely to facilitate, or be conducive to, the 
discharge of the functions of NTC or of the office to which I have been elected 
or appointed. 

You may be provided with resources and facilities by NTC to assist you in performing your duties as a 
councillor. Examples include: 

• office support 

• stationery 

• equipment such as phones, and computers 

• transport 

• access and use of NTC buildings and rooms. 
These are given to you to help you conduct your role as a councillor more effectively and are not to 
be used for business or personal gain. They should be used in accordance with the purpose for which 
they have been provided and NTCs own policies regarding their use. 
 
8 Complying with the Code of Conduct  
As a Councillor: 

8.1 I undertake Code of Conduct training provided by NTC. 
8.2 I cooperate with any Code of Conduct investigation and/or determination. 
8.3 I do not intimidate or attempt to intimidate any person who is likely to be involved with 

the administration of any investigation or proceedings. 
8.4 I comply with any sanction imposed on me following a finding that I have breached the 

Code of Conduct. 
It is extremely important for you as a councillor to demonstrate high standards, for you to have your 
actions open to scrutiny and for you not to undermine public trust in NTC or its governance. If you do 
not understand or are concerned about NTC’s processes in managing a complaint you should raise this 
with your Monitoring Officer. 
 
9 Interests  
As a councillor: 

9.1 I register and disclose my interests. 
Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and maintain a register 
of interests of members of NTC. 
You need to register your interests so that the public, NTC employees and fellow councillors know 
which of your interests might give rise to a conflict of interest. The register is a public document that 
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can be consulted when (or before) an issue arises. The register also protects you by allowing you to 
demonstrate openness and a willingness to be held accountable. You are personally responsible for 
deciding whether or not you should disclose an interest in a meeting, but it can be helpful for you to 
know early on if others think that a potential conflict might arise. It is also important that the public 
know about any interest that might have to be disclosed by you or other councillors when making or 
taking part in decisions, so that decision making is seen by the public as open and honest. This helps 
to ensure that public confidence in the integrity of local governance is maintained. You should note 
that failure to register or disclose a disclosable pecuniary interest as set out in Table 1, is a criminal 
offence under the Localism Act 2011. 
Appendix B sets out the detailed provisions on registering and disclosing interests. If in doubt, you 
should always seek advice from your Monitoring Officer. 
 
10 Gifts and hospitality  
As a councillor: 

10.1 I do not accept gifts or hospitality, irrespective of estimated value, which could give 
rise to real or substantive personal gain or a reasonable suspicion of influence on my 
part to show favour from persons seeking to acquire, develop or do business with NTC 
or from persons who may apply to NTC for any permission, licence or other significant 
advantage. 

10.2 I register with the Monitoring Officer any gift or hospitality with an estimated value of 
at least £50 within 28 days of its receipt. 

10.3 I register with the Monitoring Officer any significant gift or hospitality that I have been 
offered but have refused to accept. 

In order to protect your position and the reputation of NTC, you should exercise caution in accepting 
any gifts or hospitality which are (or which you reasonably believe to be) offered to you because you 
are a councillor. The presumption should always be not to accept significant gifts or hospitality. 
However, there may be times when such a refusal may be difficult if it is seen as rudeness in which 
case, you could accept it but must ensure it is publicly registered.  
However, you do not need to register gifts and hospitality which are not related to your role as a 
councillor, such as Christmas gifts from your friends and family. It is also important to note that it is 
appropriate to accept normal expenses and hospitality associated with your duties as a councillor. If 
you are unsure, do contact your Monitoring Officer for guidance. 
 
 
 
 
 
 
 
 
 
 
 
Appendix A – The Seven Principles of Public Life 
 
The principles are: 
Selflessness 
Holders of public office should act solely in terms of the public interest. 
 
Integrity 
Holders of public office must avoid placing themselves under any obligation to people or organisations 
that might try inappropriately to influence them in their work. They should not act or take decisions 
in order to gain financial or other material benefits for themselves, their family, or their friends. They 
must disclose and resolve any interests and relationships. 
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Objectivity 
Holders of public office must act and take decisions impartially, fairly and on merit, using the best 
evidence and without discrimination or bias. 
 
Accountability 
Holders of public office are accountable to the public for their decisions and actions and must submit 
themselves to the scrutiny necessary to ensure this. 
 
Openness 
Holders of public office should act and take decisions in an open and transparent manner. Information 
should not be withheld from the public unless there are clear and lawful reasons for so doing. 
 
Honesty 
Holders of public office should be truthful. 
 
Leadership 
Holders of public office should exhibit these principles in their own behaviour. They should actively 
promote and robustly support the principles and be willing to challenge poor behaviour wherever it 
occurs. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix B - Registering interests 
Within 28 days of becoming a member or your re-election or re-appointment to office you must register 
with the Monitoring Officer the interests which fall within the categories set out in Table 1 below 
(Disclosable Pecuniary Interests) which are as described in “The Relevant Authorities (Disclosable 
Pecuniary Interests) Regulations 2012”. You should also register details of your other personal interests 
which fall within the categories set out in Table 2 below (Other Registerable Interests). 
 
“Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you are aware of 
your partner's interest, within the descriptions set out in Table 1 below. 
"Partner" means a spouse or civil partner, or a person with whom you are living as a spouse, or a person 
with whom you are living as if you are civil partners. 
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1 You must ensure that your register of interests is kept up-to-date and within 28 days of 
becoming aware of any new interest, or of any change to a registered interest, notify 
the Monitoring Officer. 

2 A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the councillor, 
or a person connected with the councillor, being subject to violence or intimidation. 

3 Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with the 
reasons why you believe it is a sensitive interest. If the Monitoring Officer agrees they 
will withhold the interest from the public register. 

 
Non- participation in case of disclosable pecuniary interest 

4 Where a matter arises at a meeting which directly relates to one of your Disclosable 
Pecuniary Interests as set out in Table 1 below, you must disclose the interest, not 
participate in any discussion or vote on the matter and must not remain in the room 
unless you have been granted a dispensation. If it is a ‘sensitive interest,’ you do not 
have to disclose the nature of the interest, just that you have an interest. Dispensation 
may be granted in limited circumstances, to enable you to participate and vote on a 
matter in which you have a disclosable pecuniary interest. 

 
Disclosure of Other Registerable Interests 

5 Where a matter arises at a meeting which directly relates to the financial interest or 
wellbeing of one of your Other Registerable Interests (as set out in Table 2), you must 
disclose the interest. You may speak on the matter only if members of the public are 
also allowed to speak at the meeting but otherwise must not take part in any 
discussion or vote on the matter and must not remain in the room unless you have 
been granted a dispensation. If it is a ‘sensitive interest,’ you do not have to disclose 
the nature of the interest. 

 
Disclosure of Non-Registerable Interests 

6 Where a matter arises at a meeting which directly relates to your financial interest or 
well-being (and is not a Disclosable Pecuniary Interest set out in Table 1) or a financial 
interest or well-being of a relative or close associate, you must disclose the interest. 
You may speak on the matter only if members of the public are also allowed to speak 
at the meeting. Otherwise, you must not take part in any discussion or vote on the 
matter and must not remain in the room unless you have been granted a dispensation. 
If it is a ‘sensitive interest,’ you do not have to disclose the nature of the interest. 

 
 
 
 
 

7 Where a matter arises at a meeting which affects: 
a your own financial interest or well-being 
b a financial interest or well-being of a relative or close associate; or 
c a financial interest or well-being of a body included under Other Registrable 
Interests as set out in Table 2 below, you must disclose the interest. To determine 
whether you can remain in the meeting after disclosing your interest the following 
test should be applied 

 
8 Where a matter (referred to in paragraph 7 above) affects the financial interest or 

well-being: 
a to a greater extent than it affects the financial interests of the majority of 

inhabitants of the ward affected by the decision and 
b a reasonable member of the public knowing all the facts would believe that it 

would affect your view of the wider public interest 
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You may speak on the matter only if members of the public are also allowed to 
speak at the meeting. Otherwise, you must not take part in any discussion or vote on 
the matter and must not remain in the room unless you have been granted a 
dispensation. If it is a ‘sensitive interest,’ you do not have to disclose the nature of the 
interest. 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Table 1: Disclosable Pecuniary Interests 
This table sets out the explanation of Disclosable Pecuniary Interests as set out in the Relevant Authorities 
(Disclosable Pecuniary Interests) Regulations 2012. 
 

SUBJECT DESCRIPTION 

Employment, office, trade, profession, or 
vocation 

Any employment, office, trade, profession, or 
vocation carried on for profit or gain. 

https://www.legislation.gov.uk/uksi/2012/1464/made
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Sponsorship Any payment or provision of any other 
financial benefit (other than from the 
council) made to the councillor during the 
previous 12-month period for expenses 
incurred by them in carrying out their 
duties as a councillor, or towards their 
election expenses. 
This includes any payment or financial benefit 
from a trade union within the meaning of the 
Trade Union and Labour Relations 
(Consolidation) Act 1992. 

Contracts Any contract made between the councillor or 
their spouse or civil partner or the person with 
whom the councillor is living as if they were 
spouses/civil partners (or a firm in which such 
person is a partner, or an incorporated body of 
which such person is a director* or a body 
that such person has a beneficial interest in 
the securities of**) and NTC 

— 
(a) under which goods or services are to 

be provided or works are to be 
executed; and which has not been 
fully discharged. 

(b) which has not been fully discharged. 

Land and property Any beneficial interest in land which is 
within the area of NTC. 
‘Land’ excludes an easement, servitude, interest 
or right in or over land which does not give the 
councillor or their spouse or civil partner or the 
person with whom the councillor is living as if 
they were spouses/ civil partners (alone or 
jointly with another) a right to occupy or to 
receive income. 

Licences Any licence (alone or jointly with others) to 
occupy land in the area of NTC for a month or 
longer. 

Corporate Tenancies Any tenancy where (to the councillor’s 
knowledge) — 

(a) the landlord is NTC; and 
(b) the tenant is a body that the councillor, 

or their spouse or civil partner or the 
person with whom the councillor is 
living as if they were spouses/ civil 
partners is a partner of or a director* of 
or has a beneficial interest in the 
securities** of. 
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 Securities Any beneficial interest in securities** of a 
body where — 

(a) that body (to the councillor’s 
knowledge) has a place of business or 
land in the area of NTC; and 

(b) either— 

(i)               the total nominal value of the 
securities** exceeds £25,000 or one 
hundredth of the total issued share capital 
of that body; or 

(ii) if the share capital of that body 
is of more than one class, the total 
nominal value of the shares of any one 
class in which the councillor, or their 
spouse o r  civil partner or the person with 
whom the councillor is living as if they 
were spouses/civil partners have a 
beneficial interest exceeds one hundredth 
of the total issued share capital of that 
class. 

 

*  ‘director’ includes a member of the committee of management of an industrial and provident 

society. 

** ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a collective 

investment scheme within the meaning of the Financial Services and Markets Act 2000 and 

other securities of any description, other than money deposited with a building society. 

 

Table 2: Other registrable interests 

You must register as an Other Registrable Interest: 
a) any unpaid directorships 
b) any body of which you are a member or are in a position of general control or 

management and to which you are nominated or appointed by NTC 
c) any body: 

i   exercising functions of a public nature 
ii  directed to charitable purposes 
iii one of whose principal purposes includes the influence of public opinion or policy 
(including any political party or trade union) 
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Purpose of this protocol 
The purpose of this Protocol is to guide councillors and officers of Newhaven Town Council (NTC) in their 
relations with one another. The Protocol’s intention is to build and maintain good working relationships 
between councillors and officers as they work together. Employees who are required to give advice to 
councillors are referred to as “officers” throughout. 

A strong, constructive, and trusting relationship between councillors and officers is essential to the effective 
and efficient working of NTC. This Protocol also seeks to reflect the principles underlying the Code of Conduct 
which applies to councillors and the employment terms and conditions of officers. The shared objective is to 
enhance and maintain the integrity (real and perceived) of local government. 

This Protocol covers: 

• The respective roles and responsibilities of the councillors and the officer

• Relationships between councillors and officers

• Where/who a councillor or an officer should go to if they have concerns

• Who is responsible for making decisions.

The aim is effective and professional working relationships characterised by mutual trust, respect and 
courtesy. Overly close personal familiarity between councillors and officers is not recommended as it has the 
potential to damage this relationship. 

The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors. 

Roles of councillors and officers 
The respective roles of councillors and officers can be summarised as follows: 

• Councillors and officers are servants of the public and they are indispensable to one another, but
their responsibilities are distinct.

• Councillors are responsible to the electorate and serve only for their term of office.

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

Councillors 
Councillors have four main areas of responsibility: 

• To determine council policy and provide community leadership

• To monitor and review council performance in implementing policies and delivering services

• To represent the council externally

• To act as advocates for their constituents.

