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Item 3:	Minutes of the Previous Town Council Meeting	

Appendix 1: 	Minutes  the Meeting of Saxmundham Town Council 7.00pm Monday February 14, 2022, Market Hall, Saxmundham

In Attendance - Councillors
	Councillor Di Eastman (Vice Chair)
	
	Councillor Nigel Hiley

	Councillor John Findlay
	
	Councillor Tim Lock (Arrived 7.14)

	Councillor John Fisher
	
	Councillor James Sandbach (arrived 7.25)

	Councillor Charlotte Hawkins
	
	Councillor Jeremy Smith (Chair)


	Apologies Councillor Roger Hedley Lewis, 



Also present: Roz Barnett (Town Clerk)

Open Forum: Three members of the public attended the meeting and raised their concerns about the Carlton Park Industrial Estate development proposal.

	134/21TC
	Apologies and approval of absence.
Apologies were received from Councillor Roger Hedley Lewis 
RESOLVED: The Town Council noted and approved the absence.


	135/21TC
	Declarations of interest and considerations of requests for dispensations. 
Cllr Di Eastman declared a non-pecuniary interest as she is a trustee of IP17 Good Neighbour Scheme. 
Nigel Hiley also declared a non-pecuniary interest as he is involved in Sax Music Fest. 


	136/21TC
	Minutes of the Previous Town Council meeting.
RESOLVED: It was unanimously resolved to accept the minutes of the meeting held on 10 January 2022 with the addition of Cllr Roger Hedley Lewis in attendance.


	137/21TC
	County Councillor Report.

County Councillor Richard Smith reported that the planning inspectorate has requested an additional time to make their recommendations on Sizewell C and that the earliest that Minister will decide will be the end of May. He reported that there will be eight overnight trains travelling through Saxmundham to Sizewell. Councillor Hiley asked whether a quieter road surface would help with noise reduction on the A12. 

The County Councillor gave a short update on the 2022/2023 budget.

The Chair asked whether the Town Council could be notified of emergency road closures and the County Councillor agreed to ask whether this was possible. 

Councillor Lock asked whether the County Council could consult further about the heritage designs on the replacement lampposts. The County Councillor agreed to follow up on this request.


	138/21TC
	District Councillor Report.
 
District Councillor Fisher reported that East Suffolk have launched a Community Governance Review and this could be used to reshape the boundaries of the Saxmundham Parish to take in the Garden Neighbourhood. 

	139/21TC
	Chair’s Report. None made


	140/21TC
	Carlton Park Industrial Estate Development Proposal

Johnathon Clogg gave a short presentation on the planning application at Carlton Park industrial estate DC/21/5742, representing the applicant RSH Ltd

Members of the public, Giles Battersby, Jackie Quilley and Nigel Battersby raised some questions on the development at Carlton Park. They raised reservations about.
· The height and size of the buildings within the development. 
· Traffic generation to the site especially retailers with frequent customers
· Increases in van and HGV traffic.  
· Visual impact on the landscape and countryside.
   
They explained that they were in favour of light industrial and office use.
 Councillors, although in favour of the new employment opportunities for the Town, raised questions and made the following comments about the development:
· How would the traffic system be enforced to keep additional traffic from accessing the site through Saxmundham?
· They would like to see units targeted at small and medium size entreprises. 
· The scale of the warehousing element and management of litter. 
· The management regime for the grass and natural areas 
· That the development should include measures to encourage green travel corridors and cycle storage.
· Concern about possible impact of noise and light pollution on the nearby Caravan Park.  
· What would the landscape impact be on the area?
· That there is a need for a cumulative assessment of the multiple developments in and around Saxmundham.  
The presenters explained that all the structures would face each other and that low level timed and tasked lighting would be installed across the site. The buildings and their locations had been designed to mitigate the noise and all activities must take place within the buildings.  The area will be screened by a 20-metre natural landscaped boundary although the larger buildings will not be hidden. The tenants will pay a service charge to cover road and landscape maintenance.
The Chair thanked the public and the presenters for attending the meeting. 


	141/21TC
	Minutes of the previous committee meetings.
1. The Town Council received and noted the draft minutes of the Market Hall Committee held on 26 January 2022. 
1. The Town Council received and noted the draft minutes of the Resource Committee held on 31 January 2022. 
1. The Town Council noted that the Planning and Development Control Committee (PDCC) meeting  of 2 February 2022 was not quorate and therefore could not make formal decisions.

	142/21TC
	Financial matters.
1. RESOLVED: That the Town Council received and ratified the payments and receipts for the Town Council and Market Hall up to 31 of January 2022. (Appendix A)
1. The Council received and noted the budget report to the 31st of January 2022, which is showing a projected  healthy outturn. 

	143/21TC
	 Standing Orders
A motion to reduce the specified maximum meeting time from three to two hours was defeated as Councillors were concerned that the shorter time may constrain debate. The Chair however agreed to work towards two-hour meetings wherever possible. 
RESOLVED: That the Town Council reviewed the Standing Orders and agreed that no change was required. 

	144/21TC
	Community Infrastructure Levy (CIL) - To consider potential projects and allocation of the Community Infrastructure Fund. The Council discussed the potential projects for £79,000 for CIL expenditure for the Town.

Councillors discussed the proposed projects for CIL infrastructure projects. Councillor Lock suggested that more money was needed for the Memorial Field and the Gannon Rooms.  The Chair suggested that once the Council has agreed the purposes for the CIL money the Council should propose and agree projects for funding.  

RESOLVED: That the Town Council agreed an indicative allocation of funding for Community Infrastructure Consultation (CIL) spending for purposes (with potential projects) as listed below:

Purpose 1- Improving access from new housing areas to town centre for pedestrians and cyclists - £15000
Improvements to paths from Hopkins Estate to centre; routes from other estates (e.g. to west of town) to town centre.
Purpose 2 - Enhancing children & young people’s recreational facilities - £6000	
Improvements to Seaman Avenue, Memorial Field facilities and Adventure Playground (£2000 already allocated).
Purpose 3 - A more attractive & successful town centre to meet needs of growing population - £10,000
Environmental improvements such as urban trees; improvements to Fromus Square, parking .
Purpose 4 - Improving community, entertainment, and cultural facilities in town - £27,000
Capital contribution for improvements to Market Hall, Gannon Institute etc. £15,000 Market Hall,
£10,000 Gannon Rooms, £2000 Fromus Centre.
Purpose 5 - Improving facilities for non-fossil fuel transport modes - £6000
Create new bicycle storage facilities, electric charging points 
Purpose 6 - Developing new or improving existing open or green spaces for the community - £10,000
Memorial Field  
Purpose 7 - Developing sports and recreational facilities - £5000
Improvements Carlton Park 
	Total CIL Allocation 	£79,000

	145/21TC
	Electrical Charging Points
The Council considered the Amenities Committee recommendation to defer the installation of electrical charging points at the Town House and decided that the £5,500 costs of installation were excessive. The benefits to the Town would not warrant the expenditure, especially as there are 6 chargers at the Fromus Centre. The Council agreed to assess the potential revenue to see if this would be sufficient to offset the costs.  Councillor Hiley offered to provide information on the different types of electrical charging points. 

RESOLVED: That the Council agreed to defer the installation of the electrical points at the Town House until capital funding was available from Suffolk County Council or income from their use would justify the costs of the installation. 


	146/21TC
	Planning Committee Member 
Councillor Lock agreed to join the Planning and Development Control Committee. Councillors discussed their disappointment with the withdrawal of the option to hold official council meetings via Zoom. Councillors asked the Clerk to write to the MP and point out that government are not making reasonable adjustment for councillors who have a disability, to attend meetings. 

RESOLVED: That Councillor Lock be appointed to the Planning Committee.


	147/21TC
	To consider grant request  
Councillors discussed the Sax Music Festival Grant application and agreed to set up an earmarked reserve at this stage, noting the need to be reasonably sure that the Festival was able to proceed before making payments from the reserve.

RESOLVED: That the Council agreed to set up an earmarked reserve of £9000 for the 2022 Sax Music Festival.  


	148/21TC
	750 Celebrations Programme
1. RESOLVED: That the Council agreed the outline programme and indicative budget of £15000 for the 750 celebration events in 2022.

1. RESOLVED: That the Council agreed to delegate the decisions on the events programme and budget to the Clerk, in consultation with the Chair of the Events Working Group.


	149/21TC
	Asset of Community Value 
 
The Council noted that the Queen’s Head was now open and agreed to defer this item until discussions had taken place with the current tenants. 


	150/21TC
	Correspondence 
The Clerk apologised that the correspondence list was not included and agreed to circulate at a later date. 

	151/21TC
	Reports from Councillor representatives on other organisations.
Councillor Eastman reported that the footpath bridges have been repaired and replaced.
Councillor Fisher reported that ESTA is having a public meeting in Woodbridge. 




Meeting ended at 9.23pm 
Roz Barnett, 28/02/2022 Clerk to Saxmundham Town Council
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Item 7:	Appendix 2: Community Governance Review  
Date of report: 9 March 2022
By: Jeremy Smith, Chair
Recommendations:
(1) To support in principle a change in the parish boundary between Saxmundham and Benhall, so that the proposed new South Saxmundham Garden Neighbourhood and related development would fall within Saxmundham parish, based on the map attached as annex to this report;
(2) to submit this report to East Suffolk Council as our submission to its consultation on Community Governance Review, while indicating that we wish to discuss the proposals with Benhall Parish Council, and may if appropriate make a further submission following such discussion;
(3) to send this report to Benhall Parish Council, which meets next on 30th March;
(4) to publicise the points set out in this report and invite any views from Saxmundham residents and businesses.
Background
1. A Community Governance Review (CGR) is a legal process whereby Principal Authorities (which include East Suffolk Council) can consider the following:
· creating, merging, altering or abolishing parishes,
· the naming of parishes and the style for any new parishes,
· the electoral arrangements for parishes, i.e. the ordinary year of election, council size, the number of councillors to be elected to the council and parish warding,
· grouping of parishes under a common parish council or de-grouping parishes.

A CGR must reflect the identities and interests of communities and should take into account the impact of community governance arrangements on cohesion and the size, population and boundaries of a local community or parish.

