
DEPUTY TOWN CLERK DISS TOWN COUNCIL 
Miss S French, CILCA  Council Offices, 11-12 Market Hill, 

Diss, Norfolk, IP22 4JZ. 

Telephone/Fax: (01379) 643848 
Email: towncouncil@diss.gov.uk 

Please ask for: Sonya French 
Our ref: EX 08.12.21 
Date:  02/12/2021 

NOTICE OF MEETING 

Dear Members of the Public and Press, 

You are cordially invited to attend a meeting of the Executive Committee to be held in the Ceremony Room at Diss 
Town Council Office on Wednesday 8th December 2021 at 7.15pm to consider the business detailed below. 

Deputy Town Clerk 
___________________________________________ 

AGENDA 

1. Apologies
To receive and consider apologies for absence.

2. Nomination of Substitute Representatives
To note nominated substitute representatives attending in place of those who have sent their
apologies.

3. Declarations of Interest and Requests for Dispensations
To note any declarations of members' pecuniary and/or non-pecuniary/other interests pertaining to
items on the following agenda, to note any dispensations granted in respect of business to be
discussed and to consider any requests for dispensations.

4. Minutes
To confirm as a true record, the minutes of the Executive Committee held on 1st September 2021
(copy herewith).

5. Public Participation
To consider a resolution under Standing Orders 3d to 3h to suspend the meeting hear comments from
members of the public on items to be discussed on the agenda (members of the public are entitled to
speak for a maximum of three minutes).

6. Items of URGENT business
To discuss any item(s) of business which the Chair or Town Clerk has previously been informed at least
24 hours before the meeting and decides should be considered as a matter of urgency (councillors are
reminded that no resolutions can be made under this agenda item).

7. Quarterly Report
To receive the second quarterly report of the Financial Year 2021-22 (report reference 41/2122
herewith).

8. Policies (to be read in advance of the meeting, any comments to be sent to the Deputy
Clerk)
a) To approve a revised Stress at Work Policy (copy details herewith).
b) To approve a revised Disciplinary Policy (copy details herewith).
c) To approve a revised Compassionate Leave Policy (copy details herewith).
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NOTES 
1 - Council has a statutory legal duty under the Localism Act 2011 s2 and has adopted a code dealing with the conduct that is 
expected of members in order to promote high standards of conduct as required by the Act. Members’ disclosable pecuniary 
interests are kept on a register available to view on the Council’s website. Allegations about the conduct of a councillor may be 
made to the district council’s monitoring officer. Diss Town Council has also adopted a dispensation policy. 
  
The reports and enclosures referred to in this agenda are available (unless marked confidential) for public inspection on our 
website. 
    

d) To approve a new Bullying and Harassment Policy (copy details herewith). 
 

9.  Strategic Plan 
To consider progress on the Strategic Plan actions (copy details herewith). 

 
10.  Budget 2022/23 

To consider a report (reference 42/2122 herewith refers) regarding the Executive Committee budgetary 
proposals for 2022-23 financial year. 

 
11.  Job Description 

  To note the changes in job description of the Town Clerk (copy herewith). 
 

12.  Risk Register Review 
  To approve the changes to the Risk Register (report reference 43/2122 herewith refers). 
 

13.  Credit Cards 
  To note changes to Diss Town Council’s credit cards (copy details herewith). 
 

14.  Sports Ground Hire Fees Review 
  To approve the changes to the sports ground hire fees (report reference 44/2122 herewith refers). 
 

15.  Staff Contracts 
  To approve amendments to staff contracts to reflect recent policy changes (copy sample contract  
  herewith). 
 

16.  Town Cleanliness 
  To consider a proposal regarding delivering an improved street cleaning service for the town centre 
  (report reference 45/2122 herewith). 

 
17.  Progress report 
  To note progress on decisions made at the last meeting of this committee (copy herewith). 

 
18.  Member Forum 

To consider information or issues relevant to this committee from members for brief discussion, action 
or inclusion on a future agenda.  