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

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

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

Officers can expect councillors: 



Page 3 of 7 
 

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

• to act within the policies, practices, processes and conventions established by NTC 

• to work constructively in partnership with officers acknowledging their separate and distinct roles 
and responsibilities 

• to understand and support the respective roles and responsibilities of officers and their associated 
workloads, pressures and reporting lines 

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

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

• to recognise that officers do not work under the instruction of individual councillors or groups 

• not to subject them to bullying, intimidation, harassment, or put them under undue pressure. 

• to treat all officers, partners (those external people with whom the council works) and members of 
the public equally, and not discriminate based on any characteristic such as age, disability, gender 
reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex, 
sexual orientation. 

• not to request officers to exercise discretion which involves acting outside NTC’s policies and 
procedures 

• not to authorise, initiate, or certify any financial transactions or to enter into any contract, agreement 
or undertaking on behalf of NTC or in their role as a councillor without proper and lawful authority 

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

• to always comply with the councillors’ Code of Conduct, the law, and such other policies, procedures, 
protocols and conventions agreed by NTC. 

• respect the impartiality of officers and do not undermine their role in carrying out their duties 

• do not ask officers to undertake work, or act in a way, which seeks to support or benefit a particular 
political party or gives rise to an officer being criticised for operating in a party-political manner 

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

Chairs and vice-chairs of council and committees 
Chairs and vice-chairs have additional responsibilities as delegated by NTC. These responsibilities mean that 
they may have to have a closer working relationship with officers than other councillors do. However, they 
must still respect the impartiality of officers and must not ask them to undertake work or anything else which 
would prejudice their impartiality. 
 
Officers 
The primary role of officers is to advise, inform and support all members and to implement the agreed policies 
of the council. 
Officers are responsible for day-to-day managerial and operational decisions within the council, including 
directing and overseeing the work of any more junior officers. Councillors should avoid inappropriate 
involvement in such matters. 
 
In performing their role, officers will act professionally, impartially and with neutrality. Whilst officers will 
respect a councillor’s view on an issue, the officer should not be influenced or pressured to make comments, 
or recommendations which are contrary to their professional judgement or views. 
Officers must: 

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

• work in partnership with councillors in an impartial and professional manner 

• treat councillors fairly and with respect, dignity and courtesy 
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• treat all councillors, partners and members of the public equally, and not discriminate based on any 
characteristic such as age, disability, gender reassignment, marriage or civil partnership, pregnancy 
and maternity, race, religion or belief, sex, sexual orientation. 

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

• respond to enquiries and complaints in accordance with NTC’s standards protocol 

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

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

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

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

• to act within the policies, practices, processes and conventions established by NTC. 
 
Officers have the right not to support councillors in any role other than that of councillor and not to engage 
in actions incompatible with this Protocol. In giving advice to councillors, and in preparing and presenting 
reports, it is the responsibility of the officer to express their own professional views and recommendations. 
An officer may report the views of individual councillors on an issue, but the recommendation should be the 
officer’s own. If a councillor wishes to express a contrary view, they should not pressurise the officer to make 
a recommendation contrary to the officer’s professional view, nor victimise an officer for discharging their 
responsibilities. 
 
There are exceptional circumstances where a councillor can fulfil the role of officer, for example where there 
is a vacancy. This can only be done if the councillor is not paid for the role and should only ever be short-term 
while NTC seeks to fill a vacancy. There will need to be a particularly clear understanding of when the 
councillor is acting as a councillor and when acting as the Proper Officer. 
 
The Relationship: General 
Councillors and officers are indispensable to one another. However, their responsibilities are distinct. 
Councillors are accountable to the public, whereas officers are accountable to NTC. 
At the heart of this Protocol is the importance of mutual respect and of civility. councillor/officer relationships 
are to be conducted in a positive and constructive way. Therefore, it is important that any dealings between 
councillors and officers should observe standards of courtesy and that neither party should seek to take unfair 
advantage of their position nor seek to exert undue influence on the other party. 
 
Individual councillors should not actively seek to undermine majority decisions of the corporate body, as this 
could then bring them into conflict with officers who have been charged with promoting and implementing 
NTC’s collectively determined course of action. 
 
Councillors should not raise matters relating to the conduct or capability of an officer, or of officers collectively, 
in a manner that is incompatible with this Protocol at meetings held in public or on social media. This is a 
long-standing tradition in public service. An officer has no means of responding to criticisms like this in public. 
 
A councillor who is unhappy about the actions taken by, or conduct of, an officer should: 

• avoid personal attacks on, or abuse of, the officer at all times 

• ensure that any criticism is well founded and constructive 

• ensure that any criticism is made in private 

• take up the concern with the chair. 
Neither should an officer raise with a councillor, matters relating to the conduct or capability of another 
councillor or officer or to the internal management of NTC in a manner that is incompatible with the 
objectives of this Protocol. Potential breaches of this Protocol are considered below. 
 
Expectations 
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All councillors can expect: 

• A commitment from officers to NTC, and not to an individual councillor, group of councillors or 
political group 

• A working partnership 

• Officers to understand and support respective roles, workloads and pressures 

• A timely response from officers to enquiries and complaints 

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

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

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

• Respect, courtesy, integrity and appropriate confidentiality from officers and other councillors 

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

• Not to have personal issues raised with them by officers outside NTC’s agreed procedures 

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

 
Officers can expect from councillors: 

• A working partnership 

• An understanding of, and support for, respective roles, workloads and pressures 

• Leadership and direction 

• Respect, courtesy, integrity and appropriate confidentiality 

• Not to be bullied or to be put under undue pressure 

• That councillors will not use their position or relationship with officers to advance their personal 
interests or those of others or to influence decisions improperly 

• That councillors will always comply with NTC’s adopted Code of Conduct. 
 
Some general principles 
Close personal relationships between councillors and officers can confuse their separate roles and get in the 
way of the proper conduct of council business, not least by creating a perception in others that a particular 
councillor or officer is getting preferential treatment.  
 
Special relationships with particular individuals are not recommended as it can create suspicion that an 
employee favours that councillor above others. 
 
The Proper Officer (the Town Clerk) is the head of paid services and has a line- management responsibility to 
all other staff. Communications should be made directly with the Proper Officer, unless it is agreed by the 
Proper Officer that such communications may take place directly with other officers over a particular matter. 
Councillors should not give instructions directly to the Proper Officer’s staff without the express approval of 
the Proper Officer. 
 
Councillors access to information and to council documents 
Councillors are free to approach officers to provide them with such information, explanation and advice as 
they may reasonably need to assist them in discharging their role as members of the council. This can range 
from a request for general information about some aspect of NTC’s activities to a request for specific 
information on behalf of a constituent. Such approaches should normally be directed to the Officer. 

 
The legal rights of councillors to inspect council documents are covered partly by statute and partly by the 
common law. 
 
The common law right of councillors is based on the principle that any member has a prima facie right to 
inspect council documents so far as their access to the documents is reasonably necessary to enable the 
member properly to perform their duties as a member of NTC. This principle is commonly referred to as the 
“need to know” principle. 
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The exercise of this common law right depends therefore upon the councillor’s ability to demonstrate that 
they have the necessary “need to know”. In this respect a member has no right to “a roving commission” to 
go and examine documents of the council. Mere curiosity is not sufficient. The crucial question is the 
determination of the “need to know”.  This question must be determined by the officer. 
 
In some circumstances (e.g. a committee member wishing to inspect documents relating to the functions of 
that committee) a councillor’s “need to know” will normally be presumed. In other circumstances (e.g. a 
councillor wishing to inspect documents which contain personal information about third parties) a councillor 
will normally be expected to justify the request in specific terms. Any NTC information provided to a councillor 
must only be used by the councillor for the purpose for which it was provided i.e. in connection with the 
proper performance of the councillor’s duties as a member of the council. 
 
For completeness, councillors do, of course, have the same right as any other member of the public to make 
requests for information under the Freedom of Information Act 2000. 
 
Correspondence 
Correspondence between an individual councillor and an officer should not normally be copied (by the 
officer) to any other councillor. Where exceptionally it is necessary to copy the correspondence to another 
councillor, this should be made clear to the original councillor. In other words, a system of “blind copies” 
should not be employed. 
 
Acknowledging that the “BCC” system of e-mailing is used, it should be made clear at the foot of any e-mails 
if another councillor has received an e-mail by adding “CC councillor X.” 
 
Official letters or emails on behalf of NTC should normally be sent out under the name of the officer, rather 
than under the name of a councillor. It may be appropriate in certain circumstances (e.g. representations to 
a government minister) for a letter or email to appear over the name of the chair, but this should be the 
exception rather than the norm. Letters or emails which, for example, create obligations or give instructions 
on behalf of the council should never be sent out in the name of a councillor. 
 
Correspondence to individual councillors from officers should not be sent or copied to complainants or other 
third parties if they are marked “confidential”. In doing so, the relevant officer should seek to make clear what 
is to be treated as being shared with the councillor in confidence only and why that is so. 
 
Press and Media 
NTC is accountable to their electorate. Accountability requires local understanding. This will be promoted by 
the council, explaining its objectives and policies to the electors and customers. NTC uses publicity to keep 
the public informed and to encourage public participation. The council needs to tell the public about the 
services it provides. Good effective publicity should aim to improve public awareness of the council’s 
activities. 

 
 

Publicity is a sensitive matter in any political environment because of the impact it can have. Expenditure on 
publicity can be significant. It is essential to ensure that decisions on publicity are properly made in 
accordance with the Code of Recommended Practice on Local Authority Publicity and NTC’s Press & Media 
Policy. 
 
The officer may respond to press enquiries but should confine any comments to the facts of the subject matter 
and the professional aspects of the function concerned. On no account must an officer expressly or impliedly 
make any political opinion, comment or statement. 

 
Any press release that may be necessary to clarify NTC’s position in relation to disputes, major planning 
developments, court issues or individuals’ complaints should be approved by the Proper Officer. The chair (or 
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chair of a committee) may act as spokespersons for NTC in responding to the press and media and making 
public statements on behalf of the council but should liaise with the Proper Officer on all forms of contact 
with the press and media. NTC may also appoint individual councillors as spokespeople where there is an 
area of expertise, but this should only be done with the agreement of the council. 
 
NTC must comply with the provisions of the Local Government Act 1986 (“the Act”) regarding publicity. All 
media relations work will comply with the national Code of Practice for Local Government Publicity. The Code 
is statutory guidance, and the council must have regard to it and follow its provisions when making any 
decision on publicity. 
 
For more detailed information and guidance regarding the role of councillors in connection with the use of 
social media, reference should be made to NTC’s Social Media and Electronic Communications Policy. 
 

If things go wrong 
 
Procedure for officers 
From time to time the relationship between councillors and officers may break down or become strained. 
Whilst it is always preferable to resolve matters informally, it is important that NTC adopts a formal grievance 
procedure. 
 
Lewes District Council’s monitoring officer may be able to offer a mediation/conciliation role, or it may be 
necessary to seek independent advice. The chair of NTC should not attempt to deal with grievances or work-
related performance or line management issues on their own. NTC should delegate authority to a small group 
of councillors to deal with all personnel matters. Please see NTC’s Grievance Policy & Procedure for more 
details. 
 
Where the matter relates to a formal written complaint alleging a breach of the councillors’ Code of Conduct, 
the matter must be referred to the Lewes District Council’s monitoring officer in the first instance in line with 
the Localism Act 2011. NTC will however try to resolve any concerns raised informally before they become a 
formal written allegation. 
 
Procedure for councillors 
If a councillor is dissatisfied with the conduct, behaviour or performance of an officer, the matter should be 
reported to the chair and then raised with the officer in the first instance. If the matter cannot be resolved 
informally, it may be necessary to invoke NTC’s Grievance Policy & Procedure. 
 

This is a non-contractual protocol which will be reviewed from time to time. 

 

Date of protocol:     21/11/2024  

Approving committee:      

Date of committee meeting:     

Supersedes (name of old protocol and reference): Member & Employee Protocol v3 

Protocol version reference:    AUMEP04 

Protocol adopted by Full Council on:     

Date for next review:      
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Purpose of this policy 
Newhaven Town Council (NTC) is committed to supporting the creation of a sustainable community. 
The Council also recognises that its activities will have some negative impact on the environment, 
and the aim of this policy is to establish broad objectives to enable the development of actions which 
mitigate the effects of NTC operations. 

The scope of this policy 
It applies to all staff, whether full-time, part-time, or temporary workers as well as councillors. 

Energy and waste management 
NTC is committed to responsible energy management and will promote energy efficiency 
throughout its operation. Examples of which are: 

• Encouraging staff to ensure that electrical equipment and unnecessary lights are
switched off when not in use

• Encouraging staff to close windows and external doors when heating is on
• Encouraging staff to minimise the use of electric heaters
• Encouraging staff, allotment holders and tenants to use water efficiently on NTC

premises
• Where possible utilise water butts fed by down pipes as a non-drinking water source
• Ensure staff and members minimise vehicle miles driven on NTC business.

Recycling and conservation 
NTC will: 

• Encourage the recycling of wastepaper and cardboard at all operations and where
possible, plastics and glass.