2. At our meeting on 13 December 2021, and in the light of the district council’s Local Plan policy for the 800 dwelling South Saxmundham Garden Neighbourhood, the Town Council resolved to “invite Benhall Parish Council to work together with a view to making a joint approach to East Suffolk Council requesting it to instigate a Community Governance Review, and to that end, to draw up jointly agreed draft terms of reference and new parish boundary lines to propose for such Review”. 
The resolution also authorized the Council’s Chair, Vice-Chair and Chair of Resources Committee , together with the Town Clerk, to undertake discussions with Benhall Parish Council and to report back. 
3. However, in January 2022 East Suffolk Council announced that it was carrying out a Community Governance Review of the whole of its area. This was not known to us in December. The deadline given us for making submissions is Friday 1st April 2022.
Review instigated by East Suffolk Council
The Review includes all aspects of community governance arrangements of existing parishes, including [my emphasis]:
· To consider the name of existing parishes/parish councils
· To consider the boundaries of existing parishes and whether existing parishes should be split or amalgamated to constitute new parishes or if any new parish councils should be created along with the number of parish councillors to be elected for any parish council, whether new or existing.
· To consider whether any new or existing parish council should be divided into wards (or continue to be divided into wards), including the number and boundaries of any such wards, the number of councillors to be elected for any such ward and the name of any such ward.
East Suffolk Council must among other matters ensure that community governance within the area
· reflects the identities and interests of the communities in the area,
· is effective and convenient and takes into account any other arrangements for the purpose of community representation or engagement in the area.
4. The proposed timetable is as follows:
[image: Table
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5. The new South Saxmundham Garden Neighbourhood (SSGN), which is a strategic policy of the Local Plan approved by East Suffolk Council in September 2020, allocates land for the purpose which straddles Saxmundham and Benhall parishes.  The proposed site for the main built environment part of the Neighbourhood, under the policy, is mainly between the railway line and A12 bypass.  The housing and other facilities would adjoin Saxmundham (close to the Free School) and are required to be well connected to the town and its facilities.  Saxmundham is defined in the Local Plan as service centre for the surrounding district (See policy SCLP 12.28).
Paragraph 12.305, for example, underlines the need for the new community to be integrated with the existing town:
“The area to be masterplanned is in close proximity to established areas of residential development, Saxmundham Free School and the town centre. Fundamental to the success of any masterplan is to ensure that the local community can access existing services and facilities as well as those which will be created over the plan period. Taking a comprehensive approach to facilities and ensuring that links connecting the new developments are attractive to use, well designed and implemented at the start of the development will be beneficial to creating a successful community.”
6. The Local Plan policy for the SSGN also includes land to the west of the A12, for employment uses; the site is close to Saxmundham parish boundary but falls within Benhall.  It is necessary to take into account also that the developer, Pigeon, has proposed a site to form an effective part of the overall development, to be located to the west of the A12 and to the south of the land allocated for employment.  This site is to proposed to be a service centre for motorists and lorry park, we understand.  Pigeon, in the only consultation carried out to date, proposed that the roundabout crossing the A12 from and to the main housing etc. site of the Garden Neighbourhood should be to this area, which would then be linked by road to the employment site to its north.  
Saxmundham Town Council’s approach
7. While much of the built development of the new Garden Neighbourhood is proposed to be within what is currently the parish of Benhall, it is not connected to the village of Benhall in any meaningful way (it touches Kiln Lane with a very small number of individual dwellings to the west of the railway line).  On the other hand, the SSGN will be physically joined to the built settlement of Saxmundham, and will draw on the town’s public, private and voluntary services and facilities.  This is reflected in the proposals in the Local Plan for CIL contributions to be made e.g. to an expanded medical centre, the library etc., as well as for physical connections e.g. enhanced cycle and footpaths to the station, town centre and residential areas.  The new primary school and under-5s centres may or may not be located in Saxmundham parish (this is not clear) but will serve the existing town as well as new community.
8. The population of the SSGN community, when it is built, is likely to be around 2,000 persons.  This compares to Saxmundham’s estimated population of 4,723 in 2020 (ONS estimate), which will now be close to 5,000 given further new housing to the east of the town.  The population of Benhall (also for 2020 estimate) was 585.
9.  It is proposed that the Town Council supports in principle a change in the parish boundary between Saxmundham and Benhall in order that the new development of the South Saxmundham Garden Neighbourhood, and related development proposed by the developer, falls wholly within the parish of Saxmundham.
The attached map showing the proposed new boundary line between the parishes, drawn up for this purpose by Cllr John Fisher, reflects (a) the Local Plan allocated site for the SSGN, together with (b) the additional land proposed by the developer Pigeon to the west of the A12 and connected to the employment land, forming therefore the full proposed site of the development.  
10.  The changes to the boundary line would, it is submitted, be the right way to properly reflect local identities and facilitate effective and convenient local government, in line with government guidance – see paragraph 15 ‘Guidance on community governance reviews’ (2010):
 “In many cases making changes to the boundaries of existing parishes, rather than creating an entirely new parish, will be sufficient to ensure that community governance arrangements to continue to reflect local identities and facilitate effective and convenient local government. For example, over time communities may expand with new housing developments. This can often lead to existing parish boundaries becoming anomalous as new houses are built across the boundaries resulting in people being in different parishes from their neighbours.”
Also, paragraph 26 of the same document:
“A review may need to be carried out, for example, following a major change in the population of a community or as noted earlier in this chapter (see paragraph 15) to re-draw boundaries which have become anomalous, for example following new housing developments being built across existing boundaries.”
11.  It must be in the interests of good governance and good administration not to make such changes retrospectively, but to plan properly for change now.  Otherwise, the real-world town of Saxmundham will be divided into two separate administrative entities at the most local level, making no sense at all, and fragmenting what should be integrated communities.  While Benhall Parish Council will reach its own view, were the new SSGN ‘community’ to fall within Benhall parish, its scale will wholly change the traditional character of the village and its community.
12. Finally, one cannot and should not ignore the financial, property and service-related impacts.  The development of the new SSGN community will: 
(a) lead to CIL payments by the developer part of which will be allocated to the relevant parish or parishes to use for local physical and community infrastructure purposes, to meet the pressures caused by development.  Those pressures will undoubtedly be greater for Saxmundham as local service centre town.
(b) be reflected in parish/town council services, budgets and precept requirements.  It must surely be appropriate that Saxmundham as service centre town should take on both the burden and benefit, i.e. the additional costs to provide services for a population that will have grown by around 40%, and increased income from council tax resulting from the large increase in dwellings.
(c) As regards property matters, there is (as I understand it) no property in the area that would be affected by the parish boundary change that belongs to Benhall Parish Council, so no transfers of property would need to take place.
Consequential changes – size of Town Council, whether to divide into wards
13. If the new community of the SSGN were to fall within Saxmundham parish boundaries, as we propose in this report, the population size, including infants, would be around 7,000.  This falls within a band of 2,500 to 10,000 for which East Suffolk Council allocate between 9 – 16 members.  Saxmundham currently has a maximum of 11 members, reduced from an earlier 14.  In the last parish council elections (2019), only 4 persons stood as candidates, though there was a contested election on the previous occasion (2015).  It is suggested that we seek a modest increase to a maximum of 12 councillors, if our proposed boundary changes are accepted.
14. As to the issue of whether to divide Saxmundham into wards is concerned (for Town Council elections), it is proposed not to put this forward, but to maintain Saxmundham as a single electoral entity.  This would better help to create the sense of a single Saxmundham town entity, comprising the current and new settlements.
15.  The SSGN is due to be developed in stages, so the full change in population will occur also in stages.  This means that there is unlikely to be a major impact on the district council ward structure for the district elections in 2023 or 2028.  Saxmundham is estimated to have 3,504 voters in 2023, and the new development when complete would add around 1,500, we may surmise, making a future total of 5,000.  This would at some stage be too large for a single member ward, and too small for a 2 member ward, given the current average of 3,670 electors per district councillor.  However, this can be taken into account in future reviews, as appropriate.














Annex – map showing proposed revised boundary (dotted red line)
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Item 8. Appendix 2a: Carlton Park Industrial Estate
Date of report: 10 March 2022
By: Jeremy Smith, Chair
Recommendations:
To consider the draft policy position in this report, and decide whether to adopt it (with any agreed amendments)
Background
1.  At our meeting on 14 February, the Town Council received a presentation from representatives of RSH Ltd, who are seeking planning permission to extend the industrial estate at Carlton Park.  We also listened to the criticisms or objections from three nearby residents.  Their main points are set out in the minutes of the last meeting.
2. The proposed development is not within the parish of Saxmundham, but in Kelsale-cum-Carlton.  Nonetheless, the development could be of importance for the town, both in terms of possible jobs created but also with some potential impacts, in particular heavy traffic, if not adequately controlled.  It is therefore proposed that, without seeking to undertaker a detailed analysis, the Town Council adopts a policy position in relation to the application.  The draft position, for councillors’ consideration, is in the next section of this report.
Draft policy position
Saxmundham Town Council, having received a presentation on behalf of the applicant, and listened to objections and concerns from local residents, 
(1) notes that the Local Plan defines the site of the Industrial Estate including the present proposed extension as an Employment Area (Policy SCLP12.36) comprising “some 8ha of employment land. 3ha of land remains vacant. The site contains lawful uses within Use Classes B1, B2 and B8. Proposals for development of B1, B2 and B8 uses will be permitted” subject to (a) a site-specific Flood Risk Assessment; (b) An investigation into any potential contamination of the site; (c) Where appropriate, measures to assess and manage any heritage assets on the site; and (d) proposals that generate a significant amount of traffic movements from the site will be required to provide a Transport Assessment, assessing the impact on the local highway network. 
(2) notes that the Local Plan policy also recognizes that it is “the largest employment site close to Saxmundham and well related to the local transport network, encouragement will be given to those uses which have a high employee to floorspace ratio.”
(3) supports the development in principle (on the basis that all of the above policy requirements are met), in particular on the basis that it is likely to provide a significant number of new employment opportunities for local people, but subject to the following points being properly addressed,
(4) underlines the importance in particular of ensuring that transport to and from the site is strictly regulated and in particular avoids HGV transport through Saxmundham,
(5) emphasizes the importance of effective and attractive green buffer zone between the site and nearby residential occupiers, also for noise reduction purposes, 
(6) further emphasizes the necessity of high quality design of buildings and landscaping within the new development, taking account in particular of the views from St Peter’s Church and the wider area around Carlton Park
(7) considers it necessary that there be excellent cycle and pedestrian links to and from the site to Saxmundham and Kelsale and Carlton, to minimise local motor travel,
(8) endorses the desirability of maximising uses that have a high employee to floorspace ratio, for example, including small start-up units,
(9) insists that any café or retail outlets on the site be strictly controlled and limited as to times of operating, to ensure that they are genuinely a facility principally for those working at the site or visiting it for work purposes, and do not generate nuisance or disturbance. It would be preferable that any café retailer not be located on the frontage 


















Item 9. 	Minutes of Previous Committee Meetings	

Appendix 3:	Minutes of the Meeting of the Amenities & Services Committee,  6.00 PM 21 February 2022 at Saxmundham at the Town House	

	Chair of Meeting
	Tim Lock

	Also Present  
	Roz Barnett


	Attendees:
	Councillor D. Eastman
Councillor C. Hawkins	
Councillor R. Hedley Lewis   



	72/21AS
	Apologies for absence
No Apologies were received. 


	73/21AS
	Pecuniary/Non-Pecuniary Interests 
Councillor Eastman declared a non- pecuniary interest as a trustee of the IP17 Good Neighbour Scheme


	74/21AS 
	Minutes of the Previous Meeting
RESOLVED: It was unanimously agreed to approve the minutes of the meeting 15 of November 2021 and the action notes from the informal meeting 17 of January . 