• Promote and encourage recycling across the Town

• Use Recycled Paper products where feasible, including folders, business cards,
printer papers, toilet rolls and envelopes.

• Minimise the amount of printing and minimise the amount of wastepaper
• Observe its duty of care conscientiously with all its waste contracts
• Utilise electronic communications wherever possible
• Minimise pollution and prevent where possible
• Use composting facilities at relevant operated amenities including allotments and

cemeteries.

Biodiversity and green spaces 
NTC will: 

• Seek to protect and where possible enhance the quality of Newhaven’s natural
environment and open spaces

• Support the conservation of trees, hedgerows, ponds and streams
• Consider the conservation and promotion of local biodiversity in all its

activities but particularly regarding the management of its land
• Seek to manage its green spaces in a manner that promotes and protects biodiversity.

Awareness, lobbying and partnerships 
NTC will: 
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• In all relevant communications promote awareness of, and information on, 
environmental issues within the community. 

• Where appropriate, function as a voice for local environmental concerns to 
those agencies given the statutory powers to tackle problems 

• Ensure that all individuals involved in the organisation are aware of their 
responsibilities in implementing this environmental policy 

• Where appropriate work with its partners to minimise the effects of noise and light 
pollution on Newhaven. 

 
Sustainable procurement 
NTC will: 

• Seek to minimise environmental damage caused through the transportation of 
goods by sourcing materials and services locally so long as the requirements for 
value for money and quality are met. 

• Ensure that the use of pesticides/herbicides are minimised in its land 
management and horticultural activities. 

 
Sustainable travel 
NTC will: 

• Encourage members and officers to car-share where possible when a car journey 
must be made on NTC business 

• Promote, and support the use of cycling, public footpaths and public transport. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of policy:      22/11/2024 

Approving committee:     Full Council 

Date of committee meeting:     

Supersedes (name of old policy and reference): Environmental Policy v3 

Policy version reference:    FCEPS04 

Policy adopted by Full Council on:      

Date for next review:     Annually 
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Newhaven Town Council 

ENVIRONMENTAL POLICY STATEMENT 

 

The management of Newhaven Town Council recognises that the day-to-day operations can impact both directly and 

indirectly on the environment. We aim to protect and improve the environment through good management and by 

adopting best practice wherever possible. We will work to integrate environmental considerations into our business 

decisions and adopt greener alternatives wherever possible, throughout our operations. 

To discharge its responsibilities, the management will: 

• bring this Environmental Policy Statement to the attention of all stakeholders 

• carry out regular audits of the environmental management system 

• comply fully with all relevant legal requirements, codes of practice and regulations at International, National 
and Local levels 

• eliminate risks to the environment, where possible, through selection and design of materials, buildings, 
facilities, equipment and processes 

• ensure that emergency procedures are in place at all locations for dealing with environmental issues 

• establish targets to measure the continuous improvement in our environmental performance 

• identify and manage environmental risks and hazards 

• improve the environmental efficiency of our transport and travel 

• involve customers, partners, clients, suppliers and subcontractors in the implementation of our objectives 

• minimise waste and increase recycling within the framework of our waste management procedures 

• only engage contractors who can demonstrate due regard to environmental matters 

• prevent pollution to land, air and water 

• promote environmentally responsible purchasing 

• provide adequate resources to control environmental risks arising from our work activities 

• provide suitable training to enable employees to deal with their specific areas of environmental control 

• reduce the use of water, energy and any other natural resources 

• source materials from sustainable supply, when practicable. 
 

This Environmental Policy will be reviewed at least annually and revised as necessary to reflect changes to the business 

activities and any changes to legislation. Any changes to the Policy will be brought to the attention of all stakeholders. 

 

 

 

Signed:      Dated:   

 

Name: Pinky McLean-Knight    Position:  Newhaven Town Mayor  
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Purpose of this policy 
This policy provides guidance when considering whether to accept gifts or hospitality from individuals or 
organisations, and if accepting such how to record this correctly. 
It reflects directly on the public perception that Councillors and Officers of Newhaven Town Council (NTC) are acting 
in the public interest rather than for the personal advantage of friends and for what personal benefit they themselves 
derive from their position. 
NTC must ensure that all Councillors and Officers are aware that they should not use their position(s) with the Council 
for their own personal gain or for the personal gain of third parties (normally external companies and suppliers) to 
whom they have a professional or business association. 
The law on acceptance of gifts and hospitality is set out in the Bribery Act 2010. These legal requirements are 
supplemented by the procedures adopted by NTC to provide a set of rules for the protection of both Councillors, the 
Council and its Officers. Failure to follow this policy could lead to a code of conduct complaint or criminal proceedings 
under the Bribery Act 2010. 
 
The scope of this policy 
This policy applies to all Councillors as well as staff, whether full time, part time or temporary workers. 
 
Definitions 
For the purposes of this policy, the following definitions are implied: 

a) A gift is defined as anything given, a present, either in or out of working hours, by suppliers or potential 
suppliers usually endorsed with their trade name or logo, or consumables such as food and drink 

b) Hospitality is defined as “a friendly and generous reception and entertainment of guests” - this will 
include lunches, dinners, drinks, events or accommodation paid or provided by potential suppliers of any 
goods or services 

c) A reward is defined as “a thing given in recognition of service, effort or achievement” – this will include 
remuneration, reimbursement and fee, offered, paid, promised or implied. 

 
POLICY 
 
Code of Conduct 
When Councillors make their Declaration and Acceptance of Office, they acknowledge in writing that they will comply 
with the adopted Code of Conduct. It is important that Councillors understand the Code of Conduct and adhere to 
the same. 
 
General Provisions 
NTC’s guidance is that any Councillor or Officer should treat any offer, gift, favour or hospitality that is made with 
caution as it may be perceived to have been made in connection with their position as a Councillor or Officer. 
The acceptance of gifts or hospitality is not always unlawful or inappropriate. However, the decision in every case is 
whether it is appropriate to accept any gift or hospitality that might be offered to you, the source of the gift or 
hospitality and having regard as to how it might be perceived. 
 If any Councillor or Officer has any doubt over whether to accept a gift or hospitality, they should err on the side of 
caution and/or seek the advice of the Town Clerk. 
 
Criminal Law 
It is a criminal offence to corruptly solicit or receive any gift, reward or advantage as an inducement to do, or 
forbearing to do, anything in respect of any transaction involving NTC. The onus would be on the individual to disprove 
corruption in relation to a gift from a person holding or seeking to obtain a contract from the Council. 
 
 
Appropriate Gifts and Hospitality 
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There are circumstances during the formal course of their duties as a Councillor or Officer where gifts and hospitality 
may be accepted: 
 
• Civic hospitality provided by another public authority 
• Any formal invite to an event as a Councillor or Officer of NTC 
• Normal and modest refreshment in connection with any meeting during a Councillor or Officers work (e.g., 

tea, coffee, normal beverages, biscuits and light lunches) 
• Small low value gifts (below £25, such as pens, calendars, diaries, or other business stationery, flowers or 

other mementos or tokens) 
• Tickets for sporting, cultural and entertainment events that are sponsored by NTC or bodies to which you 

have been appointed by the Council, and the tickets are offered in relation to that sponsorship or promotion 
• Drinks or other modest refreshment in the normal course of socialising arising consequentially from NTC 

business (e.g. a round of drinks after a meeting). 
• Souvenirs and gifts from other public bodies intended as personal gifts (e.g. arising from a Civic event). 
  
Invitations to local Community clubs or groups hospitality events in an official capacity as a Councillor or Officer of 
NTC where hospitality is available. 
 
Principles for Accepting Gifts and Hospitality 
In deciding whether it is appropriate to accept gifts or hospitality, the Councillor or Officer must consider the 
following: 
 
• Do not accept a gift or hospitality as an inducement or reward for anything you do as a Councillor or Officer. 

If you have any suspicion that the motive behind the gift or hospitality is an inducement or reward you must 
decline it 

• Do not accept a gift or hospitality of significant value or whose value is excessive in the circumstances 
• Do not accept a gift or hospitality if acceptance might be open to misinterpretation. Such circumstances will 

include gifts and hospitality: 
i. From parties involved with NTC in a competitive tending or procurement process 

ii. From applicants for planning permission and other applications for licences, consents and approvals in 
which NTC has an involvement, even as a consultee 

iii. From applications for grants, including voluntary bodies and other bodies applying for public funding 
from NTC 

iv. From parties in legal proceedings with NTC 
• Do not accept a gift or hospitality if you believe it would put you under any obligation, consequently, to the 

provider 
• Do not solicit any gift or hospitality and avoid giving any perception of doing so. 
 
Procedure 
 
Gifts Received and Donated to the Chair/Mayor’s Charity 
If accepting gifts or hospitality valued more than £25, Councillors or Officers must declare the same and pass them 
onto the Town Clerk to be used for fundraising activities for the current Mayors chosen charity(ies) rather than 
retaining them personally. Councillors or Officers should indicate this intention to the provider and should register 
this on the Register of Gifts and Hospitality (by completing the Declaration of Gifts and Hospitality form on Page 5 
below and passing this to the Town Clerk). 
 
 
 
Registration of Gifts and Hospitality 
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Where Councillors or Officers are offered a gift or hospitality, even if not accepted and regardless of monetary value, 
they must declare it by completing the Gift and Hospitality Form (see page 5 below) and passing this to the Town 
Clerk, who will enter it onto the Council’s Register of Gifts and Hospitality. 
Two separate Registers will be held, one for Councillors and one for Officers. All declarations must be made within 28 
days of receipt of any offer or acceptance of any gift and/or hospitality. 
In the situation of the Town Clerk being the intended recipient, they should include the entry in the Register of Gifts 
and Hospitality and inform the Chair to countersign acceptance or decline. 
For Councillors, the Monitoring Officer at Lewes District Council will give advice wherever possible, but it will be a 
matter for the Councillor to make the decision on whether to accept or decline. 

Reporting of Inappropriate Gifts and Hospitality Offered 
It is a criminal offence for a person corruptly to give or offer a gift, reward or advantage as an inducement or reward 
to you for doing or forbearing to do anything as an Officer or Councillor of NTC. 
You must immediately report to the Town Clerk of NTC any circumstances where an inappropriate gift or hospitality 
has been offered to you. You may thereafter be required to assist the Police in providing evidence. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy:      18/12/2024 

Approving committee:  

Date of committee meeting: 

Supersedes (name of old policy and reference): Hospitality Policy v1 

Policy version reference:    AUHPO02 

Policy adopted by Full Council on: 

Date for next review:     Annually 
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DECLARATION OF GIFTS AND HOSPITALITY 

Full Name 

Name of person or organisation from 
whom the gift or hospitality was received. 

Was the gift or hospitality accepted? 

Date gift or hospitality was received. 

Nature of gift or hospitality: 

When and where did you receive the gift or 
Hospitality? 

Was advice sought before acceptance and 
from whom? 

What is the estimated cost £? 

Any other comments 

Signature of Councillor/Officer 

Date 

Verifying Signature of the Town Clerk or 
Councillor. 

Date notification received. 
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Purpose of this policy 
Newhaven Town Council (NTC) has a duty to ensure the proper security and privacy of its computer 

systems and data. All users have some responsibility for protecting these assets. 

The Town Clerk is responsible for the implementation and monitoring of this policy but may delegate 

that responsibility to another officer. 

Line managers have a responsibility to ensure that the staff they supervise comply with this policy. 

The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers and to Councillors. 

General principles 

• All employees, members and other users should be aware of the increasingly sophisticated scams

and risks posed to cybersecurity and, when in any doubt, should seek guidance from the Town Clerk.

As a rule, users will never be asked to share passwords by email and users should be aware of odd

language used in emails which may indicate a fraudulent email.

• All employees, members and other users of NTC IT equipment must be familiar with and abide by the

regulations set out in the council’s ‘Data Protection & Retention Policy’.

• All NTC devices will have up-to-date antivirus software installed, and this must not be switched off

for any reason without the authorisation of the Town Clerk.

• All users are reminded that deliberate unauthorised use, alteration, or interference with computer

systems, software or data is a breach of this policy and in some circumstances may be a criminal

offence under the Computer Misuse Act 1990.

• All software installed on council devices must be fully licensed and no software should be installed

without authorisation from the Town Clerk.

Training and guidance 

• Employees and volunteers will be provided with regular cybersecurity training as is appropriate for

their role and level of systems access.

• Councillors will be provided with a brief overview of cybersecurity measures as part of induction and

may be provided with more in-depth training as required.

Policy 

Employees/Volunteers 

• All employees will be assigned a council email address as appropriate. Volunteers may also be

assigned a council e-mail address where necessary.

• Personal use of NTC IT equipment is permitted but should be kept to a minimum during working

hours. Reasonable use of the internet during working hours is permitted.

• NTC reserves the right to monitor all activity on company devices. This includes monitoring of

clocking in and out, email activity and internet usage for the purposes of ensuring compliance with

our policies and procedures and of ensuring compliance with the relevant regulatory requirements.

Information acquired through such monitoring may be used as evidence in disciplinary proceedings.