	[bookmark: MinuteItems][bookmark: MinuteTopicSection]75/21 A
	Storage at the Town House and repairs to the Town House wall
	
	


Discussion: 
· The Clerk reported that IP17 GNS have installed a new shed, cleared out the back cupboard and moved the fridges out of the Town House. 
· The Committee agreed for the Clerk to install the Town Council memorabilia, parish map, and councillor and staff pigeonholes somewhere in the Town House. 
· The Clerk reported that the Town House Wall had been fixed by the gentleman that had knocked it down at no cost to the Council. To prevent this happening again the Committee agreed that bollards should be installed with light reflective strips. 
RESOLVED: That the Clerk will arrange the installation of 4 bollards at the entrances to the Town House carparks at a maximum cost of £500 in consultation with Councillors Lock and Hedley Lewis. 

	Action items
	Person responsible
	Deadline

	Arrange for a large parish Map to be displayed
	Clerk 
	March 2022

	Arrange for the additional chairpersons named to be added to the wooden boards and to track down trophy cabinet. 
	Clerk
	April 2022

	To arrange for pigeonholes and noticeboards to be installed in Town House.
	 Clerk 
	April/May 2022

	Arrange for bollards to be installed in carpark 
	Clerk
	April/May 2022


	76/21 A
	Report on the Environmental Co-ordinator’s Activities
	
	


Discussion:
· The Clerk reported that seed sowing workshop was well attended, and the wildflowers will be grown for displays within the Town. There will be a plant swop event at one of the April Wednesday markets to encourage sustainable gardening in the Town
· Cllr Hedley Lewis asked that the Seamans Avenue dog walk be considered.
· Councillors raised the issue of the fencing at Chantry Rd which the Clerk had reported to Network Rail. 
RESOLVED: That the Environment Co-ordinator will plant the Jubilee Oak on the Memorial Field adjacent to Rendham Rd. (ensuring it fits with entrance design plans). 
	Action items
	Person responsible
	Deadline

	· Tree and hedge planting will take place on the 20th of March at the Memorial Field 

	Environment Co-ordinator
	March 2022

	· That the 750 trees be promoted on noticeboards and newsletter. 
	The Clerk 
	March 2022

	· Clerk to seek quotes for removal of fir trees and replacement fencing at Chantry Rd 

	The Clerk
	March 2022


	77/21 A
	Updates on Improvements to the Market 
	
	


Discussion:
· The trader’s pack was discussed, and improvements suggested.
· The risk assessment was discussed, and improvements suggested.
· The Market survey will be promoted to gain feedback from people in the Town 
· Councillor Hedley Lewis asked that the surfacing in the Market Place be reported to the County Council. 
· The design for a new sign for Fromus Square was discussed.
· A business plan is to be developed for the Market for 2023-2024 once the regeneration has been completed. 

	Action items

	Person responsible
	Deadline

	Welcome Pack and risk assessment updated 
That the Market Survey be promoted 
	Town Centre co-ordinator 
Town Centre co-ordinator
	March 2022
March 2022

	Banner for Fromus Square, designs to be drafted and permissions sought
	Town Centre co-ordinator
	March 2022

	Cllr Hedley Lewis asked in the Market Place surfacing be reported 
That a new attractive layout be created in consultation with local businesses and shops.
Business Plan for Market be developed 
	Town Clerk

Town Centre co-ordinator
Town Centre co-ordinator

	March 2022

March 2022

Autumn 2022


	78/21A
	Memorial Field Landscape Project 
	
	


Discussion: The committee needed to wait for the designs from the garden designer before pursuing options for the gate, signage, and memorial stone.
	Action items
	Person responsible
	Deadline

	Meeting with Designer  
	All
	March 2022


	79/21A
	Maintenance Management Tenders 
	
	


Discussion:
The Clerk reported that only one tender had been received by the deadline. The Committee agreed to extend the deadline to the 25th of March 2022. 
	Action items
	Person responsible
	Deadline

	Clerk to inform potential bidders about extension to deadline. 

	Clerk 
	March 2022


	80/21A
	Town Gateways and speeding 

	
	


Discussion:
· The Clerk expressed her frustration in getting a quote for the gateways from Suffolk Highways. 
· The Committee discussed options for speeding survey and agreed to place tubes at South Entrance which would collect speed, volume, and classification. The cost of this survey is slightly higher than anticipated at £410 + VAT. 
RESOLVED: That the Clerk will commission a traffic survey at South Entrance at a cost of £410. 

	Action items
	Person responsible
	Deadline

	Cllr Lock to contact Suffolk Highways to discuss quote for the design of gateways 
	Cllr Lock 
	February 2022

	Clerk to commission Traffic Survey 

	The Clerk 
	February 2022


	81/21A
	Review of Charges  
	
	


Discussion:
The Committee discussed charges for open spaces and the Market and agreed to no changes due to the current economic conditions. The Committee agreed to review this in January 2023 once the business plan for the Market had been produced. 
RESOLVED: That the charges for the Market and open spaces remain the same for the next year. 
	82/21A
83/21A 

	Street Furniture Requests – None Received
Correspondence – None Received
	
	


The meeting closed at 7.35 p.m.
Roz Barnett    Clerk to Saxmundham Town Council, Old Police Station, Approach Road, Saxmundham, IP17 1BW  Tel: 01728 604595





Item 9	
Appendix 4:	Minutes of the Resource Committee Meeting Monday, 28 February 2022 at 2pm In the Town House
	
Committee Members: 
Councillor Di Eastman 
Councillor John Findlay (Chair)	 
Councillor John Fisher 
Councillor Nigel Hiley, 
Councillor Jeremy Smith
Also Present: Rosalind Barnett (Town Clerk) 
Public Forum: There were no members of the public present.
Please note all documents related to these minutes can be found in the committee pack http://www.saxmundham.org/council/template1-3/ 
	170/21R
	Apologies for Absence
No apologies were received

	171/21R
	Declarations of Interest
Cllr Eastman and Cllr Smith declared a non-pecuniary interest in item 174/21R as they are trustees of Saxmundham and District Community Interest Company.  

	172/21R
	Minutes of the Previous Meeting
RESOLVED: The minutes of 31 January 2022 were adopted as a true and accurate record.


	173/21R
	Operational Issues 
a) To consider tender for Health and Safety Consultant 
Councillor Eastman had reviewed the 3 lowest tenders and recommended WorkNest to the Committee. The Committee noted that since the comparison report was produced, links to the further information required had been provided by WorkNest and the Clerk was satisfied that they could deliver the service at the level required.  The Clerk informed the Committee that she had also sought verbal references on the two lowest quotes and WorkNest references were better that their nearest competitors for health and safety services.  
RESOLVED: That the Council appoint Work nest as the Town Council’s Health and Safety Consultant for a 5-year period at a cost of £2269 for year 1 and £2484 for years 2-5.
b) To consider additional technical support for the website.
The committee discussed the recent WordPress update that had caused a lot of problems on the website. Staff had to spend additional time restoring information and links that had disappeared from pages. Whilst Herringbone Design provide design advice on pages and layout the Council does not have technical support. Design Folk who created the website resolved some of the issues and have offered to provide ongoing support at a cost of £45 per month.  The Committee agreed to this arrangement on an interim basis on the condition that the Clerk reports the detail of what will be provided for the monthly fee.
RESOLVED: The Committee agreed to pay Design Folk £45 a month for technical support to the website as an interim arrangement. 
c) Energy usage and contracts 
The Clerk reported that because of the situation in Ukraine, Smartest Energy had refused to accept the contracts for supply at the Market Hall and Town House. The situation on the energy markets is so volatile the company that has been managing our contract swich has advised that the Council wait for the market to settle. 
RESOLVED: The Committee agreed to delegate the decision on the energy contract providers to the Clerk in consultation with the Chair of the Resources Committee.


	174/21R 

	Finance
a) RESOLVED: That the Committee note and ratify the payments for January for the Town Council.
b) RESOLVED: That the Committee note and ratify the payments and receipts for January for the Market Hall.
c) The Committee received the February payments list and approved the additional payment of £288 to Red Dune for Software for new laptops.
RESOLVED: That the Committee noted the list of February payments and approved the additional payment of £288 to Red Dune for Software for the new laptops.

Questions were raised about the water bills from Wave and Everflow and the Clerk explained that she had not received a final invoice from Wave Water and was still paying the £40 direct debit. 
The overpayment to the Adventure Playground of the test £5.00 was noted by the committee and it was agreed that if they continue to report they did not receive it, the £5.00 should be written off.


	175/21R
	2) To consider arrangements for year end and 2021-22 
a) To review revised asset register 
The Committee reviewed the asset register and asked that the Clerk add some additional dates to the asset register, the grit bin at Tennyson Rd and review some of the sub-totals. 
RESOLVED: That the amended Asset Register be recommended to the Town Council 
b) To review financial regulations 
The Committee reviewed the financial regulations and agreed the proposed changes to the financial regulations with the inclusion of the suggested wording from Councillor Smith. 
RESOLVED: That the amended Financial Regulations be recommended to the Town Council 
c) To review insurance cover. 
The Committee noted that the Council are currently within the 1st year of a 3 Year Long Term Agreement with BHIB at a cost of £2158.97 Including Insurance Premium Tax.
RESOLVED: That the Committee reviewed the insurance cover and agreed that the cover was sufficient.
d) To review management risk assessment 
The Committee reviewed the management risk assessment and suggested some amendments to the wording.  The Clerk was asked to circulate the Yoxford emergency plan. 
RESOLVED: That the amended Management Risk Assessment be recommended to the Town Council 


	176/21R
	Small Grants - To consider any applications under £5000). 
a) Grant request from Men’s Sheds 
RESOLVED: That the Committee agreed a £446 grant for a band saw for the Men’s sheds to help them with their community projects.
b) Grant request from St John’s Church 
RESOLVED: That the Committee agreed a £350 grant for a community event for the St John’s Church.


	177/21R
	3) RESOLVED: A motion was passed to exclude the public under the Public Bodies (admission to meetings) Act 1960 on the grounds that publicity would be prejudicial to public interest by reasons of the confidential nature of the following business being transacted.


	178/21R
	4) Staffing Matters 
a) To receive a verbal update on staffing arrangements 
The Clerk reported that the Environment Co-ordinator had successfully completed her probationary period. She also informed the Committee that the two new Town Centre Co-coordinators were settling in well and were working on the website and revitalising the Market. 
The Committee discussed the whether the Town Clerk hours should be reduced to 30 to allow for appointment of the Finance and Administration Officer for 10 hours a week. The Clerk was asked to explore whether changing the day for Full Council meetings would allow for additional Clerking support. The actual days working days for the Clerk would be dependent on the working patterns of the other staff. 
RESOLVED: That the Committee agreed that a report on the proposals be presented to Full Council.

b) To review job description and advert for the Finance and Administration Officer 
RESOLVED: That the Committee agreed the draft job description and advert for the Finance and Administration Officer with some minor changes.




Meeting finished 3.18 pm
Roz Barnett Clerk/RFO
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Item 9	
Appendix 5:	Minutes of the Meeting of the Planning & Development Control Committee 6pm on 9th February 2022 by ZOOM.
Councillors:	 	
	Cllr. John Fisher (Chair)
	
	Cllr. Roger Hedley-Lewis 

	Cllr Nigel Hiley

	
	


Also Present:	Jenny Morcom,(Assistant Town Clerk (ATC).
							
	127/21PD
	Apologies for absence 
There were no apologies for absence.


	128/21PD
	Pecuniary/Non-Pecuniary Interests  
None declared. 