Monitoring usage will mean processing personal data.
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Councillors 

• All Councillors will be provided with a council e-mail address and must use this for all council business.

• Councillors are reminded that any e-mail sent or received in their capacity as a Town Councillor is

NTC data and any e-mails may have to be disclosed following requests under the Data Protection Act

or Freedom of Information Act. This includes e-mails on Personal Accounts when acting as a

Councillor.

• A copy of all e-mail received on the councillor e-mail accounts is kept on the server in line with the
council’s Data Protection and Retention Policy.

• A copy of all e-mail sent from councillor e-mail accounts on the webmail is kept on the server; it is

recommended that members not using webmail to access e-mail should set up a rule to ensure a

copy of e-mail is kept on the server.

• Councillors using social media in their capacity as councillors must make it clear they are speaking in

a personal capacity and not representing the view of NTC.

▪ Councillors should ensure they are adhering to the NTC’s code of conduct when using social media.

• Councillors must ensure that any personal devices used to access council systems (including email,

websites and data) are password protected, and access is restricted solely to the member.

Websites and social media 

• Officers shall ensure that any websites operated by NTC are regularly reviewed to ensure content is

accurate and up to date. Websites shall also be monitored for unauthorised access and abuse.

• NTC social media accounts will be operated by officers. The Town Mayor’s official social media
accounts may also be operated by the Town Mayor.

• All NTC social media messages must be non-political, uncontroversial and used to

promote/highlight Newhaven.

• Approval must be obtained from the Town Clerk prior to the creation of any NTC websites or

social media accounts.

Password protection 

• All NTC computers and systems must be password protected to prevent unauthorised access.

• Where possible, two-factor authentication should be utilised.

• Users should ensure that unattended devices are password protected.

• Passwords must confirm to the following criteria:

1. Minimum eight characters

2. Comprise at least one upper case letter, one lowercase letter, one number and one special

character

• Where possible, generic user accounts should be avoided.

• Where users have unique access permissions and/or accounts for systems, these must not be shared

with other users

• Different passwords should be used for different devices and accounts.

• Passwords should be routinely changed.

• Passwords should not be written down or left in unsecure locations.

Portable devices 

• All portable devices (including tablets and mobile phones) must be protected to prevent

unauthorised access. This can be done by use of passwords, passcodes or other biometric measures

as applicable.

• Passcodes must be appropriate for the device and the level of risk that unauthorised access poses to
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the organisation; where devices can access NTC data or other systems, passcodes must be unique 

and not easily guessable. 

• Particular care must be taken when using removable media to transmit data as such media are easily

lost or intercepted. Any sensitive information (including personal data, confidential documents or

data which could impact on the rights or reputation of any person or organisation including NTC)

placed on removable media must be suitably password protected or encrypted.

Incident reporting 

• All Councillors, employees or volunteers must report any incidents which could pose a risk to NTC’s

systems or data security to the Town Clerk, their deputy or the Chair of NTC without delay. This

includes but is not limited to:

1. Lost devices

2. Potential risk arising from phishing emails/websites

3. Passwords having been shared

4. Unauthorised access to systems

5. Harassment of other users

Misuse of I.T. 

• IT systems will be monitored for misuse and all misuse is prohibited.

• Misuse includes, but is not limited to:
1. Creation or transmission of any offensive, obscene or indecent images, data or other

material or any data capable of being resolved into obscene or indecent images or material

2. Creation of material which is designed or likely to cause annoyance, inconvenience or

needless anxiety.

3. Creation or transmission of defamatory material

4. Transmission of material which in anyway infringes the copyright of another person

5. Transmission of unsolicited commercial advertising material to networks belonging to other

organisations

6. Deliberate actions or activities with any of the following characteristics:

7. Wasting staff effort or networked resources

8. Corrupting or destroying other users’ data

9. Violating the privacy of other users

10. Disrupting the work of other users

11. Harassment of other users

12. Other misuse of the networked resources by the deliberate introduction of viruses/malware

13. Playing games during working hours

14. Altering the set up or operating perimeters of any computer equipment without authority.

15. Unauthorised access, use, destruction, modification and/or distribution of NTC information,

systems or data is prohibited.

Date of policy: 22/11/2024 

Approving committee: 

Date of committee meeting:  

Supersedes (name of old policy and reference): N/A 

Policy version reference: AUITC01 
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Date for next review:  Annually 
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Purpose of this policy and procedure 
Newhaven Town Council (NTC) is committed to community engagement and is keen to ensure that 
residents have opportunities to express their views in order that they can be considered as part of its 
decision-making process. 
 
As part of this commitment, NTC welcomes petitions from local groups and members of the public as 
one way of expressing views on issues. This policy and procedure will establish the guidelines and 
provide the instructions for following them. 
 
The scope of this policy and procedure 
It applies to all staff, whether full time, part time or temporary workers and residents of Newhaven. 
 
Procedure 

1. NTC will treat something as a petition if it is identified as such, or if it seems to them that it is 
intended to be a petition.  A petition must have at least 10 signatories.  All signatories must be 
residents of Newhaven. 

2. Petitions should be addressed to NTC and submitted to: 
The Clerk to the Council 

Newhaven Town Council 

18 Fort Road 

Newhaven 

BN9 9QE 

or 

admin@newhaventowncouncil.gov.uk 

3. Petitions can also be presented at any of the scheduled council or committee meetings during 
Petitions and Public Questions. 

4. Petitions submitted to the Town Council must include: 
a) A clear and concise statement covering the subject of the petition and the action the 

petitioners wish NTC to take 
b) The name, address and signature of any person supporting the petition 

5. Petitions must be accompanied by contact details, including either a postal or email address, 
for the petition organiser.  This is the person NTC will contact to explain how it will respond to 
the petition.  

6. Petitions which are considered to be vexatious, abusive or otherwise inappropriate will not be 
accepted. 
 

Petitions with 500 or more signatures: 
7.  A petition with 500 or more identifiable signatures will be put forward for debate, as a 

separate agenda item, at the next suitable meeting of NTC or the relevant committee. 
8. The petition organiser (or an appointed deputy) will be given five minutes to present the 

petition at the meeting and the petition will then be discussed by members for a maximum of 
15 minutes. 

9. NTC or the relevant committee will determine how to respond to the petition at this meeting; 
usually this will be to either: 

a) Action the petition requests; or 
b) Not action the petition requests for reasons that are put forward in the debate; or 
c) Commission further investigation into the matter 

10. The petition organiser will receive a written confirmation of the decision. 
 
 
 
 

Petitions with 10-499 signatures 

mailto:admin@newhaventowncouncil.gov.uk
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11. A petition with between 10 and 499 signatures will be reviewed by the Clerk, the NTC Mayor 
and committee Chairs to determine the appropriate course of action. 

12. Following review, at the discretion of the Clerk the petition may be referred to Council or the 
appropriate committee for debate as in 7-10 above.  

 
General Provisions: 

13. An acknowledgement will be sent to the petition organiser within ten working days of 
receiving the petition, which will explain what the council plans to do. 

14. A petition will not normally be considered if a similar petition was considered within the 
previous year. 

15. When more than one petition is received seeking the same outcome, they will be treated as 
one petition.  Where relevant only the organiser of the first petition to be received will be 
invited to address the meeting.  However, the organisers of all the petitions will receive written 
confirmation of the decision. 

16. If the petition is about something over which NTC has no direct control it may consider making 
representations on behalf of the community to the relevant body. 

17. Petitions will not be presented to the Annual Meeting of NTC nor to extraordinary meetings 
which are not called for the purpose of receiving the petition. 
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Purpose of this policy 
Newhaven Town Council (NTC) recognises that they may require representatives on a variety of outside 
bodies within the local area. Representation may be for several reasons, such as: 

• The work of the outside body or group directly affects NTC business, services, land or property 

• The body or group specifically requests an NTC representative 

• It is considered key that NTC is aware of the work the body or group is undertaking due to its 

impact on Newhaven, its residents or visitors 

• The body or group is an opportunity to liaise with other external companies or authorities in 

the interests of the town, its residents or visitors 

• NTC has a financial interest or commitment with the body or group and/or its function. 

The scope of this policy 
It applies to all Councillors but does not apply to Staff. 
 
Policy 
This policy is intended to help Councillors understand their duties when appointed to outside bodies. 
 
Definition 
The outside bodies generally fall into one of the following categories: 

• A local voluntary community group or organisation 

• A local charity 

• A larger association that has an impact on the business of NTC or the Town 

• A liaison meeting with other companies or local authorities 

• A management committee/society managing either NTC owned land or property, or that NTC 

is in some way financially connected with 

• A body that can offer town improvement. 

Responsibilities 
An NTC representative represents NTC as a whole, rather than acting in a personal capacity. This means 
that the representative must always act in accordance with NTC policies and procedures, the 
Member’s Code of Conduct and bear in mind the limitations of NTC as a corporate body. 
 
The representative allows its outside body to gain access to the expertise and knowledge of the NTC 
and ensures the Town Council is kept up to date with the actions and future plans of the body. The aim 
is that all interested parties are working together and communicating effectively for the benefit of the 
town, its residents and visitors. 
 
The NTC representative is expected to attend meetings of the outside body, contribute to discussions 
and decision-making, read policy papers and support the aims and objectives of the group. Repeated 
failure by the elected representative to attend meetings without good reason should be reported by 
the group to the Town Clerk. 
 
The representative should attend as many meetings of an outside body as they are reasonably able 
and send apologies if they are not able to attend. They may ask another Town Councillor to substitute 
for them in their absence if the outside body is willing. 
 

 

 

 

Limitations 
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It is vital that the representative and the body itself understand the limitations of the NTC 
representative. 
 
An NTC representative cannot commit the Town Council’s resources or support, whether financial or 
‘in kind’ to an outside body. If anything of this nature is requested it should be bought back to the 
Town Council, through the Town Clerk, for consideration. 
 
These guidelines should be read in conjunction with the Members’ Code of Conduct, which has been 
adopted by Council. When Councillors are representing NTC on another body, they must follow the 
code unless it conflicts with a legal duty owed to the other body. 
 
Reporting  
For both the outside body and NTC to benefit from the representation it is important that regular 
updates are reported back to Town Council by the representative. The methods considered most 
effective for reporting back are: 

• Minutes of meetings – any minutes of meetings received by a representative should be sent 

to the Town Clerk for forwarding on to all Town Councillors (unless they are considered 

confidential) 

• Updates to Full Town Council and/or Committee meetings – if the representative feels there is 

a matter that needs to be considered by Full Town Council or a committee then a report should 

be prepared and sent to the Town Clerk to circulate with the agenda for the appropriate 

meeting 

• Email updates – representatives should forward to the Town Clerk any email updates from the 

outside body, for forwarding to all Town Councillors. 

Who appoints representatives to outside bodies 
Under section 10a xxiv of the Standing Orders a councillor can introduce a motion without written 
notice to the Proper Officer “to appoint representatives to outside bodies and to make arrangements 
for those representatives to report back the activities of outside bodies.” 
If there is more than one nomination for the same appointment, the Council will vote to determine 
who should be appointed. 
 
In the majority of cases, representatives are appointed to serve for a period of one year but can be re-
appointed as part of the annual review. 
 
Change of representation 
An outside body is free to request an alternate NTC representative on the understanding that the 
replacement will be chosen by the Town Council, not by the outside body. Repeated non-attendance 
at meetings without good reason offers valid grounds for an outside body to request an alternate NTC 
representative. 
 
An outside body is free to inform NTC at any time that Town Council representation is no longer 
required, if its constitution allows it to do so. 
 
A representative wishing to stand down from their role should first inform the outside body itself and 
then the Town Clerk. Where possible, the Town Clerk will invite another Town Councillor to substitute 
on the outside body until a representative can be formally appointed by the NTC. 
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These rules and regulations for the management of Newhaven Cemetery by Newhaven Town Council 
(NTC) which is the Burial Authority and serve several important purposes as follows: 

• Establish Order by providing a framework for behaviour

• Protect public safety

• Promote fairness and accountability

• Prevent exploitation by setting minimum standards

• Encourage positive behaviour.

Location and hours of opening 
Newhaven Cemetery is located on Lewes Road, Newhaven, East Sussex BN9 9AD. 
The Cemetery shall be open every day between the hours specified from time to time on the notice 
board affixed to the entrance gates and shown on the NTC website here: Newhaven Cemetery - 
Newhaven Town Council. Every person, except officers and servants of the NTC, shall leave the 
Cemetery at the time appointed for the closing thereof. 