	129/21PD

	Minutes of the meeting held 19th January 2022 and 2nd February 2022
The Committee RESOLVED to approve both sets of minutes.
The Chair will sign these when he is next in the office.


	130/21PD
	Open Forum
No members of the public had joined the meeting.


	131/21PD
	Planning Applications

	DC/22/0076/FUL
	32 High Street
	Replace current building with 3 dwellings this time retaining the shop but with living accommodation on first floor.



The Committee RESOLVED to recommended that the town council support this application, but to highlight the following in its response to the district

· We welcome the retention of the shop at the front of 32 High Street, and we note that the original large shop window has been replaced by two windows.
· There does not seem to be room for private gardens for the three dwellings, although there are parking spaces, bin store, and a cycle store. we feel that some kind of small shared green space/seating area would improve the general amenity of the development. 
· with parking at the back of the dwellings, we are concerned about the number of cars entering and leaving via the pedestrian walkway that joins the High Street to Fromus Green Park. The walkway meets a narrow part of the High Street and is already used to access a parking bay for the building next door. This gives a potential for six cars entering and leaving. 
· -We would like to see the 'shop-style' frontage respected in the design in keeping with other premises along the High Street.
· We would like the development to include environmentally friendly and sensitively angled lighting to the pedestrian walkway at the side of the development, as well as improvements to the surface of the walkway.
· -We are also concerned about congestion and problems for shop deliveries on the High Street during the build and hope that construction methodology will minimise this.

	DC/22/0137/FUL
	5 St Johns Road
	Single storey rear extension and relocation of first floor window



The Committee RESOLVED to recommended that the town council support this application.
ATC to seek ratification from the rest of the Town council for these recommendations.


	132/21PD
	Recent Planning Decisions.

The Committee noted the following decisions by East Suffolk Council.
;
	DC/21/5265/FUL
	Park Lodge , 32 South Entrance, Saxmundham, IP17 1DQ,

	To build a 4x8mt in ground outdoor swimming pool in our back garden. 
	permitted

	DC/21/5625/FUL
	19 Bittern Rd, IP17 1WT
	Front porch extension

	permitted




	133/21PD
	The next meeting will be held on 9th March 2022 at 6pm in the Town House.



The meeting closed at 6.29 p.m.


Jennifer Morcom, Assistant Clerk to Saxmundham Town Council
The Town House, Station Approach
Saxmundham, IP17 1BW 
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Item 11: 	Appendix 11:	Financial Regulations

Financial regulations  Document hyperlink   FRs-amended-May-2022.docx (live.com) 
Current Wording 
6.3. All payments shall be effected by cheque or other instructions to the Council's bankers, or otherwise in accordance with a decision of the Council or Resources Committee.
6.4. Cheques or orders for authorised payments drawn on the bank account shall be signed by two members of the Council duly authorised by the Council as signatories and accepted by the Bank. A member who is a bank signatory, having a connection by virtue of family or business relationships with the beneficiary of a payment, should not, under normal circumstances, be a signatory to the payment in question.
6.5. To indicate agreement of the details shown on the cheque or order for payment with the counterfoil and the invoice or similar documentation, the signatories shall each also initial the cheque counterfoil.
Revised Wording 

6.	THE MAKING OF PAYMENTS
6.1.	The Council will make safe and efficient arrangements for the making of its payments.
6.2.	Following authorisation under Financial Regulation 5 above, the RFO shall arrange for payments to be made in accordance with this Regulation.
6.3.	All payments shall be made by internet banking, by cheque or other instructions to the Council's bankers, or otherwise in accordance with a decision of the Council or Resources Committee. 
6.4.	Cheques or orders for approved payments drawn on the bank account shall be signed by two members of the Council duly authorised by the Council as signatories and accepted by the Bank.  A member who is a bank signatory, having a connection by virtue of family or business relationships with the beneficiary of a payment, should not, under normal circumstances, be a signatory to the payment in question.
6.5.	To indicate agreement of the details shown on the cheque or order for payment with the counterfoil and the invoice or similar documentation, the signatories shall each also initial the cheque counterfoil.
6.6   Internet banking instructions for approved payments drawn on the bank account shall be authorised by two members of the Council duly authorised by the Council as signatories and accepted by the Bank.  A member who is a bank authoriser, having a connection by virtue of family or business relationships with the beneficiary of a payment, should not, under normal circumstances, be an authoriser of the payment in question
6.6.	A list showing all payments made since the previous report shall be provided to the Resources Committee at each meeting. This list of payments shall be available to any member of the Council on request. 
6.7. If thought appropriate by the Council or Resources Committee, payment for utility supplies (e.g. energy, telephone, and water) and any National Non-Domestic Rates or other regular periodic payments provided for in the budget and approved for this purpose by the Resources Committee may be made by variable direct debit provided that the instructions are signed by two members and any payments are reported to Council or Resources Committee as made.
6.8.	If thought appropriate by the Council or Resources Committee, payment for certain items (principally salaries) may be made by banker’s standing order provided that the instructions are signed or otherwise evidenced by two members, are retained and any payments are reported to Council or Resources Committee as made. 
6.9.	If thought appropriate by the Council or Resources Committee, payment for certain items may be made by BACS or CHAPS methods provided that the instructions for each payment are signed, or otherwise evidenced, by two authorised bank signatories, are retained and any payments are reported to Council or Resources Committee as made. 
6.10.	If thought appropriate by the Council or Resources Committee, payment for certain items, including salaries, may be made by internet banking transfer provided evidence is retained showing which members approved the payment.





1 – BACs Payment Processes
Online Banking Users 
1) The Town Council in taking advantage of online banking shall establish two classes of user:
CLASS A - user rights only to view balances and create payments. 
CLASS B - user rights only to view balances and authorise release of payments. 

2) The Town Clerk and Finance and Administration Officer shall be CLASS A users.
3) The Council’s bank signatories shall be CLASS B users. 
4) No other users shall be permitted on the council’s online banking system. 
5) Class A users are not permitted to authorise the release of payments. 
Making BACs Payments 
1) The Finance and Administration Officer shall prepare a schedule of payments using the Rialtas accounting system.
2) The Clerk will check the payments list and create within the council’s banking system the payments for approval by two authorised signatures.
3) The Finance and Administration Officer shall provide CLASS B users with an approved schedule of payments for reference when authorising payments 
4) Two CLASS B users shall authorise payments for release. No payment shall be released without two CLASS B users having authorised the payment. 





Item 11		Appendix 12:	Risk Register
Risk Register
	Item 7b
Subject:
	No.
	Risk identified
	Potential impact
(H/M/L)
	Level of risk
(H/M/L)
	Management/Control of risk
	Review/Assess/Revise

	Business continuity

	1. 
	Council unable to continue business as a result of an unexpected or tragic event
	H
	L
	All files and recent records are retained at the council’s office.  There is a secure, cloud-based IT system for digital records. Paper documents, both current and archived, are filed in the Saxmundham Town House. 
	Review regular updating of user passwords.  
Personnel files are stored in locked, metal filing cabinet. All other paper-based documentation has been reviewed but historical documentation is yet to be logged and archived appropriately.
Assistant clerk and clerk share information about each other work.

	Business continuity
	2. 
	Town Clerk temporarily absent or otherwise unable to carry out duties.
	H
	M
	In the event of the clerk being indisposed the assistant town clerk will provide clerical support. An operational plan is in place including temporary clerical support. Appointment of Finance and Administration Officer to ensure financial continuity 
	Ensure that both members of staff have reasonable day-to-day experience of all systems to ensure continuity. 

Council to revert to using cheques in an emergency. 

	Business continuity
	3. 
	Council records: Loss through damage, fire, or theft
	H
	L
	IT system files are backed-up using a cloud-based system.  This occurs at file creation and updating. See Business Continuity 1.
	Also refer to Business Continuity 1.
Provide an emergency contingency plan.

	Business continuity
	4. 
	Access to confidential information by non-authorised personnel.
	M
	L
	Only the Town Clerk, the Assistant Town Clerk, and the IT administrator have access to HR confidential information.  
	Password updating procedure in place with our IT support. 
Contact IT support if access is required. 

See Financial Regulations. 
Cabinets/Offices to be locked when Clerk/Assistant Clerk not present.



	Business continuity
	5. 
	Meeting location adequacy: Health and Safety
	H
	L
	Full Council meetings are normally held in the Market Hall.  Committee meetings are normally held either in the Market Hall or Saxmundham Town House.  The clerk and assistant town clerk hold keys/access codes to both.  The premises are considered satisfactory providing all statutory health and safety obligations are observed.
	Statutory health and safety obligations for both the Market Hall and the old police station reviewed and will be continued Relevant documentation retained in STC Office. 

Clerk has arranged for Town House door code to be reset.

When the Council has locally based key holders, they may want to consider alarm systems for the buildings.  

	Freedom of Information Act (FOA)
	6. 
	Policy Provision
	M
	L
	The council has a model publication scheme for local Councils in place.  The Town Clerk is aware that if a substantial request arrives it may necessitate additional hours of work.  The council is able to request a fee if the work will take in excess of 15 hours to complete.  The request can be resubmitted in sections to negate the payment of a fee.
	Monitor any report and potential impacts made under the FOA.
Review files for any previous information requests.
On receipt of an FOI, the Chair and Vice-Chair should be informed.

	Data Protection
	7. 
	Failure to comply with GDPR (General Data Protection Regulation) 2018 or later regulations
	H
	L
	Follow good administrative practice for securing personal and GDPR related data


	Audit and action sheet completed 2019 officers to review risks on an annual basis. 
Ensure all software packages are compliant with GDPR
Clerk and administration staff to receive online update training.

	 Finance
	8. 
	Precept adequacy
	H
	L
	Sound planning and budgeting process to support the annual precept requirement.  The process should take account of each committees’ recommendations.  The Resources Committee reviews the planned budget in October/November with recommendation/agreement by Full Council each January. 
	Minute to be made on budget, submission of precept request and receipt of precept payments.
Copy of the approved budget to be sent to all members. 

	Finance
	9. 
	Budgetary control
	H
	H
	The RFO to regularly provide the council with regular updates regarding receipts and expenditure against each budget category.
	Part of Financial Standing Orders Section 4. Budgetary Control and Authority to Spend. Financial Regulations reviewed 2020 and will be reviewed reported to Resource Committee & Council annually
Resources Committee to receive regular budget/forecast detailed update.  Full council to receive regular updated summary budget sheet.

	Finance 
	10. 
	Insurance adequacy
	M
	H
	Statutory requirement: Employers’ Liability, Public Liability, Fidelity Guarantee.  Annual review completed. Part of annual audit.
	Asset Register to be reviewed annually or updated more frequently as required.
Market Hall to have a separate asset list. 
RFO to report to Council on general adequacy of insurance. 

	Finance
	11. 
	Banking: Adequacy of checking procedure
	L
	L
	The council has agreed Financial Regulations which determine the procedure.  Annual independent audit.
	Review Financial Regulations annually and as required.
Online banking mandate to be reviewed by Full Council, when necessary.


	Finance



	12. 
	Cash: Control to prevent loss through theft
	H
	L
	Regular reconciliation of bank statements prepared by RFO.  Checked and signed by designated Councillor.  Two authorised signatures required for cheques.
Annual internal and external audits completed.
For internet banking payments will be initiated by the clerk and approved by an authorised signature. 

	Part of Financial Standing Orders.  Review as required.
Review procedure for on-line banking and on-line payment authorisation. On-line banking mandate to be reviewed and agreed by Council 
Move banking to facilitate 2 councillors approving online payments. 
Organise card facility to minimize funds to councillors and officers.


	Finance
	13. 
	Approval of expenditure: authorisation levels
	H
	L
	Any financial decision must be resolved and clearly recorded prior to any commitment.  This usually takes place at Committee meetings.
All income and expenditure must be detailed in quarterly reports presented to the Resources Committee and Full Council.  
Financial Regulations have been reviewed and specific limits specified. 
	Monthly Payment report contains authorisation notes to be completed by Clerk and presented to Full Council.

Internal auditor to randomly sample minute numbers and check financial decisions. 

The clerk will send out a copy of the monthly reconciliation and budget report to all councillors on a monthly basis. 

	Finance
	14. 
	Fraud
	H
	L
	Internal procedures are observed.  Fidelity Guarantee insurance must be in place.
	Monitor adherence to Financial Regulations.
Annual check of fidelity insurance. 

	Finance
	15. 
	VAT & other Taxes
	H
	L
	The council has Financial Regulations which define the requirements for VAT recovery which is completed on a quarterly basis.
PAYE tax & NI paid as defined by HMRC regulations.
	Council to review the VAT in relation to the Market Hall before embarking on major refurbishment.

	Land and Property
	16. 
	Don’t have key documents of ownership and possession.
	L
	L
	Clerk to review all documents and seeing information from Land registry where there are gaps
	Council to consider whether to pursue registering any unregistered property/land.


	Land and Property
	17. 
	Licenses and Leases 

	L
	L
	Resources Committee to review all licences and Leases on an Annual Basis.
	Council to have all leases reviewed by a solicitor. 

	Liability
	18. 
	Damage to building assets, street furniture, IT equipment, play equipment and other equipment
	M







	L







	An Asset Register is maintained, and insurance is held at the appropriate level for all items.  Regular checks are made on all equipment by the appropriate service providers and members of the council.
Capital Replacement Fund now in place.

	An inventory of equipment is required, and a central log should be maintained for any items of equipment or documentation which are lent out.  This to include a signature by the borrowing party.
See comments on Asset Register and Insurance Cover.

	Liability
	19. 
	Legal Powers: Illegal activity or payments

Legal powers: Working Parties taking decisions
	H



L
	L



L
	All activity and payments made within the powers of the Town Council (not ultra vires) are to be resolved and clearly recorded in the minutes.

Terms of reference are in place and agreed for Committees and Working parties. 
	Include details of powers being used by Council in the minutes and papers.



	Liability
	20. 
	Agendas, minutes, and statutory documents: Accuracy and legality and/or non-compliance
	L
	L
	Agendas and minutes are produced in the prescribed method and adhere to legal requirements.
Minutes are approved and signed at the next meeting where possible.
Agendas and minutes are displayed according to legal requirements.
Business conducted at Council meetings should be managed by the Chairman according to Standing Orders.
(Covid -19 has impacted on signatures)
	Existing procedures adequate.
Undertake adequate training to ensure adherence to procedure.
Members to adhere to Code of Conduct and Standing Orders.
Review Standing Orders at least annually to ensure relevance.


	Liability
	21. 
	Public Liability: Risk to third party, property, or individuals
	H
	L
	Insurance is in place.  Risk assessment of any individual event is undertaken.  Separate insurance is taken for one-off events. Health and safety risk assessment, training and instruction routinely completed.
	Existing procedures adequate.  An annual review of insurance cover to be completed at the start of each financial year.

	Council Reputation
	22. 
	Conflict of interest





Register of Members’ Interests
	L





L
	L





L
	Councillors have a duty to declare any interest at the start of a meeting or when an interest becomes apparent during a meeting. Councillors with a pecuniary interest must leave the meeting while that item is discussed.

Register of Members’ Interests form to be reviewed at least annually.
	Existing procedures are adequate.  Reminder to be issued regarding updates to the Interest Register at the start of each financial year.



Members to take individual responsibility to update the register on-line.

	Council Reputation
	23. 
	Councillors and Staff: Bringing the Council into disrepute
	M
	L
	Councillors understand and receive training on the Code of Conduct.  A professional approach is undertaken for all Town Council matters.
An e-mail protocol policy is available.
	Members to identify training requirements.
Clerk to issue a reminder covering available training at the start of each financial year.
Review e-mail protocol policy and update as required.


	Health & Safety
	24. 
	Accident/injury public and staff 
	H
	H
	Staff have risk assessments and regularly monitor the Health & Safety risks Councillors have undertaken annual sites visits to record health and safety and Maintenance issues.
	The Council are considering appointing an external body to be the competent body for Health and Safety for the Town Council. 

	COVID-19
	25. 
	Sustained disruptions to service and budget.
Public health risks to staff and public
	H
	H
	Specific risk assessments in place which are constantly reviewed considering government guidance.
	Budget to include contingency for responding to unexpected events.

Staff & public welfare to be considered by relevant Committee in the event of a changing situation.

	Emergency Plan
	26. 
	Sustained disruptions to service and budget.
Public health risks to staff and public
	H
	L
	Council to consider developing Emergency Plan.
	Emergency Pan to be reviewed annually to ensure information is UpToDate. 



















Item 15	:	 Appendix 13: Communications Policy

Saxmundham Town Council - Communications policy
1. Statement of Policy
1.1 This policy is intended to set out guidelines for how the Town Council communicates internally and externally.  It is intended to help Councillors, staff and affiliated volunteers make appropriate decisions about the way in which they communicate both in their official capacity and personally.  It covers all means of written, verbal, and visual communications including, but not limited to: websites, social media, blogs, vlogs, podcasts, videos, message boards, forums etc.
1.2 This policy outlines the standards the Council itself intends to adopt, as well as that which is required by Councillors, staff and volunteers when communicating internally and externally; the circumstances in which the Council will monitor its operation and the action to be taken in respect of any possible breaches of this policy.
1.3 This policy supplements and should be read in conjunction with all other policies and procedures adopted by the Council. 
2. Who is covered by this policy?
This policy covers all individuals working at all levels within the Town Council.  This includes paid staff members and elected councillors and volunteers. 
Within this policy “Members” refers to anyone affiliated with the Council, either as elected Councillors, staff or volunteers.
3. Scope of policy
3.1 The Council has overall responsibility for the effective implementation, operation and monitoring of this policy.  All members are protected by and expected to comply with this policy at all times. Its aim is to protect the reputation, privacy, confidentiality and interests of the Council, its services, employees, and community.
3.2 Behaviour required by the Members’ Code of Conduct shall apply to online activity, written and verbal communication. Members must be aware that inappropriate conduct can still attract adverse publicity, even where the Code does not apply and be mindful of their conduct when communicating both in their official capacity and personally.  Content and communications published in any official capacity should be objective, balanced, informative and accurate.  Members should bear in mind that their profile as a Councillor means that it is more likely they will be seen as acting in an official capacity when networking or sharing content online.
It must be remembered that communications on the internet are permanent and public. When communicating in a ‘private’ group it should be ensured that the Council would be content with the statement should it be made public.  Councillors are expected to be honest and open, and to be mindful of the impact their contribution might make to people’s perceptions of the Council.
3.3 All employees, members and volunteers should ensure that they take the time to read and understand this policy. You are personally responsible for content you publish. Any breach should be reported to the Town Clerk.
3.4 Questions regarding the content, scope or application of this policy should be directed to the Town Clerk.
4. Tone of communications and appropriate language and terminology
4.1 Communication with the public should be undertaken in a variety of different methods, acknowledging that members of the community will have differing access and preferences when it comes to consuming information.  The Council should make efforts to reach a range of ages and demographics in the methods they employ to communicate.
4.2 All external communications from the Council should be factual and transparent.  Statements on council decisions and policy should be written in a formal tone with precise and technically accurate language. Council communication should remain professional, clear and situation appropriate.
4.3 The Council should make every effort to consider their audience at all times: The Flesch Reading Ease score may be considered in order to make documents for public consumption suitably accessible.  
4.4 More informal, friendlier language is accepted for promoting events or communication intended for under 18s.
5. Visuals – branding
5.1 The adopted font of Saxmundham Town Council is: Raleway or Calibri (Body), where possible, efforts should be made that all written communications are written using this font.
5.2 Where an appropriate logo, letterhead, or document format is available, it should be used for official Council communications.
5.3 Emails from official Council addresses should be signed off with a standardised Council email signature.
5.4 The Town Council’s adopted colours are:   
· Duck egg colour is 55c 9m 28y 0k
· soft red is   9c 76m 49y 1k
· Business blue is 92c 59m 29y 8k
· Community blue is 37c 5m 7y 0k
Where possible these pantones should be used in all visual media (ie posters, web pages etc)
6. Channels of communication 
6.1 The public’s first point of contact for communication with the Council is normally the Town Clerk.  The Clerk will either act on or distribute incoming correspondence to relevant Members in a timely manner. 
6.2 Members may share general information relating to the Council and their role, but statements on council policy and committee business should be approved by Clerk in conjunction with the appropriate committee chair.  
6.3 Members should feel confident to share information and promote Town Council activities, without prohibitive red tape. As long as the interests of the Council are considered, and the guidance included in this policy is followed; Members do not have to seek approval for communications which occur as they carry out their duties.
6.4 Proofreading and editorial control of communication is down to the individual sending or publishing it, unless otherwise stated below.
Means of Communication
Minutes:  
What: Required for formal Council Committees 
Who takes the Minutes: Clerk or Assistant Clerk
Notes: 
· The minutes must record the names of Members present at the meeting and the existence and nature of any interest declared by Members. The minutes are not a verbatim record of debate at a meeting but must accurately reflect the resolutions made and record voting if this is requested by a Member at that meeting. 
· Minutes should be produced and circulated to members as quickly as possible after the meeting. It is good practice to circulate minutes within 10 working days of the meeting.  A draft copy can be produced pending finalisation.  It is acceptable for draft minutes to be published on the council website or notice boards as long as it is recorded prominently to the effect “Minutes subject to approval at the next meeting” or by using a “DRAFT” watermark.
· If changes are made to minutes by the council or committee before acceptance and signing, the wording changes should be recorded in the minutes of the meeting that agreed the changes and the original minutes must be amended to reflect the changes. The copy signed by the Chair will contain the alterations, recorded in longhand, with the changes signed and dated.
· Decisions taken at meetings are effective immediately, and not dependent on the minutes being approved at the following meeting.
· Signed minutes should be retained by the clerk for council archives.
Reports
What: Normally required for Councillors in order that councillors can take informed decisions.
Who: Reports may be prepared by the Clerk or other employee. Occasionally, reports may be made by a Member or Councillor, for example when reporting back to the council or committee on an event attended or research done at the council’s request.
Notes: 
The council’s decisions can be set aside by a court if due regard has not been had to relevant information or irrelevant considerations have been applied. 
Some matters may require Councillors to consider a variety of facts or documentation. It is important that such information is provided to Members in advance of the meeting in the form of a report. 
Reports should be circulated at the same time as the agenda and made available to the public, unless they include confidential matters that would justify the exclusion of the press and public at the meeting. This enhances the transparency of the council’s decision making and improves local knowledge of its activities. It greatly improves the speed of handling business at a meeting if all the relevant information is made available to Members in a report that assists their grasp and deliberation of a matter before the meeting. The vast majority of county and district council business is dealt with in this way.
Reports should be written as concisely and clearly as possible; ambiguous language particularly should be avoided when composing reports.
Annual Report 
The Town Council publishes its annual Report in May which is distributed at the Annual Town Meeting. 
Notice board
What: The notice board should display: 
· The full title of the parish council
· The name, address, telephone number and email address of the clerk
· The council’s website address
· A list of Members of the council with contact details (address, telephone number, email) and their political group, if this is relevant locally
· Venues, dates and times of meetings for the year
· Agenda for forthcoming meetings
· Details of where the minutes, the code of conduct and other public documents may be inspected
Who: The Town Clerk and a nominated representative of the Amenities Committee is responsible for keeping the Town Council noticeboard up to date
Notes: 
It is essential that notice boards are kept up to date and notices replaced regularly. Councils can make arrangements with other bodies for joint use of notice boards. A community notice board that meets the needs of public bodies and local groups, as well as providing useful information for residents and visitors, is an economic means of achieving several objectives.
Website
What: The website may be used to:
• Post notices and minutes of meetings
• Advertise events and activities
• Post good news stories
• Link to appropriate websites or press page if those sites meet the Council’s expectations of conduct provided that their terms and conditions of that website permit it
• Advertise vacancies
• Share information from partners i.e. Police, Library, district council, etc. if permitted to do so.
• Announce new information appropriate to the Council.
• Post or share information promoting bodies for community benefit such as schools, Scouts, sports clubs and community groups
• Post other items as the Council see fit.
• Promote business and economic growth within the town.
Who: The Clerk will appoint a nominated officers, councillors and occasionally volunteers to maintain and update the Council Website. These people do not need to seek pre-approval for publishing content to the website that is in line with their duties.
Notes: 
The Council recognise that the Internet is a significant and powerful means of communication. The Council is dedicated to providing an informative and user-friendly website which can provide a variety of information to the community. 
The overall content and structure of the website is decided by the Communications Working Group.
It is essential that the website is kept up to date on a regular basis; displaying up-to-date and relevant information, and that older documents are archived.  This is a joint responsibility of all nominated Members, monitored by the Town Clerk and the Communications Working Group. 
A good website can say a lot about the efficiency, effectiveness, and relevance of a parish council. All content should follow the suggestions set out in this document for branding, tone, and good use of English.
Members who wish to have an item published to the website may submit it to the Town Clerk
Suggested edits or changes to the website should be sent to the Town Clerk