GENERAL 
(i) Telephone Message - Any orders or instructions given by telephone will be received at the sole risk
of the person giving them and NTC shall not be responsible for any misunderstanding or error which
may arise with respect thereto unless they are immediately confirmed in writing and in any manner
provided by these regulations.
(ii) Plan of Cemetery – A plan of the Cemetery is provided by NTC and may be inspected at the Council
Offices during published office hours, by appointment and free of charge.
(iii) Register of Burials – A register of burials will be kept at the NTC Offices where searches may be
made, and certified extracts obtained during published office hours upon payment of the appropriate
fee.
(iv) Calculation of Time for Notices – In calculation the time required for any notice of application to
NTC or any of its officers under these Regulations, Saturday, Sunday, Good Friday, Christmas Day and
Bank Holidays and such other days as may be appointed a general holiday shall be excluded.
(v) Chapels – Burials will not be allowed in the chapels in the Cemetery, nor may any memorial tablets
be placed on the interior or exterior walls. The bodies of persons who have died while suffering from
infectious diseases may not be taken into the chapels.
(vi) Coffin – Affixed to the coffin lid will be a nameplate stating the full name of the deceased person,
their age in years and the date of their death.
(vii) Numerously attended Funerals – If a funeral is one at which numerous persons are expected to
assemble or if it is likely to be
attended by bands of music or banners, the Registrar must be notified at least one clear day
beforehand.
(viii) Punctuality – The time fixed for a funeral shall be the time at which the procession is to arrive at
the Cemetery. This time must be strictly observed and in default, the Registrar may allow another
funeral to take precedence. A surcharge at the current rate prevailing for funeral services overrunning
their allocated time may also be levied at the discretion of the Registrar.
(ix) Gratuities – No employee of NTC or its contractors is allowed either to accept any gratuity or to
undertake private work of any kind in connection with the Cemetery either in his own time or during
the Council’s time.
(x) Complaints – Any complaints of incivility or inattention should be made to the Registrar.
(xi) Advertisements – No advertisements, placard, flag or barrier shall be displayed in any part of the
Cemetery and no person shall in the Cemetery or its immediate precincts distribute any business
cards, advertisements or literature of any kind or otherwise solicit any order for monumental or other
works in connection with any grave.

https://www.newhaventowncouncil.gov.uk/town-council-services/newhaven-cemetery/
https://www.newhaventowncouncil.gov.uk/town-council-services/newhaven-cemetery/
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(xii) Vehicles – All motorised vehicles must keep to the main drives and restrict their speed to less than 
5mph. Washing, cleaning, valeting or maintenance of any motorised vehicle within the cemetery is 
also not permitted.  
(xiii) Flowers and Wreaths – Flowers and wreaths may be placed upon any grave (full size or cremated 
remains plot) and left there for ten days. All visibly dead flowers and wreaths will be removed at the 
expiration of that period. All plastic and other artificial flowers, wreaths and greenery will, for the 
purpose of interpretation in these regulations be treated as ordinary flowers and disposed of 
accordingly. As these articles belong to the funeral applicant or grave owner no responsibility can be 
accepted for their security by the burial authority. 
(xiv) Right of Movement – NTC reserves to itself, its officers, employees and contractors, the rite of 
passage over any graves for any purpose connected with the maintenance and management of the 
Cemetery and to remove any memorial from an adjoining grave to facilitate an interment if this should 
be necessary. In the event of such action being necessary the cost of such works shall be borne by the 
person arranging the interment. 
(xv) ‘the Registrar’ shall mean the person for the time being holding the office of Town Clerk to NTC 
by that designation under the Council with respect to the Cemetery or, during their absence, any 
officer of the Council duly authorised by the Council to act on their behalf.  
 
INTERMENTS  
(i) Notice of Interment – All notices of interment shall be given to the Registrar during office hours 
only on forms provided for the purpose by NTC. All applications for grave spaces shall be made to the 
Registrar, and all fees must be paid to NTC when submitting the Application form for Interment.  
(ii) Length of Notice of Interment – The length of notice required for an interment shall be as follows:  

(a) Notice of interment (by way of the form referred to in paragraph (i) above) in an unwalled grave 
or in a walled grave or vault already constructed shall be given not later than forty-eight hours 
prior to the interment 

(b) Notice of interment (by way of the form referred to in paragraph (i) above) in a walled grave or 
vault not already constructed shall be given in the case of a walled grave not later than three 
and in the case of a vault not later than four clear days beforehand. NTC may require longer 
notice to be given if difficulty is being caused by inclement weather, shortage of gravediggers, 
a large number of interments or any other sufficient reason. This regulation shall not apply to 
interments required immediately upon the certificate of a Coroner or the community physician. 

(iii) Hours of Interments – Except on the production of the certificate of a Coroner or community 
physician that immediate burial is necessary on the grounds of public health, interments may take 
place only between 9.30am to 1.30pm (2.30pm April to September inclusive) on Monday-Friday and 
will not be allowed on Saturday, Sunday, Bank Holidays, Good Friday, Christmas Day and such other 
days as may be appointed a general holiday.  
(iv) Attendance of Clergy – The undertaker or other person having charge of any funeral will be 
responsible for arranging with the incumbent clergy or minister for them to be present to perform any 
religious service thereat.  
(v) Certificate of Death – The certificate of the Registrar of Deaths relating to the death of the person 
to be buried, or in cases where an inquest has been held the certificate of the Coroner or in cases of 
the interment of cremated remains the certificate of the cremation authority, must be produced to 
the Registrar before interment takes place.  
 
 
 
In cases where the certificate of the Coroner or Registrar of Deaths is not produced the Registrar is 
authorised to accept a written declaration in the prescribed form by the person procuring the burial 
that a certificate of the Coroner or Registrar of Deaths has been issued in respect of the deceased and 
the person so procuring the burial will pay the prescribed fee. In the event of the certificate being 
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produced to the Registrar, within 24 hours of the burial the fee will be refunded. This provision does 
not apply to the burial of a still-born child. 
 (vi) Interment of Still-born Children – Notices of interment of still-born children must be accompanied 
by either a certificate from the Registrar of Deaths or an order from the Coroner.  
 
EXCLUSIVE RIGHT OF BURIAL  
(i) Grant of Exclusive Right of Burial – On the sale of the exclusive right of burial in a grave space, a 
Deed of Grant shall be issued to the person by whom or on whose behalf such right is purchased, and 
such person shall be registered in the books of NTC as the owner of the grave. The Deed of Grant shall 
be carefully preserved by the owner of the grave as this will be required when further interments take 
place or when it is desired to conduct certain works to the grave. The Exclusive Right of Burial shall be 
granted for a period not exceeding 50 years in the first instance, at the expiration of which, unless the 
period of the grant is extended, all rights in the grave will revert to NTC and any memorial erected on 
the grave can be removed. 
(ii) Relinquishing of Exclusive Rights of Burial – Where the owner no longer wishes to own the Exclusive 
Rights of a Grave and has not exercised those rights by way of interment, NTC may purchase those 
rights back if requested by the registered grave owner. The value of this re-purchase will be 
determined by the length of full years left to run, multiplied by the then purchase price paid by the 
owner divided by 35 and then deducted a further 10%. 
e.g., Exclusive Rights of Burial of 35 years with 20 years left to run and purchased eg for £1000 will 
equate to 20 x (1000/35) = £571.43 – 10% = £514.29. 
(iii) Devolution of Exclusive Right of Burial – After death of the registered owner of a grave, the Probate 
of the Will and/or letters of administration, when available, should be sent to the Registrar, Newhaven 
Cemetery, with the original Deed of Grant and the appropriate registration fee so that the grave may 
be transferred to the Executors or other interested person. 
(iv) Transfer of Exclusive Right of Burial – Purchasers of the exclusive right of burial shall not dispose 
of their right without the consent of NTC and a transfer of the exclusive right of burial in a grave 
space will not be deemed valid until such transfer has been registered upon payment of the 
prescribed fee at the office of the Registrar.  
(v) Opening of Private Grave or Vault – If any interment is to take place in a grave or vault in which 
the exclusive right of burial has been purchased, the Deed of Grant must be produced at the time of 
giving notice of the interment, together with the written consent of the owner or their legal 
representative. If the owner of the exclusive right of burial is deceased, the grave space can only be 
opened on the authority of the person whom NTC shall consider entitled to give such instruction, 
and a legal transfer of the Exclusive Right of Burial has been effected prior to the opening of the 
grave. Notwithstanding any of the provisions of this paragraph, the body of the registered owner of a 
grave will be buried therein without production of the Deed of Grant, provided that there is room in 
the grave for such burial.  
(vi) Copy Deed of Grant – Duplicate Deeds of Grant cannot be issued but a copy of the original Deed 
of Grant can be supplied on application to the Town Clerk, Newhaven Town Council Offices, 18 Fort 
Road, Newhaven, East Sussex BN9 9QE on payment of the fee prescribed by NTC. A copy Deed of Grant 
is not a substitute for the original Deed and cannot be produced in lieu thereof for the purpose of any 
of the regulations herein contained.  
(vii) Surface of graves – The surface of every grave shall be turfed over or planted or covered with a 
memorial where the right to do so has been granted as soon as the earth has properly settled after 
each interment. (See Monuments iii below) 
(viii) Brickwork of Walled Graves and Vaults – Where available, the brickwork of the sides and arch of 
every vault or walled grave shall be at least 225mm (9 ins) thick with ends 105mm (3 ins) thick and 
sufficient covering stone and no arch shall be visible above ground level. the brick work shall be of 
materials, design, and workmanship to the satisfaction of the Registrar. In vaults and walled graves, 
the brickwork shall be constructed so that a slab of stone not less than 50mm (2 ins) in thickness may 
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be placed over each coffin whereby it may be interred in an airtight manner as provided in Regulation 
ix Coffins below.  
(ix) Coffins – Only wooden coffins or shrouds will be allowed in graves in which the exclusive right has 
not been purchased. In graves which the exclusive right of burial has been purchased, wooden or lead 
or zinc lined coffins may be used. All coffins to be buried in walled graves or vaults shall be airtight 
metal coffins or coffins lined with lead or zinc, and shall be entombed separately in an airtight manner, 
by properly cemented stone or brickwork which shall be unlikely to be disturbed.  
(x) Cremated Remains Graves (Not Memorial Garden Plots) – Cremated remains shall be buried in a 
proper urn, casket or a container specifically designed for this purpose. Alternatively, they may be 
scattered on the grave with the permission of the Registrar. 
(xi) Removal of Remains – No coffin or human remains may be removed after burial except with the 
licence of the Secretary of State or under a Bishop’s Faculty as may be appropriate.  
(xii) Order of Interment in Grave Spaces – Interments in unpurchased graves shall take place in such 
grave spaces as NTC shall direct from time to time. 
(xiii) Selection of Grave Spaces – The selection of grave spaces shall be subject to the approval of NTC, 
but the wishes of the applicant will be met as far as practicable. NTC’s decision of location is final. 
 
ADMISSION OF VISITORS  
(i) Children – Children under 16 years of age will not be admitted to the Cemetery except under the 
care and direct supervision of a parent or other responsible person aged 18 years or over. 
(ii) Conduct of Visitors – Visitors must keep to the roads and walks in the Cemetery, and abstain from: 

a) smoking and touching the monuments, shrubs, and flowers.  
b) Intoxication through drink or drugs, the use of improper or foul language, shouting, singing, 

and whistling whilst in the cemetery. Likewise, refrain from any indecent, boisterous, or 
discourteous behaviour, including the climbing on or over any gravestone, headstone, 
tombstone, monument, palisading, gate, wall, fence, building or tree within the same.  

c) The operation of any device capable of producing sound or other musical instrument in the 
Cemetery Grounds (other than may be approved to accompany a burial service) 

d) The playing or practice of any game of sporting activity, similar but not restricted to Football, 
Golf, Cricket, flying of Drones etc., and  

e) Interfering or distracting contractors or staff whilst in the performance of their duties and 
responsibilities.  

Any person contravening these regulations shall leave the Cemetery immediately upon request of the 
Registrar or other responsible officer or employee of NTC or a uniformed police officer. 
 (iii) Dogs or Other Animals – All dogs and other domesticated animals must be kept under control on 
a lead by a person of at least 18 years of age. 
(iv) Photography – No person will be permitted to photograph or measure monuments or graves 
without permission in writing from the grave owner, which shall be produced to the Registrar. General 
views of the Cemetery may only be photographed by permission of the Registrar provided nothing in 
this regulation shall prevent mourners attending a funeral from photographing the flowers and 
wreaths placed on a grave after the same shall have been filled after the funeral.  
MAINTENANCE OF GRAVE SPACES  
(i) Planting of Graves and Disposal of Refuse – All plants on grave spaces maintained by the owner and 
are subject to the approval of NTC and must be kept in proper order; all refuse from cleaning and 
planting grave spaces must be placed immediately in the receptacles provided in the Cemetery for this 
purpose. The planting of trees or the use of pesticides and herbicides on any grave space is forbidden. 
 ii) Neglected Grave Spaces – All grave spaces may be kept free of weeds by NTC should the owners of 
the exclusive right of burial therein neglect to attend to them. The cost of this work shall be repaid to 
NTC, and no grave or vault will be re- opened upon which any costs remain unpaid. NTC reserve the 
right to remove from any grave space any plants, shrubs, trees, cut flowers or foliage which in the 
opinion of the Registrar have become unsightly or overgrown or detrimental to any adjoining grave 
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space. For the purposes of this regulation the foregoing shall be deemed to include plastic or any other 
form of artificial flowers, shrubs, or greenery. 
(iii) Upkeep of Grave Spaces – All grave spaces in which the exclusive right of burial has been sold 
together with the monuments, gravestones, and tablets thereon, must be kept in good repair by the 
owners. If any repairs are not executed within three months after notice has been given by NTC to the 
owner their representative, the Council shall be entitled to take possession of the grave space in 
question with any monument, gravestone or tablet thereon, and to cause the same to be repaired or 
removed as the Council may think fit. If the name and address of the owner their representative 
cannot be ascertained upon reasonable enquiry the notice required by this regulation may be given 
by posting the same upon the grave space in question and shall be deemed to have been served six 
weeks after being first posted thereon.  
(iv) Subsidence – Subsidence should be expected following every burial and can reoccur for many years 
thereafter. The council will make every effort to top up graves where subsidence is evident for the 18 
months following the last interment in the grave, free of charge. 
(v) Woodwork and Metal Work – No person shall place or allow to be placed on or around any grave 
space any woodwork or metal work of any description.  
(vi) Glassware or other Embellishments – NTC reserves the right to remove from any grave space any 
glassware or embellishment which in the opinion of the Council is dangerous, unsightly or a nuisance. 
This includes but is not limited to items constructed of glass, plastic, wire, reconstituted stone, or 
other paraphernalia.  
(vii) Works to Grave – No person other than the owner, relative, friend or authorised council 
contractor may conduct maintenance works (excluding works to any memorial placed thereon) to a 
grave.  
 
MONUMENTS  
(i) Copyright – All applicants for any form of monument, gravestone, tablet, or erection of any kind or 
a monumental inscription must satisfy themselves that there is no infringement of any copyright, and 
the Council cannot accept responsibility should any such infringement take place notwithstanding the 
fact that the monument, gravestone, tablet, erection or monument inscription was approved for 
erection in the Cemetery.  
(ii) Erection of Monuments – A permit/authorisation for the erection or placement of any memorial 
must be secured before any installation of a memorial in the cemetery. Application for a permit must 
be made to the council offices using the relevant application form. Once assessed Monuments may 
be erected only on grave spaces in which the exclusive right of burial has been purchased. 
 
 
 
 
On the completion of the installation, a Deed of Grant for the memorial right shall be issued to the 
person by whom or on whose behalf such right is purchased, and such person shall be registered in 
the books of NTC as the owner of the right. The Deed of Grant shall be carefully preserved by the 
owner of the memorial as this will be required for any new works, or the memorial rights are to be 
renewed. 
 The memorial right shall be granted for a period not exceeding 10 years in the first instance, at the 
expiration of which the memorial must pass a safety and stability inspection to allow the period of the 
grant to be extended for either a further five or ten-year period on payment of the appropriate fee. If 
the memorial right is not extended it will expire, and the council will reserve the right to remove the 
memorial. No brickwork or stone shall be used in or upon nor shall any monument, headstone, 
footstone, kerbstone or other form of memorial or stone of any description or vase or similar 
ornament be erected, placed, laid upon or over any grave space in which the exclusive right of burial 
has not been purchased. 
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(iii) Subsidence – Subsidence should be expected following every burial and can reoccur for many 
years thereafter depending upon the soil characteristics and topography of the cemetery. The council 
will make every effort to top up graves where subsidence is evident for the 18 months following the 
last interment, free of charge. Therefore, any application for the placement of a memorial on a grave 
will not be granted until 18 months following the last interment and the council will not accept any 
responsibility for subsidence which subsequently occurs and/or which affects the stability of any 
memorial placed on the grave. 
Where 18 months has elapsed since the last interment, should any subsidence still be evident within 
the grave space then no memorial shall be erected on that grave until the subsidence has ceased and 
the grave has been completely levelled up. 
(iv) Monuments - Memorial stones may take the form of a headstone or cross which shall not exceed 
1050mm (3 ft. 6 in) in height above ground level, 750mm (2 ft. 6 in) in width and be less than 77mm 
(3 ins) or more than 300mm (1 ft.) in thickness. Kerbstones shall not exceed 300mm (1ft) in height, 
other monuments, gravestones, and tablets shall not exceed 1065mm (3ft 6in) height including any 
base above ground level, except by special permission and discretion of NTC. 
All monuments and headstones shall be at least 75mm (3in) in thickness from front to back and all 
kerbstones shall have a cross-section size of not less than 150mm by 75mm (6 ins by 3 ins) except for 
a child’s grave (1200mm by 600mm) (4ft by 2ft) where the kerbstones shall have a cross section of not 
less than 125mm by 50mm (5 ins by 2 ins). All monumental inscriptions on any form of monument, 
gravestone, tablet, or erection of any kind in the Cemetery shall be either of bronze, lead, raised or 
inset, or incised and painted, or carved in relief.  
If so wished, a single stone vase with an aluminium insert not exceeding 300mm (1 ft.) in diameter 
and 300mm (1 ft.) in height may be placed at the head of the grave in lieu of the headstone or cross. 
Memorial Tablets for the Cremated Remains Gardens in the cemetery shall not exceed 300mm x 
300mm x 50mm (12”x12”x2”) 
(v) Quality of Work - All headstones and crosses will be fixed at the head of the grave on a foundation, 
with an approved ground anchor system that complies with the National Association of Memorial 
Masons (NAMM) Code of Working Practice, as required by the British Register of Accredited Memorial 
Masons (BRAMM) scheme, and to the satisfaction of the Registrar. 
(vi) Power to Regulate Position of Monuments – NTC reserves the right to require any monument, 
gravestone, or tablet to be erected in any position on the grave space in question as they consider 
appropriate.  
 
 
 
(vii) Materials of Monuments – Monuments, gravestones and tablets shall be made of natural granite, 
marble or quarried stone (but not Bath, Caen, Clipsham or soft sandstone) or of such other material 
capable of withstanding continuous exposure to the weather as the Council may approve and without 
prejudice to the foregoing provisions of this regulation the Council may in any event reject 
monuments, gravestones and tablets may of any materials which in their opinion are unsuitable or 
incongruous with their surroundings. 
Chippings of any material, shingle, shale, loose slate, or any form of loose stones are not permitted on 
any grave space. Given the age of the cemetery this restriction will not apply retrospectively to those 
memorials/graves with chippings prior to 21st July 2020, however the renewal or re-provision of 
chippings will not be authorised. 
(viii) Marking of Monuments – All monuments, gravestones and tablets shall bear the section and 
number of the grave in good legible lettering not less than 20mm (3/4in) in height in a conspicuous 
position. The Council also reserve the right to place on any monument, gravestone or tablet, their 
private mark or reference to that grave and such mark shall not be removed save only by them. The 
name only of the mason without address may be inscribed on any memorial.  
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(ix) Construction to be Approved by the Registrar – All brickwork, foundations for monuments, 
gravestones or tablets together with all work involved in re-fixing the same after removal and all other 
work not performed by the servants of the Council shall be subject to the approval of the Registrar by 
way of an issued permit.  
(x) Foundations – Only foundations conforming to the NAMM or BRAMM code of working practice 
may be used and be of such size as are necessary to carry the weight of the memorial to the 
satisfaction of the Registrar.  
(xi) Construction of Paved Memorials – Crazed paving and other materials shall be supported by a 
concrete slab conforming to the following requirements: - a precast reinforced concrete slab at least 
50mm (2 ins) thick, or a slab of in situ reinforced concrete at least 75mm (3ins) thick.  
(xii) Dowels and Cramps – All metal dowels and cramps shall be of solid stainless steel, smooth or 
threaded and installed according to the NAMM or BRAMM code of working practice.  
(xiii) Fixing of Kerbstones – All kerbstones must be installed and fixed according to the NAMM or 
BRAMM code of working practice.  
(xiv) Damage to Monuments – The Council accept no liability for any injury or damage whatsoever 
that may be caused to any form of monument, gravestone, tablet, vase, monumental inscription, or 
other form of memorial in the Cemetery however the same may be caused. It is therefore strongly 
recommended that all grave owners insure their memorials. 
(xv) Removal of Monuments – No existing memorial shall be removed from the Cemetery except by 
special order from the Registrar. Any application to remove a memorial shall be signed by the owner 
and shall be submitted to the Registrar prior to such removal and all necessary work to any 
monumental erection so removed shall be executed and re-erection or replacement completed 
without delay and to the complete satisfaction of the Registrar. Registered Grave owners are therefore 
strongly recommended to purchase relevant insurance for their memorials. 
 
Work in the Cemetery  
(i) General - All monuments, gravestones and tablets and other works when commenced shall be 
proceeded with diligently and completed with due dispatch from day to day (weather permitting) until 
completed, and without causing any disturbance or annoyance to any person or damage or 
interference with other grave spaces in the Cemetery or the monuments, gravestones and tablets 
erected thereon, or the permit issued under Regulation 8(ii) above for the erection or placing of such 
monument, gravestone or tablet will automatically become void.  
(ii) Hours Permitted for Work – No workers or materials will be admitted into the Cemetery before 
9am and workers may not remain after 4.30pm (4pm from late November to late January).  
No worker or materials will be admitted within the Cemetery on Saturdays, Sundays, Christmas Day, 
Good Friday, or Bank Holidays or on such other days as may be appointed a general holiday. Work 
under a permit issued pursuant to Regulation 8(ii) above may be executed only during the hours 
specified in this regulation.  
(iii) Tools – Masons must furnish themselves with all materials and equipment required for fixing 
monuments, gravestones, and tablets. All memorial masons employed must be suitably trained and 
qualified to undertake their work and possess relevant Liability Insurance (minimum £5M+)  
(iv) Making Good– Following the installation and/or maintenance to a memorial, all rubbish resulting 
from the work will be cleared away forthwith and any damage to the ground or vegetation made good 
to the satisfaction of the Registrar as soon as possible. In default, NTC will undertake such clearance 
and making good, and the person who executed the work will be held liable for those costs.  
(v) Handcarts and Other Vehicles – No cart, truck, barrow, or lorry shall be allowed to remain within 
the Cemetery longer than shall be reasonably necessary for loading or unloading and shall not on any 
account be drawn off the roads or paths. Provided that this regulation shall not prevent the use of a 
handcart or barrow as shall be reasonably necessary exclusively for monumental or masonry work or 
in connection with the planting of shrubs or flowers on graves they shall not be allowed to remain in 
the Cemetery longer than shall be necessary for the particular work in hand and shall not be allowed 
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to remain in the Cemetery overnight nor during such time as they are not actually in use, unless with 
the written permission of the Registrar. At no time shall any such handcart or barrow be drawn across 
any grave and all precautions shall be taken to prevent any damage to any part of the Cemetery. All 
trucks shall have tires of not less than four inches (100mm) in width.  
(vi) Hewing and Dressing of Stone – No hewing or dressing of stone shall take place in the Cemetery 
without the permission of the Registrar. 
 
POWER TO EXCLUDE FROM THE CEMETERY  
Any person not complying with these Regulations may be refused admittance to the Cemetery for 
such periods as NTC may think fit. 
  
ALTERATIONS TO REGUALTIONS  
NTC reserves the right to make any alterations in these regulations from time to time as they think fit. 
  
REGULATIONS TO BE CONDITION OF GRANT  
All the foregoing regulations shall be conditions attached to the sale by NTC of the exclusive right of 
burial in any part of the Cemetery.  
NB By the Local Authorities’ Cemeteries Order 1977, Section 18 and 19 (which apply to the Cemetery) 
it is enacted that:  
(1) No person shall –  

• wilfully create any disturbance in a cemetery 

• commit any nuisance in a cemetery 

• wilfully interfere with any burial taking place in a cemetery 

• wilfully interfere with any grave or vault, any tombstone or other memorial, or any flowers or 
plants on any such matter; or  

• play at any game or sport in the cemetery. 
(2) No person not being an officer or servant of the burial authority or another person so authorised 
by or on behalf of the burial authority shall enter or remain in the cemetery at any hour when it is 
closed to the public. 
  
 
 
 
PENALTIES  
Every prohibition that contravenes any part of:  

• article 5(6) 

• article 10(6) 

• article 18 

• Part 1 of Schedule 2  
of The Local Authorities' Cemeteries Order 1977, shall be liable on summary conviction to a fine not 
exceeding £100 and in the case of a continuing offence to a fine not exceeding £10 for each day during 
which the offence continues after conviction thereof. 
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Purpose of this policy and procedure 
Newhaven Town Council’s (NTC) believes that it should not be down to the individual to prevent and 
manage their harassment alone. This Sexual Harassment Policy aims to take all reasonable steps to 
prevent harassment of a sexual nature, and to provide guidance where problems occur and to prevent 
any recurrence. It covers sexual harassment in the workplace, in any work-related setting and third-
party harassment. Any complaint will be dealt with seriously, without undue delay and, where 
practicable, in confidence.  