External communications (letters, emails, Press relations, Posters, publicity etc)
What: This section sets out the policy in relation to Council Correspondence. 
Who: Anyone with a Council email address is responsible for using it appropriately, and that their communication falls in line with the code of conduct.
Notes: 
Councillors are personally responsible for any online activity conducted via their published e-mail address. Councillors are advised to use the Town Council email address for Council business.
The official point of contact for the parish council is the Clerk, and it is to the Clerk that all correspondence for the parish council should normally be addressed. The Clerk should deal with all correspondence and refer it to the appropriate committee of the Council. 
A copy of all outgoing correspondence relating to the council or a Councillor’s role within it, should be sent to the Clerk, and it be noted on the correspondence, e.g. “copy to the Clerk” so that the recipient is aware that the Clerk has been advised. Where correspondence from the Clerk to a Councillor is copied to another person, the addressee should be made aware that a copy is being forwarded to that other person (e.g. copy to XX). E-mails from Councillors to external parties should be copied to the Clerk
No individual Councillor or Officer should be the sole custodian of any correspondence or information in the name of the parish council, a committee, sub-committee or working party. Councillors and Officers do not have a right to obtain confidential information/documentation unless they can demonstrate a ‘need to know’. 
All official correspondence should normally be sent by the Clerk in the name of the council using council letter headed paper or their official Council email address.
If Councillors receive a complaint from a member of the public, this should be dealt with under the Council’s adopted complaints procedure, or via a council agenda item.
You can expect a response from officers of the Town Council within seven working days. If you require an urgent response this should be clearly stated in the email. 
The Clerk should clear all press reports, or comments to the media, with the Chair of the council or the Chair of the relevant committee. Press reports from the council, its committees or working parties should be from the Clerk or an officer or via the reporter’s own attendance at a meeting. 
Unless a Councillor has been authorised by the council 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. Unless a Councillor is certain that he/she is reporting the view of the council, they must make it clear to members of the public that they are expressing a personal view. 
Any promotional posters, leaflets or booklets must be signed off by the Town Clerk before going to print.
Newsletters (email and physical)
What: The Council commits to distributing three physical newsletter each year.  There may also be additional email newsletters distributed among relevant groups.  The frequency of these is to be determined by the Council member leading that department or initiative.
Who: Editorial control for printed newsletters is normally held by The Clerk in consultation with the Communications Working Group. All Council members are welcome and encouraged to submit pieces for newsletters.
Where e-newsletters are sent out; the sender is responsible for the content and presentation of the newsletter.  Before setting up a mailing list, and introducing an e-newsletter for their department, they must first obtain approval from the Town Clerk. They are not required to have their work approved by the Chair or Town Clerk but are responsible for any outcomes from the communication.  The Town Clerk may request to review past or current content or may call for the cessation of communications via e-newsletter at any time, but only where there is reasonable cause.
Notes: Please refer to section 4 & 5 for guidance on content, writing style and aesthetic.
Edits may be requested from authors of newsletter content if it does not meet the guidance in section 4, if it is factually incorrect, grammatically incorrect, or breaks any Council rules on Members’ code of conduct, though autonomy should be allowed wherever possible.
Social media
What: social media is an excellent method of communicating events, Council-related news, governance information and of gathering views and input from the community.  Social media may be used to support the website and the information contained on it.
Who: The official Saxmundham Town Council social media accounts are administered by select representatives; namely Jeremy Smith (Chair), Roz Barnett (Town Clerk), and Jess Palmer (Town Centre Coordinator).  Other members may submit content to the named representative to be posted on their behalf.  
Each Member is responsible for the content they post on their personal social media profiles; ideally it should adheres to the code of conduct: This is especially important where they have identified their affiliation with the Council.
Notes:
Members may post about and promote events and news relating to their role within the Council using their personal profiles.  There is no requirement for pre-approval, though Members should take care, when identifying themselves on social media as a representative of the Council, that content posted is factually correct and suitable for public consumption (ie events and dates have been confirmed, and represents the views and remit of the Council and in no way damages the reputation of the Council.
The Clerk and nominated members of the Communications Working Group will act as moderators. The moderators will be responsible for monitoring of the content on council pages, ensuring it complies with the Social Media Policy. The Clerk will have authority to instruct members to immediately, without notice or comment, remove any posts from the Council’s social media pages, or where they have stated an affiliation to the Council, if they are deemed to be inflammatory or of a defamatory or libellous nature. Such post will may also be reported to the Hosts (i.e. Facebook) and also the Council for its records.
Members should not allow their interaction on any websites or blogs to damage their working relationships with others, or make any derogatory, discriminatory, defamatory, abusive, obscene, or offensive comments. 
If Councillors share content on social media personally, and not in their role as a Councillor, they must not act, claim to act, or give the impression that they are acting as a representative of the Council. They should not include web links to official Council websites as this may give or reinforce the impression that they are representing the Council.

Where Members are posting with reference to, or on behalf of the Council, they should: 
· Be responsible and respectful; be direct, informative, brief, and transparent.
· Disclose their identity and affiliation to the Council.
· Avoid making false or misleading statements.
· Not present themselves in a way that might cause embarrassment. They should always aim to protect the good reputation of the Council.
· Be mindful of the information posted on sites and make sure personal opinions are not published as being that of the Council.
· Keep the tone of comments respectful and informative, never condescending or “loud.” Use sentence case format, not capital letters.
· Refrain from posting controversial or potentially inflammatory remarks. Language that may be deemed as offensive relating in particular to race, sexuality, disability, gender, age, or religion should be avoided.
· Avoid personal attacks, online fights, and hostile communications.
· Not post comments that you would not be prepared to make in writing or face to face.
· Never name an individual third party unless you have permission to do so.
· Seek permission to publish original photographs or videos from the persons or organisations in the video or photograph before they are uploaded. You must check that there is parental permission before photos of children are used.
· Respect the privacy of other Councillors, staff, and residents.
· Never post any information or conduct any online activity that may violate laws or regulations, such as libel and copyright. 
· Do not upload, post, or forward any content belonging to a third party unless you have that third party’s consent.
Never disclose commercially sensitive, personal, private, or confidential information. Never publish anyone else’s contact details. If you are unsure whether the information you wish to share falls within one of these categories, you should discuss this with the Town Clerk or nominated Moderator.
Anyone who feels that they have been harassed or bullied or are offended by material posted or uploaded by elected and co-opted Councillors, volunteers or officers should inform the Town Clerk or the nominated Moderator.
Every effort should be made to check posts for grammar, spelling and good English.
Monitoring use of social media websites.
Members should be aware that any use of social media websites (whether or not accessed for council purposes) may be monitored and, where breaches of this policy are found, action may be taken
Misuse of social media websites can, in certain circumstances, constitute a criminal offence or otherwise give risk to legal liability against you and the Council.
Residents and councillors should be aware that communication through social media is not the formal way of raising an issue with the Town Council and not al comments will be responded to.
If a matter raised in any form of social media needs further consideration by the Council it may be raised at either the Public Question Time or as a full agenda item for consideration by a forum of Councillors. Any response agreed by the Council will be recorded in the minutes of the meeting.  Points for further consideration may be brought to the attention of the Council by any Member, not just the Moderator.  The Moderator, or any nominated social media Administrator may invite members of the public to re-raise points or comments made on social media through official channels with the Town Clerk.  The Council are not obliged to make any definitive response to any comments left by members of the public on social media channels; it is preferred that the commentors are instead directed to the official channels (ie, emailing their points with the Town Clerk.)  
Reports of any concerns regarding content placed on social media sites should be reported to the nominated Moderator or Town Clerk for referral to the Council as required.
All social media sites in use should be checked on a regular basis to ensure the security settings are in place.


Public participation sessions 
All meetings of the Full Town Council are open to the Press and Public and these guidelines are for those attending and speaking at meetings.
​
​Speaking at a Meeting 
The Town Council meeting has a section called ‘Public Participation – Have Your Say’, where you can get involved and speak, tell the meeting something or ask questions. It is usually at the beginning of the meeting 
	Speaking Guidelines
· Please let the Chair know before the meeting starts that you want to speak – you can phone or email in advance or tell the Chair at the meeting. 
· Tell the Chair what topic(s) you want to cover. 
· You are not restricted only to topics that are on the agenda. 
· If you don’t get a chance to do this, the Chair will ask if anyone else wants to speak. 
· The Chair will invite you to stand or sit at the table.
· Please give your name which will not normally be recorded in the minutes
· There is normally time limit of 3 minutes per person to speak. 
· You can speak on more than one topic during this time. 
· If there are similar questions or statements about one topic then the Chair may ask one person to speak on behalf of the others. 
· Councillors may ask you questions for clarification. 
· The Council may respond to you at the meeting or may write to you. 


Review period
This policy will be reviewed every 3 years.  The next date for review is: March 2025

Item 16		Appendix 14: Correspondence

	Correspondence Log January February 2022


	Item Number 
	Correspondence received. 

	Action Taken
	Outcome

	1. 
	Resident requested that a defibrillator be installed in the Market Hall
	Clerk referred to Market Hall Committee
	Ongoing

	2. 
	Three residents contact the council about the Carlton Park industrial development.
	Discussed January Town Council
	Ongoing

	3. 
	Notification from East Suffolk that we have been offered 4 benches from the Welcome back fund
	Clerk referred to the Amenities Committee
	Ongoing

	4. 
	Sizewell C communities team offered a meeting to discuss developments 
	Clerk Responded
	Ongoing

	5. 
	Saxmundham have been invited to nominate a citizen to take part in the Suffolk Platinum Jubilee Torch relay
	Clerk circulated to councillors
	Ongoing

	6. 
	Two residents reported fallen trees after recent storms
	Clerk responded
	Resolved




Item 19		Appendix 15: Staffing Matters

SAXMUNDHAM TOWN COUNCIL
Job Description

Job Title:		Finance and Admin Officer 
Place of work:		The Town House, Saxmundham
Hours of work:	10 hours of work per week – (Normally worked Monday and Tuesday)
Salary:			(SCP scale 6 point 19)
Pension		Option to join the NEST pension scheme
Responsible to:		Town Clerk
Objective: 	The post holder will assist the Town Clerk in the management of the finances for the Town Council, Market Hall and Gannon Rooms as well as completing general administrative activities 
Key Tasks: 
· To review invoices for payment with the RFO and confirm that the work, goods, or services to which each invoice relates has been received. 
· To check invoices for arithmetical accuracy.
· To enter all payments and receipts into Rialtas software by the end of every month.
· To record cash and cheque receipts ensuring they are banked in a timely fashion. 
· To attend the monthly Resources Committee and take minutes as required.
· To provide monthly Rialtas reports to the Resources Committee and Town Council. 
· To reconcile all payments and receipts on the first week of the month.
· To initiate payments in the absence of the Town Clerk.
· To use the Hallmaster software to issue invoices and track rent payments for the Market Hall and Gannon Rooms.
· To keep an overview of income received through online ticket sales. 
· To complete quarterly VAT returns
· To keep financial and related records including contracts.
· To work as part of the Town Council’s administrative team, dealing with general enquiries from members of the public and others.
· To ensure all assigned tasks and duties are completed in a safe manner and comply with safety rules/procedures. 
· Be prepared to undertake any other duties as directed by the Town Clerk.






	PERSON SPECIFICATION


	
ESSENTIAL

	
DESIRABLE

	Qualifications & Training

· Accountancy qualification such as ATT/ACCA/ACA or demonstratable relevant experience undertaking a similar role or tasks.

	
· CILCA qualification


	Knowledge and Experience

· Experience of managing budgets/accounts 
· Experience of creating and using excel spreadsheets.
· Experience of using accounting software eg Rialtas, Sage or Scribe.

	

· Competent in Rialtas Omega Accountancy software.
· Experience of working in the public sector.

	Skills / Abilities

· Excellent communication and a friendly and welcoming demeanor. 
· I.T skills enabling use of word, excel and databases good numeracy, literacy, and presentation skills
· Able to work under pressure

	



	Personal Characteristics
· Methodical and tenacious.
· Be a team player. 
· enthusiastic with a willingness to learn. 

	

· Attention to detail and have an ability to proofread communications. 




[image: ]
-------------------------------------
Saxmundham 
Town Council 
is seeking A
Finance and Administration Officer
-------------------------------------

	Finance and Admin Officer
10 hours of work per week (£13.21 per hour pay award pending)
Hours could be worked during the School Day.

Saxmundham Town Council have a part-time vacancy in our small and friendly team for a Finance and Administration Officer.  
We are looking for an individual that can undertake the financial administration duties of the Town Council.  
The Council would like to recruit an individual with excellent IT skills and experience of using accounting software packages.

	The closing date for this vacancy is Friday 7th of April 2022.


Please contact the Town Clerk for full details of the post and an application form
Email townclerk@saxmundham-tc.gov.uk
Tel 01728 604595
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Review Stages:

Stage Action Dates

Commencement | Terms of Reference approved by | 26 January 2022
Council.

Stage One Consultation with Stakeholders — | Feb-April 2022
initial submissions invited on future
arrangements.

Stage Two 1. Consideration of submissions | April - May 2022

received.
2. Draft recommendations
prepared.

Stage Three Draft recommendations to be | May 2022 (TBC)
considered by  Council  and
approved for further consultation.

Stage Four 1. Consultation with Stakeholders | May — September

on draft recommendations.
2. Final recommendations
prepared.

Stage Five Final recommendations to be | September 2022
considered by  Council  with | (TBC)
resolution to make a Re-
organisation Order.

Completion Re-organisation Order made. October 2022
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Saxmundham Town Council

Payments Februsry 2022
for the period 01/02/2022t0.28/02/2022
Invoice Date  Description
01/02/2022  Website Update
01/02/2022  750Even Planning
01/02/2022  750Evenc50%
01/02/2022  Newlaprops
01/02/2022 | Quartercopies
01/02/2022  Quarter Rental Photocopier
01/02/2022  Town House Water
01/02/2022  Phones
01/02/2022  TestPayment
01/02/2022  GastownHouse.
01/02/2022  CleaningMterislz
01/02/2022  Noticaboards.
01/02/2022 _ ofce Supplies.
01/02/2022 s supplies
01/02/2022__ ofce supplies.
01/02/2022 1T Contract
01/02/2022  Laproprepsir
01/02/2022  Mapsign
01/02/2022  Sewags senvice
01/02/2022  Room Hire
01/02/2022  CleaningMaterislz
01/02/2022  Waste isposal
02/02/2022  Grane

02/02/2022  Ganon Room Electrics
02/02/2022  pump service
28/02/2022 salary1
28/02/2022  salary2
28/02/2022 salary3
28/02/2022  salary s
25/02/2022  salarys
28/02/2022  Pensions.
02/02/2022 scationery
02/02/2022  scationery
04/02/2022 _ Bank Charges
13/02/2022  Town House Water
1ej02/2022  wirl

16/02/2022  ElectricTown house
21/02/2022 _ Routine senvice

CustomerName.
NEON CONTENT & COPY

Biack knight Historical

Biack Knigh: Hiscorical

Red Duns Lta.

Corona Corporate Solutions.
Corona Corporata Solutions.
Wave Ut

Britizn Tlecom

SAX ADVENTURE PLAYGROUND
Opuz Enersy.

Eastern Shires Purchasing
Esstern hires Purchasing
Eastern Shires Purchasing
Esstern hires Purchasing
Eastern Shires Purchasing

RedDuns Lt
RedDuns Lta.

Leiston Press Publishing.
BinderLa.

Sexand Distict Community Intere.
Judy Chesterfield
SuffolkCosstalNorse Ltd
Citiens Advice Buresu.
PETER KING Elscrical

LES COTTON CONTRACTORS
Satary1

salary2

sslery3

Salarys

Ssarys

NEST.

vikingLea

Viking Lta.

BARCLAYS BANK.
EVERFLOW Water

aritizn Tlecom

ariisn Gas

angla fre security

Totals

‘Bank Balance 25/2/2022

Netvalue
12750
17800

100000
118920

Invoice Total
12750
17800

100000

18
32082
4000
1538
500
16801
3612
11520
14010
248
564

2335
50
205.20
700
3000
13200
16785
150000
20232
26400
252205
‘29126
35607
27548
275.48
38155
2923
3585
1859
a8
3198
16503
5000
12,1551
€ 161,999.53
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Market Hall

Payments February
for the period 01/02/2022 to 28/02/2022
Invoice DateDescription

01/02/2022  Cleaning

01/02/2022  Water

01/02/2022  Callout for alarm
01/02/2022  Music Licence
01/02/2022  Gas

01/02/2022  Unit Repair
01/02/2022  Drain clearance
01/02/2022  Clock inspection
11/02/2022  Kitchen refurbishment

Customer Name
Judy Chesterfield
EVERFLOW WATER

Anglian Security & Fire Ltd.

PPLPRS United for music
E£ON

S Stainless Steel

P Bowyer Associates Ltd
Smiths of Derby

DBS Projects

Totals

Bank Balance 25/2/2022

NetValue

£
£
£
£
£
£
£
£
£
Te

219.00
62.82
95.00

110.00
574.67
100.00
155.00
29167
14,119.49
15,727.65

£28,188.77

Invoice Total

£

mimm mm o m o m

219.00
62.82
114.00
132.00
689.60
120.00
186.00
350.00
16,943.29
18,816.81
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Saxmundham Town Council February 2022
Payments and Receipts

Income
Date Payee name

03/02/2022  Saxmundham Adventure Play
04/02/2022  Barclays Bank.

Description
Refund Test Payment
loyalty.

07/02/2022 _ Saxmundham Business AssociatiiDonation

10/02/2022  Post Office Counter Deposit
14/02/2022  HMRC

Expenditure
Date Payee name
04/02/2022  NEST pensions
04/02/2022  Barclays Bank.
07/02/2022  Market Hall
09/02/2022  Wave Urilities
09/02/2022  Opus Energy
09/02/2022  British Gas
16/02/2022  Amy Rayner

Donation
VAT 3rd Qu
Total Income.

Description
Pensions

Bank Charges

vaT Q2

Water

Gas Feb Town House
Electric Town House
Tree Planting Expenses

14/02/2022  Red Dune Ltd. ITsupport
16/02/2022  Black Knight Historical 750 Event
14/02/2022  Swans Nursery. Trees - Refund Clerk.
14/02/2022  Neon Content Web Update
18/02/2022  Saxmundham Adventure Play  Grant
21/02/2022 _ Everfiow Water
25/02/2022  Siemens Financial Senvices  Photocopier Quarter
28/02/2022  Rosalind Bamett SALARYFEBL
28/02/2022  Jennifer Morcom SALARYFEB2
28/02/2022  Amy Rayner SALARYFEB3
28/02/2022  Michael Light SALARYFEBS
28/02/2022  Jess Paimer SALARYFEBS
28/02/2022  Les Cotton Pump Service
28/02/2022  Leiston Press Publishing Map Sign
28/02/2022  Peter King Electrical ‘Gannon Eleatrics
28/02/2022  Suffolk Coastal Norse Ltd Waste
28/02/2022  Eastern Shires Purchasing Orga  Stationery and Cleaning
28/02/2022  Judy Chesterfield Cleaning
28/02/2022  Anglia fire security. Youth Booth
28/02/2022  Binder Lta Sewage service
28/02/2022  Viking Ltd. stationery
28/02/2022  Sax and District Community Int  Room Rental
28/02/2022  British Telecom Phone
Total Expenditure
Current Account Bank Balance 28/2/: £ 15553688

Cambridge Account Balance 31/12/2 £ 110,091.46

Amnt Rec'd
£ 500
£ s
£ seoL56
£ 10500
£ 0067

" 1075398
Amne P

£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£
£

356,07
27588
26707
26400
205.20
032
16785
3678
13200

%000

5700

a8

3000
12588

14,037.31

Authorisation
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Minute Number
Minute Number
Minute Number
Minute Number
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Minute Number
Minute Number
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
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Market Hall February 2022 Payments and Receipts

Payments and Receipts up to 1/03/2022

Income
Date

07/02/2022
07/02/2022
14/02/2022
17/02/2022
17/02/2022
25/02/2022

Expenditure
Date
01/02/2022
04/02/2022
14/02/2022
17/02/2022
17/02/2022
21/02/2022
28/02/2022
28/02/2022
28/02/2022
28/02/2022

Payee Name
HMRC
Barclays
keep fit
Private Party
keep fit
Judo

Payee Name
DBS Projects

Barclays Bank

SMs stainless steel

EON

P Bowyer Associates Ltd
EVERFLOW WATER
smiths of Derby

Judy Chesterfield
PPLPRS United for music

Anglian Security & Fire Ltd.