Commitments 
NTC will: 

• Promote a workplace culture where sexual harassment is not tolerated and where employees
and Councillors are treated and treat each other, with dignity and respect

• Put in place policy and guidance to inform and support employees and Councillors to deal with
unwanted and unacceptable behaviour of a sexual nature

• Take any concerns raised by employees or Councillors seriously, investigate any complaint and
take prompt and appropriate action

• Regularly promote awareness of the policy and guidance to all staff to ensure staff understand
that unacceptable behaviour can result in disciplinary action

• Ensure employees and Councillors are aware of their responsibility to treat colleagues with
dignity and respect

• Regularly review the effectiveness of the policy with employees and members of the Personnel
committee.

Scope of this policy and procedure 
This policy applies to all staff, whether full time, part time or temporary workers as well as Councillors. 

Context 
Experiencing sexual harassment can cause a loss of confidence at work and can cause someone to 
avoid work situations to avoid the perpetrator. This often diminishes their performance at work and 
their propensity to apply for and be appointed to promoted posts.  

Staff experiences of sexual harassment are often minimised by colleagues and dismissed as ‘banter’. 
This type of harassment includes any unwelcome verbal or physical behaviour that creates a hostile 
work environment. Sexual harassment is not limited to face-to-face interactions, but may also be 
experienced via email, text and online platforms. 

The effects of sexual harassment can have a significant impact on morale and productivity. The impact 
of harassment can be significant and may result in undesirable consequences such as: 

• Significant detriment to mental health

• Diminished performance at work

• Loss of self-esteem and confidence both in the workplace and in real-life

• Feelings of embarrassment, shame and humiliation

• A sense of being undermined professionally

• Avoiding certain work situations including meetings, training courses or shifts

• Leaving a role or job.

Policy 
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Definitions  
Sexual Harassment  
Sexual Harassment is defined in the Equality Act 2010 as ‘unwanted conduct of a sexual nature which 
has the purpose or effect of violating someone’s dignity or creating an intimidating, hostile, degrading, 
humiliating or offensive environment for them’. Conduct that has any one or more of these effects can 
be harassment even if the effect was not intended.  
 
Sexual harassment can happen to men, women and people of any gender identity or sexual 
orientation. It can be carried out by anyone of the same sex, a different sex or anyone of any gender 
identity. The Equality Act 2010 enables employees to complain of behaviour that they find offensive 
even if it is not directed at them. The complainant need not possess the protected characteristic 
themselves.  
 
Who is protected?  
The Equality Act protects the following people against sexual harassment at work: 

• Employees, workers & Councillors 

• Contractors and self-employed people hired to personally do the work 

• Job applicants  
Examples of sexual harassment include, but are not limited to: 

• Sharing sexually inappropriate images or videos, such as pornography 

• Sending suggestive letters, notes, or electronic communications 

• Displaying inappropriate sexual images or posters in the workplace 

• Telling lewd jokes or sharing sexual anecdotes 

• Making inappropriate sexual gestures 

• Abuse of authority or power by those in positions of seniority  
Any sexual action that creates a hostile work environment is considered sexual harassment and the 
victim of the harassment may not only be the target of the offence but anyone who is negatively 
affected by the inappropriate behaviour.  
 
Third Party Harassment  
Third-party sexual harassment occurs when a person who is not associated with NTC sexually harasses 
an NTC employee or Councillor. Any instances of third-party harassment will be investigated by your 
line manager or in the event of harassment of a Councillor, the Chair of the Council. 
 
Procedure  
 
Employee Action  
Employees who feel they are affected by sexual harassment should seek support and advice.  
Employees may wish to seek informal advice from their Line Manager, Trade Union Representative or 
a colleague. Where a concern is raised directly to a Line Manager, this should be addressed promptly 
and informally where possible. They must listen, offer reassurance and discuss incidents and 
allegations, outlining options and support available as appropriate in a confidential manner. In 
addition, external support can be sought from NTC’s outsourced HR support, Worknest.  
 
 
 
Alternatively, employees may prefer to discuss with a friend or colleague in the first instance for 
support before bringing it to their manager’s attention. Where possible, NTC encourages employees 
to try to resolve any problems informally in the first instance but understands that this may not be 
appropriate in all cases. 
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Informal Procedures  
If a person believes they are being subjected to behaviour that constitutes sexual harassment, where 
possible and appropriate, those involved should attempt to resolve the situation informally in the first 
instance. However, this should not discourage use of the formal procedures where considered 
appropriate. In certain circumstances it may be possible for the complaint to be resolved quickly by 
the employee explaining directly to the harasser the following: 

• What behaviour they consider to be sexual harassment 

• The effect their behaviour is having 

• Asking them to stop  
 

The employee can make it clear that if the behaviour continues a formal complaint will be made. 
Where possible the employee should keep a diary of all incidents including details of dates, times, any 
witnesses and how they were personally affected. Copies of any documents that may be relevant, for 
example reports, emails, notes of any meetings that relate to the issue should also be kept.  
 
Formal Procedures  
Where it has not been possible to resolve the matter informally, the decision whether to progress a 
complaint rests with the individual concerned.  
 
Formal complaints of sexual harassment should be made in writing using NTC’s Grievance Procedure.  
 
Disciplinary Action  
Instances of sexual harassment may lead to disciplinary action up to and including dismissal: 

• In a work situation 

• During any situations related to work such as a social event with colleagues 

• Against a colleague or other person connected to the employer outside of a work situation, 
including social media 

• Against anyone outside of work where their behaviour calls into question their suitability to 
carry out their work role  

 
This is a non-contractual policy and procedure which will be reviewed from time to time. 

 

Date of policy & procedure:    25/11/2024 

Approving committee:      

Date of committee meeting:     

Supersedes (name of old policy and reference): N/A 

Policy version reference:    PSSHW01 

Policy adopted by Full Council on:       

Date for next review:     Annually 
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Purpose of this policy 
The use of digital and social media and electronic communication enables Newhaven Town Council (NTC) 
to interact in a way that improves the communications, both within the Council, and between the Council 
and the people, businesses and agencies it works with and serves. 
NTC has a website, Facebook, Twitter/X account and Instagram account and also uses email to 
communicate. NTC will always try to use the most effective channel for its communications. Over time 
NTC may add to the channels of communication that it uses as it seeks to improve and expand the 
services it delivers. When these changes occur, this Policy will be updated to reflect the new 
arrangements. 
NTC’s social media accounts intend to provide information and updates regarding activities and 
opportunities within Newhaven and promote our community positively. 

The scope of this policy 
It applies to all staff, whether full time, part time or temporary workers as well as Councillors 

Policy 

Communications from the Council will meet the following criteria. It will: 

• be civil, tasteful and relevant

• not contain content that is knowingly unlawful, libellous, harassing, defamatory, abusive,
threatening, harmful, obscene, sexually oriented or racially offensive

• not contain content knowingly copied from elsewhere which we do not have permission to share

• not contain any personal information, other than necessary basic contact details

• be moderated by the Clerk to the Council or the Chair/Vice Chair of the Council

• not be used for the dissemination of any political advertising.

All communications 
To ensure that all discussions on NTC’s pages are productive, respectful and consistent with the Council’s 
aims and objectives, the following guidelines should be observed: 

• be considerate and respectful of others – vulgarity, threats or abuse of language will not be tolerated

• differing opinions and discussion of diverse ideas are encouraged, but personal attacks on anyone,
including the Councillors or staff, will not be permitted

• share freely and be generous with official NTC posts, but be aware of copyright laws; be accurate
and give credit where credit is due

• stay on topic

• refrain from using NTC’s social media sites for commercial purposes or to advertise, market or sell
products.

The website and other outlets are not monitored 24/7 and NTC will not always be able to reply 
individually to all messages or comments received. However, NTC will endeavour to ensure that any 
emerging themes or helpful suggestions are passed to the relevant people or authorities. Please do not 
include personal/private information in your social media posts to the Council. 

Sending a message/post via any social media account will not be considered as contacting NTC for official 
purposes and the Council’s staff will not be obliged to monitor or respond to requests for information 
through these channels. Instead, please make direct contact with NTC and/or members of the Council 
by emailing: admin@newhaventowncouncil.gov.uk 
The Council retains the right to remove comments or content that include: 

• obscene or racist content

mailto:admin@newhaventowncouncil.gov.uk
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• personal attacks, insults, or threatening language 

• potentially libellous statements 

• plagiarised material; any material in violation of any laws, including copyright 

• private, personal information published without consent 

• information or links unrelated to the content of the forum 

• commercial promotions or spam 

• alleged breaches of NTC’s policy or the law. 
 

NTC’s response to any communication received not meeting the above criteria will be to either ignore, 
inform the sender of NTC’s policy, or send a brief response as appropriate. This will be at NTC’s discretion 
based on the message received, given the limited resources available. Any information posted on an NTC 
social media page not in line with the above criteria will be removed as quickly as practically possible. 
Repeat offenders will be blocked from the respective account. NTC may post a statement that ‘A post 
breaching NTC’s Social Media Policy has been removed’. If the post alleges a breach of an NTC’s policy 
or the law, the person who posted it will be asked to submit a formal complaint to NTC or report the 
matter to the Police as soon as possible to allow due process. 

 
NTC Website 
Where necessary, NTC may direct those contacting us to our website to see the required information, or 
we may forward their question to one of our Councillors for consideration and response. We may not 
respond to every comment we receive, particularly if we are experiencing a heavy workload. 
 
NTC may, at its discretion, allow and enable approved local groups to have and maintain a presence on 
its website for the purpose of presenting information about the group’s activities. The local group would 
be responsible for maintaining the content and ensuring that it meets NTC’s ‘rules and expectations’ for 
the website. NTC reserves the right to remove any or all of a local group’s information from the website 
if it feels that the content does not meet the Council’s ‘rules and expectations’ for its website. Where 
content on the website is maintained by a local group it should be clearly marked that such content is 
not the direct responsibility of NTC. 

The following items may be included on the website: 

• meeting dates 

• meeting agenda and minutes 

• financial information as required under the Transparency Code and the Practitioners’ Guide 

• policies and procedures 

• member information 

• links to external websites 

• information on village clubs, societies, organisations and events 

• news articles. 
The following items will NOT be included: 

• articles affiliated to, or promoting any political organisation 

• commercial advertisements 

• publicity for any non-charitable fund-raising event. 

 

 
NTC Email 
NTC has its own email address (admin@newhaventowncouncil.gov.uk). The email account is monitored 
mainly during office hours, Monday to Friday, and we aim to reply to all questions sent as soon as we 
can. An ‘out of office’ message will be used when appropriate. 
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All communications on behalf of NTC will usually come from the Clerk, and/or otherwise will always be 
copied to the Clerk. All new emails requiring data to be passed on will be followed up with a Data consent 
form for completion before action is taken with that correspondence. 

Individual Councillors are also provided with council-owned email addresses and are at liberty to 
communicate directly with residents in relation to their own personal views and if appropriate, copy to 
the Clerk. Please note that any emails sent to Councillors, or the Clerk become official and will be subject 
to the Freedom of Information Act. These procedures will ensure that a complete and proper record of 
all correspondence is kept. 

Councillors and staff are reminded that personal information should not be forwarded on to other people 
or groups outside of the Council, this includes names, addresses, email, IP addresses and cookie 
identifiers. 

Text Messages and WhatsApp 
The Clerk and Executive Officer are provided with a Council-owned mobile telephone.  Councillors, the 
Clerk and Executive Officer may use SMS as a convenient way to communicate at times. All are reminded 
that this policy also applies to such messages. 

Use of WhatsApp group should be limited to: 

• reminders (but not as the primary means of notification) of practical aspects of meetings, for
example dates and times

• a tool for rapid communication for sharing information in the event of an emerging situation
facing the town, for example, flooding.

• Texts and the WhatsApp group should not be used for:

• day-to-day discussion of, and views on, Council policies and their implementation

• as evidence of agreement / disagreement

• an alternative to voting

• an agreement of a specific course of action or financial commitment by the Council

• providing feedback to other Councillors

• proposing agenda items, sharing papers, notification in advance of apologies.

Video Conferencing 
If this medium is used to communicate, please note that this policy also applies to the use of video 
conferencing. 

NTC is not able to hold formal meetings via video conferencing, although hybrid meetings to enable the 
public to attend via video are permissible. Councillors must however, be in attendance in the meeting 
room. 

Internal communication and access to information within the Council 
NTC is continually looking at ways to improve its working and the use of social media and electronic 
communications is a major factor in delivering improvement. 

Councillors, the Code of Conduct and Data Protection 
As more and more information becomes available at the press of a button, it is vital that all information 
is treated sensitively and securely. Councillors are expected to maintain an awareness of the 
confidentiality of information that they have access to and not to share confidential information with 



 

Page 5 of 5  

anyone. Failure to properly observe confidentiality may be seen as a breach of the Council’s Code of 
Conduct and will be dealt with through its prescribed procedures (at the extreme it may also involve a 
criminal investigation). 
 
Councillors should also be careful only to ‘cc’ essential recipients on emails for instance to avoid use of 
the ‘Reply to All’ option, if possible, but of course copying in all who need to know and ensuring that 
email trails have been removed. 
 