Bank Balance 1/3/2022

Description
VAT Refund
Loyalty Reward
Hall Hire

Hall Hire

Hall Hire

Hall Hire

Total income

Description
Kitchen Refurbishment
Bank Charges

sink alteration

Gas

Drain Clearance

Water

Clock Inspection
Cleaning
MusicLicence

Call Out Fire Alarm
‘Total Expenditure

Amnt Banked

£ 90.56
£ 220
£ 4000
£ 60.00
£ 7000
£ 190.00
£ 45276

AmntPaid  Authorisation
16943.39 Minute Number

16.80
120.00
689.60
186.00

62.82
42000
219.00
132.00
114.00
£18,903.61

momm o mmmmm

£10,550.38

Annual
Delegated
Annual
Delegated
Annual

Minute Number
Annual

Annual
Delegated
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4675 Y outh Bocth Meintensnce o 1313 280 187 1167 525%
4705 NP Other Costs o sz ew0 (2285 285 1381%
4810 Smmunhemh Beom sot6 2755 3000 245 25 918%
4815 Grounds Neinensnce 4184 818 2000 1182 1182 409%
20 Pley rspecion 274 285 400 16 e T11%
4825 Nerket rutbish. 1088 e 1m0 1428 1128 249%
% SrestFuniue o 1s0 200 s00 S0 750%
483 Nerkets snd Toursm. ) 268 1000 732 732 268%
005 Cricrers Flay squpment 2,000 ) ) o oo%
5015 Upgrading Merie Hal 7,000 ) ) ) o oo%
%020 Commuriy Gente facities 4000 ) ) ) o oo%
5025 Communiy Ars Facities 4000 ) ) ) o oo%
Total Overhead 290955 191928 720388 37488 455 8aT%
Totallncome 268805 290030 229,384 (60,646) 1264%
TotalExpendiure 240965 191929 229384 37455 455 83T%
Netincome over Expendiure 27,639 98,100 0 (98100
plus Tnsfer fom ENR 18,000 14500
lessTrnsferto EMR 30656 31,309

Movement offrom) Gen Reserve

1,29
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e Detailed Income & Expenditure by Account 01/03/2022

Month No: 12 Account Code Report
Actuallast ActualYear Cutent  Budget Commited  Funds % Spent
Year  toDate  AmualBud Verince Expendiure Avaiable
Income Detail

1000 HallHire 2216 8226 4120 (4108) 1997%
1020 Grants 37000 18000 16000  (2000) 1125%
1021 CLincome 7,000 0 o o 00%
1050 Other ncome 252 13582 1600 (11942 846.4%
1090 Bank nterest 4 N o a8 00%
Totallncome 46472 39782 21720 (18.062) 8a2%
4000 Staff Salares TexIPension 2003 45 3500 3185 3155 99%
4200 Cleaning. 225 987 0 (987) (987) 0.0%
4205 ites 2450 3319 3000 @319) @19 1108%
4235 Bank charges k4 158 100 (58) (658)  158.4%
4240 License Fee 27 250 300 50 50 833%
4260 TelephoneBroadoand 855 515 1250 735 735 412%
4270 isurance 1728 1397 1500 103 103 931%
4280 Consutancy 2740 739 200 133 1331 37%
4300 Refurbishment costs. 18107 o 2000 2000 2000 00%
4310 Cleaning and general materials 1917 2851 500 (2151 @151)  5303%
4320 Generalrepairs 1231 4234 5000 766 766 84T%
4330 Captal Replacement 10562 18729 0 (8729 (18729)  0.0%
4400 Marketng & Publcty 187 75 500 425 425 150%
4405 Webste 430 202 750 458 458 389%
4410 Events 0 40 1250 820 820 344%
TotalOverhead 43549 34122 21720 (12402 0 (12402) 157%
Totallicome 46472 39782 21720 (18.062) 183.2%
TotalExpenditre 43649 34122 21720 (12.402) 0 (12402)  157.4%

Netincome over Expenditure 2824 5660 5660)

Movement tol(from) Gen Reserve 2,824 5,660
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Item Column1. Location Asset Register | Insurance Purchased Ins __[Disposed
& ~ |value ~ |value & &

FROMUS SQUARE

[War Memorial Fromus Square [ £ 10,810.00 [ £ 12,049.00 [lan-05
'CHANTRY RD

[Chantry Road Play equipment [Chantry Rd play area) £ 5,999.00[€ 12,000.00 |Mar15

[Chantry Road Play Area 100 [1un-05

Fencing at Chantry Road [Chantry Rd play area] £ 712881 (€ 10,0000 |Dec14
'SEAMAN AVENUE

[seaman Ave Play Equipment [seaman Ave € 12,500.00 [£__61,091.21 [unknown

[seaman Ave Play Equipment [seaman Ave £ 27,958.21 Nov-13

Pumping station [seaman Avenue | £ 676855 €  8,000.00

playground

[Swings for Seaman ave [seaman Ave € 13,151.60 llan-12.

L bench [seaman Ave B 67145 Feb-22

[seaman Avenue Recreation Ground € 100 [Mar-05
MEMORIAL FIELD

[Memorial Field € 100 May-05

Portacabin Memorial Field | £ 24,203.63 | £ 28,714.88 |Dec1s

Football posts [Memorial field € 2,136.00 [ 2,380.00 [Apr-13

[Skate Park play equipment and Memorial field € 80,677.00 [£  82,444.07 [Nov16

jsurfacing

Picnic bench and benches Memorial Field | £ 2,846.00 [ 2,846.00 [sep-20

2 itter bins (skate Park] [Memorial Field | £ 700.00 [¢__ 700.00 [Decls
LAND AND BUILDINGS|

[saxmundham Town Council Offices £ 150,000.00[£ 114,736.00 |Mar-16
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T AND EQUIPMENT

[Computer s B 77000 | Comtents_[1un-i6 X
Monitor ST £ 69.70 | Contents.
[Computer (assistant clerk) [stc. £ 517.00 [ Contents__[Febad
Computer jsTc. B 500,00 [ Contents | May-20
Printer ST £ 12000 | Contents __[Apr20
Monitor ST £ 15295 | Contents | May-20
Monitor [sTc £ 250,00 | Contents__[Feb14
[Konica Miniolta photocopier Rental Agreement £ 1068006 [x
Teptop1 [sTc £ 36300 [£ 50000 |Mar20 X
Lptop2 [sTc € 51280 [ 51260 [Novao X
Laptop 3 JstC. £ 62800 [ 62800 [Mar22 X
Loptop & [stc £ 52800 [ 82800 [Mar22 Ix

‘Around Town
Dog Waste Bin Brook Farm Road | £ 2600 £ 351918 X
[Dog Waste Bin FeishomRise [ € 21200 X
Dog Waste Bin [Saxon Roaa € 21200 x
Dog Waste Bin [Seaman Avenue [ £ 21200 x
Dog Waste Bin Deben Road € 21200 x
[Dog Waste Bin [South Entrance [ £ 21200 Ix
Dog Waste Bin [Thuriow Close [ £ 21600 [x
Dog Waste bin Fromus Green | £ 63057 [Apra1 X
Dog Waste Bin BoundanyBelt | ¢ 51500 [sep-22 B
[Dog Waste Bin Rendnam Rd B 69057 [Aor2t X
[Dog Waste Bin Dove Close B 12500
[Grit Bins Manor Gardens [ £ 15000 [£ 148206
[Grit Bins [AIma Piace B 15000
[Grit Bins [Church Road £ 10726 Dec1z X
[Grit Bins Brook Farm £ 10725 Dec12 x
[Grit Bins [Seaman Avenue | £ 10726 Dec12 x
[Grit Bins Ronaid Way € 10726 Dec12 x
[Grit Bins Brook Farm Road [ £ 10726 Dec12 x
[Grit Bins FenieyClose | & 10726 Dec12 x
[Grit Bins Mill Rise £ 10726 Dec12 x
[Grit Bins Brook Farm Road | £ 10725 Dec12 x
[Grit Bins Long Avenue £ 10726 Dec2 x
[Grit Bins [Tennyson Rosd [ £ 10726 Dec12 Ix
[Grit Bins Kingfisher Rise | £ 10726 Deciz [x
Fanging Baskets x40 [Around town £ 20000 [ 20000 [Apr20
Intruplas benches [ChapeiRaana | £ 2515 [ 4308
Memorial Field Plaque Memorial Field | £ S50 [ smass
[North Entrance sign North Entrance [ £ 5000 [€ 100000 X
[South Entrance sizn [South Entrance ¢ 100 100000
[Westcotic SID Sign Rendham Road [ £ 252500 [£ 350000
Bus Shelter [Church Hill £ 500000 [ 300000
Finger Posts. Fromus/The Edge | £ 285400 |£ 285200 |lun22 n
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STC building

[50akTubs sTc £ 5585 [£ 15000 |Febol X
Desksx2 ST £ 500,00 | contents
2water heaters sTe £ 2220 [¢ 28220 [lanal
2 red Gazebos sTc B ~ £ 1,00000 [Gifted Dec21[x.
VARIOUS
[Chaitmans Medallion x2 london Bridge | £ 75000 [¢ 83600 X
[Silver Inkstand (long silver) Museum B 7,000.00 | Mseamnsuers

[2no Teak Benches Market Hall £ B2600 [¢ 51850
[chairmans Boards Market Hall £ 20000 [ a0

5 0ak Tubs Market Hall £ 6585 [£ 150,00 |Febol
[Market Hall rebuild Figh Sweet € 100 | £1320,000.00 [0ct-20
Lighting system Market hall £ 386500 [£ 386500 [Dec20

PA system Memorial Hall | £ 16250 [£ 22412 [Dec20
Projector Market Hall £ 63120 [ 63120 [lan2l
Replacement boiler Market Hall £ 599700 [£ 599700 [May-20
[Stainless Kitchen Units Market Hall B 553200 [£ 553200 [Nov22 X

[Total Asset Value | £ 437,691.05 | £ L708,735.85
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