Councillors who post on social media must observe the Code of Conduct. Councillors are personally 
responsible for the social media content they create, publish and share. Being a Councillor does not 
prevent a member of the public from pursuing legal action following the publication of an untrue 
statement and Councillors may be held personally liable. 
 
Any Councillor posting, referring to themselves as a Councillor – even if it is in a personal capacity – may 
be considered as acting in an official capacity. 

When posting to social media, it should be remembered that: 

• the Councillor is an elected representative of NTC 

• any post can affect the reputation of NTC 

• it is NTC which is the corporate decision-making body – no Councillor can independently make 
decisions for the Council over social media 

• some issues and communications are best left to NTC’s official social media accounts 

• having a single voice or message can be critical in some situations 

• NTC cannot be involved in party political issues 

• it is not necessary to respond or make comment on everything on social media – in fact sometimes it 
is better not to 

• posts must not contain any form of discrimination – including racism, sexism, ageism, ableism, 
homophobia, transphobia or religious intolerance. 
 

Everyone should be reminded that a good general rule is that if there is uncertainty about something: 

  stop, think and ask for advice before doing anything. 

 

 

Date of policy:      22/11/2024  

Approving committee:      

Date of committee meeting:     

Supersedes (name of old policy and reference): N/A 

Policy version reference:    AUSME01 

Policy adopted by Full Council on:      

Date for next review:     Annually 
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To:   Full Council       Agenda Item 19. 
 

Date:    14/01/2025  
 
Report Contact: Executive Officer 
 
Subject:   ESCC Funded Bus Shelters 

 
 
1. The purpose of this report is to advise the Full Council of a request from the East Sussex 

County Council (ESCC) Transport Hub – Passenger Transport Team regarding two proposed 
ESCC funded Bus Shelters. 
 

2. This proposal is part of the ESCC Bus Service Improvement Plan, and is as follows; 
 

• 2 x 5.6m length bus shelters at the east & westbound ‘The Fairway’ bus stops on Brighton 
Road, Newhaven. 

• The shelters will feature bench seating & LED lighting. 

• Recognising the existing bus shelters have incurred a degree of vandalism over the years, 
the replacement bus shelters would have features that can help reduce the degree of any 
potential damage (polycarbonate & colour coded aluminium panels) 

• Real time passenger information displays at each bus stop. 

• Some modest hardstanding improvements. 
 

3. The Executive Officer ascertained that Newhaven Town Council would need to accept full 
ownership of the two new bus shelters and all on-going maintenance and repair of all 
constituent parts to include lighting, display boards and roof. 
 

4. Newhaven Town Council would not need to contribute financially to the initial cost and 
installation of the two new bus shelters. 

 
5. Please note the previous proposal for four new bus shelters that ESCC wanted to fund in 2023 

was rejected by Newhaven Town Council. Appendix A shows the report by the Town Clerk and 
the minutes of the Full Council meeting dated 14.11.23 (CO65/23 highlighted in yellow details 
the rejection). 
 

Recommendation. 
 
That the Full Council instructs the Executive Officer as to its decision/responses to ESCC 
Transport Officers regarding: 
 

a) A decision on support for the high-level proposal per point 3 above, and 
 

b) A decision on accepting ownership and on-going maintenance of the potential new bus 
shelters per point 4 above 

 

TOWN COUNCIL OFFICES 
18 FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9 9QE 
 

Tel: (01273) 516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Stephen Honey 
Executive Officer 
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To:   Full Council              
 

Date:    14th November 2023 
 

Report Contact: Town Clerk 
 
Subject:    ESCC Proposals for Bus Stop Improvements. 
 
 
1. The purpose of this report is to seek council re-consideration of the following proposals 

from ESCC Transport Officers forming part of the overall ESCC Bus Service Improvement 
Plan (BSIP), 

 
i) Provide its views and feedback on proposed infrastructure improvements to four 

existing bus stops in the Town (not currently owned by NTC) 
 
ii) Assuming the council’s satisfaction with the aforementioned improvements at (i) 

above, for it to then take ownership and the ongoing maintenance responsibility 
for the same four bus stops and make a financial contribution to the same. 

 
2. At the Full Council meeting of September 5th 2023, the council unanimously resolved (Min. 

C047/23 Refers) to defer consideration of the proposals from ESCC Transport Officers and 
requested that the Town Clerk arrange their attendance at its next scheduled meeting 
(Nov.14th 2023)  to afford councillors the opportunity to ask supplementary questions 
regarding the same. 
 

3. The Town Clerk contacted the relevant Transport Officers at ESCC asking them to attend 
this Full Council meeting (14/11/23) and received the following email response on October 
17th 2023; 

 
“After further consideration I can confirm ESCC officers will not be attending a Newhaven 
town council meeting to facilitate Q&As on the Bus Service Improvement Plan (BSIP). The 
proposal here is very simple. 
 
We have identified 4 well used bus stops in Newhaven that would benefit from having a 
bus shelter and associated access improvement works including raised kerbs and 
extended hardstand – total costs in the region of £35k funded from our BSIP allocation. 
 
I will work with the town council to capture their preferred specification & colour for the bus 
shelters. As stated previously, the only requirement from Newhaven town council is to 
accept ownership of the bus shelters including future cleaning & maintenance. We fully 
understand taking on town assets such as bus shelters requires budgetary consideration, 

TOWN COUNCIL OFFICES 
18  FORT ROAD 

NEWHAVEN 
EAST SUSSEX 

BN9  9QE 
 

Tel: (01273)  516100 
Email: admin@newhaventowncouncil.gov.uk 

N E W H A V E N  T O W N  C O U N C I L 

Ken Dry 
Town Clerk 

19. Report - Appendix A
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so please take the time necessary to consider the proposal and come back to me when a 
decision has been made.        Cont.…. 
 
I must add, if Newhaven town council indicate they will accept ownership, there is still work 
I will need to do before the bus shelters are ordered. The proposed ‘Rose Walk’ bus stop 
shelters are close to residential housing so I would take the opportunity to write to nearby 
residents to make them aware of the proposal and invite comments. If any negative 
responses cannot be mitigated, it may be that we chose not to progress those bus shelters. 
 
Additionally, ESCC officers would be very happy to hear proposals from Newhaven town 
council for improvement work & bus shelters they feel are needed at any bus stops within 
the town boundary.” 

 
Background 
 
4. As nearly every bus stop (the actual paving/tarmac ‘footprint’ or area) is located on a 

highway verge or footpath, officers are of the understanding they are the owned 
responsibility of ESCC. 
 

5. As for the ownership/responsibility for the bus stop post/sign (concrete post with bus stop 
sign and timetable/pennant attached) it is very case/location specific. Bus Shelters are 
either under ownership/maintenance of either ES Highways or another district or parish 
council. 
 

6. The shelters which are already under NTC ownership and responsibility for maintaining are 
located as follows; 
 

a) That directly opposite Paradise Park on the north-eastern side of Avis Way (B2109), 
(Google Ref 50.803232519035994, 0.054092402816358146) 

 
b) Western side of Lewes Road (C7) just north of the Junction with Piddinghoe Mead, 

(Google Ref 50.80022845178398, 0.037196195416098574) 
 

c) North side of Brighton Road (A259), north-east of the junction of Brighton Road with 
The Fairway and Upper Valley Road (Google Ref 50.7904970617361, 
0.03532766864838023), and 

 
d) The south side of Brighton Road (A259), south-west of the junction of Brighton Road 

with The Fairway and Upper Valley Road (Google Ref 50.790062991398855, 
0.034759040383407096) 

 
7. The Town Council are also currently responsible for the bus stop (concrete post and Bus 

Coy ‘pennant’) on the eastern side of Lewes Road (C7) approximately 58metres south of 
the Junction with Bush Road. (Google Ref 50.799559039316094, 
0.039102844482608624). 
 

8. Those shelters at locations 6 c) and d) suffer a greater frequency of repeated criminal 
damage/vandalism than the others. 

 
9. Since 2018 the council has spent £3930 on maintaining those Bus Shelters it is currently 

responsible for. Approximately £2200 of this expenditure was directly connected to the 
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renovation of the Avis Way Bus Shelter opposite Paradise Park (6a above) when it was 
ceded to NTC ownership from South Heighton Parish Council. 

 
10. Fundamentally however, nearly 90% of this total expenditure (£3930) has been in response 

to criminal damage/ASB. 
 

Proposed Bus Stop Infrastructure Works. 
 
11. ESCC Transport Officers have identified some 4 other Bus Stops/Shelters (Table 1 below) 

for the following improvement works as part of the BSIP at each location; New Shelters 
with lighting as per the designs at Appendix A and provision of raised kerbs for improved 
accessibility at a potential total cost of £35K. 

 

ATCOCode NaptanCode CommonName Street Indicator Proposal Google 

1400LE0082 esuamdjw The Rose Walk Brighton 
Road 

opp Bus 
shelter 
& raised 
kerbs 

77 Brighton Rd – 
Google Maps 

1400LE0083 esuamdma The Rose Walk Brighton 
Road 

adj Bus 
shelter 
& raised 
kerbs 

69 Brighton Rd – 
Google Maps 

1400LE0099 esuamdtg Paradise Park Avis 
Road 

o/s Bus 
shelter 
& raised 
kerbs 

166 Avis Rd – Google 
Maps 

1400LE0115 esuamdwg Retail Park Drove 
Road 

adj Bus 
shelter 
& raised 
kerbs 

Retail Park – Google 
Maps 

 

Table 1 
 

12. ESCC Transport Officers have asked the Town Council to; 
 

• Provide its views and feedback on proposed infrastructure improvements to those 
bus stops listed at Table 1 below, 

 

• Assuming the council is satisfied with the proposed works detailed at para 11 above, 
to then take ownership and the ongoing maintenance responsibility for the same, 
and 

 

• Make a financial contribution to those same works, and subsequently 
 

• Propose any suggested improvement works and Shelters to existing Bus Stops 
across the Town. 

 
Recommendations: 
 
That the council instructs the Town Clerk as to its decision/responses to ESCC Transport 
Officers regarding; 

         Cont.… 

https://www.google.co.uk/maps/@50.7936867,0.0429218,3a,90y,337.27h,91.23t/data=!3m6!1e1!3m4!1s4jEt4kdUus9EdOAy8oKyMw!2e0!7i16384!8i8192?entry=ttu
https://www.google.co.uk/maps/@50.7936867,0.0429218,3a,90y,337.27h,91.23t/data=!3m6!1e1!3m4!1s4jEt4kdUus9EdOAy8oKyMw!2e0!7i16384!8i8192?entry=ttu
https://www.google.co.uk/maps/@50.7937235,0.0433954,3a,87y,145.37h,72.38t/data=!3m6!1e1!3m4!1sqRKscRWpvEhpqA8sxKC_gQ!2e0!7i16384!8i8192?entry=ttu
https://www.google.co.uk/maps/@50.7937235,0.0433954,3a,87y,145.37h,72.38t/data=!3m6!1e1!3m4!1sqRKscRWpvEhpqA8sxKC_gQ!2e0!7i16384!8i8192?entry=ttu
https://www.google.co.uk/maps/@50.8028223,0.0547776,3a,75y,294.07h,88.16t/data=!3m6!1e1!3m4!1sbnXCObtB4wBlMtxdtrEzvg!2e0!7i16384!8i8192?entry=ttu
https://www.google.co.uk/maps/@50.8028223,0.0547776,3a,75y,294.07h,88.16t/data=!3m6!1e1!3m4!1sbnXCObtB4wBlMtxdtrEzvg!2e0!7i16384!8i8192?entry=ttu
https://www.google.co.uk/maps/place/Retail+Park/@50.796506,0.0576715,407m/data=!3m1!1e3!4m15!1m8!3m7!1s0x47df7c5063180f7d:0x9a90809c64cc386b!2sDrove+Rd,+Newhaven!3b1!8m2!3d50.7959931!4d0.0564168!16s%2Fg%2F1vfwc3vh!3m5!1s0x47df7c5a7cf6a345:0x13467a680bdfa66c!8m2!3d50.796436!4d0.057753!16s%2Fg%2F1q67hqbwt?entry=ttu
https://www.google.co.uk/maps/place/Retail+Park/@50.796506,0.0576715,407m/data=!3m1!1e3!4m15!1m8!3m7!1s0x47df7c5063180f7d:0x9a90809c64cc386b!2sDrove+Rd,+Newhaven!3b1!8m2!3d50.7959931!4d0.0564168!16s%2Fg%2F1vfwc3vh!3m5!1s0x47df7c5a7cf6a345:0x13467a680bdfa66c!8m2!3d50.796436!4d0.057753!16s%2Fg%2F1q67hqbwt?entry=ttu
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• The proposed infrastructure improvements to those bus stops listed at Table 1 within 
this report, 

 

• The Town council taking ownership and the ongoing maintenance responsibility for 
the same, and 

 

• A financial contribution to the cost of those same works, and any suggested 
improvements to other existing Bus Stops across the Town. 
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