 
19.  Public Bodies (Admissions to Meetings) 

 To consider a resolution under the Public Bodies (Admissions to Meetings) Act 1960 and Standing 
 Orders 3d to exclude members of the public and press in order to discuss the following item which is 
 properly considered to be of a confidential nature. 
 

20.  Staff Training 
 To consider a request by the Deputy Town Clerk to complete the Level 4 in Community   
 Governance (confidential report reference 46/2122 herewith refers). 

 
21.  Date of Next Meeting 

To note that the next meeting of the Executive Committee is scheduled for Wednesday 2nd March 
2022. 
 

 
COMMITTEE MEMBERSHIP: FOR INFORMATION: 
Councillors: Town Clerk 
S. Browne Deputy Town Clerk 
M. Gingell (Vice Chair) Responsible Finance Officer 
K. Murphy  
S. Olander (ex-officio)  Councillors: 
D. Poulter (Chair) D. Collins 
J. Robertson S. Kiddie 
E. Taylor (ex-officio) A. Kitchen 



  
NOTES 
1 - Council has a statutory legal duty under the Localism Act 2011 s2 and has adopted a code dealing with the conduct that is 
expected of members in order to promote high standards of conduct as required by the Act. Members’ disclosable pecuniary 
interests are kept on a register available to view on the Council’s website. Allegations about the conduct of a councillor may be 
made to the district council’s monitoring officer. Diss Town Council has also adopted a dispensation policy. 
  
The reports and enclosures referred to in this agenda are available (unless marked confidential) for public inspection on our 
website. 
    

 
 
 
 
 

C. Valori S. Warren 
J. Wooddissee J. Welch 
  
 Diss Express / Mercury 
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DISS TOWN COUNCIL 
MINUTES 
DRAFT 

Minutes of the meeting of the Executive Committee held in the Council Chamber at Diss Corn Hall on Wednesday 
1st September 2021 at 7.15pm.  

Present: Councillors: S. Browne
M. Gingell (Vice-Chair)
K. Murphy
S. Olander (ex-officio)
J. Robertson
E. Taylor (ex-officio)
S. Warren
J. Wooddissee

In attendance: S. French (Deputy Town Clerk)
A. Jamieson (Responsible Finance Officer)

 EX0921/01 APOLOGIES 
Apologies were received and accepted by Councillor Poulter (Chair). 

 EX0921/02 NOMINATION OF SUBSTITUTE REPRESENTATIVES 
Councillor Warren substituted for Councillor Poulter. 

EX0921/03 DECLARATIONS OF INTEREST 
There were no declarations of interest. 

 EX0921/04 MINUTES OF THE LAST MEETING 
It was  

RESOLVED: That the minutes of the meeting of the Executive Committee held on 2nd June 2021 
are a true record of the meeting and were duly signed by the Chair.  

EX0921/05  PUBLIC PARTICIPATION 
There was one member of the public present.   

EX0921/06 ITEMS OF URGENT BUSINESS 
There were no items of urgent business. 

EX0921/07 QUARTERLY REPORT 
Members received the first quarterly report of the Financial Year 2021-22 (report ref 19/2122 
referred). 

EX0921/08 POLICIES 

a. Councillors considered the sickness and absence policy and discussed whether elective surgery
should be included as paid sick leave, as opposed to unpaid leave or holiday entitlement.  It was
agreed that elective surgery should be added to the policy as sick leave due to the current
pandemic and hospital waiting times.  Members would like the policy reviewed again in 2 years
as opposed to 4 years to reconsider the elective surgery clause.  It was

RESOLVED: to change the clause regarding elective surgery at 5.6e to be at the discretion
of the Clerk and Executive Chair and to review the policy again in 2 years.

b. Councillors reviewed the new flexible working policy. They agreed that this was a very well written
policy and there were no changes needed.  It was

RESOLVED: to approve the new Flexible Working policy.

c. Members considered the revised Staff Probationary Appraisal policy.  It was

Item 4
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RESOLVED: to approve the Staff Probationary Policy. 

d. Members adopted the proposed new Continuous Performance Policy in place of the Council’s
existing Staff Appraisal Policy (report reference 20/2122 referred).  It was

RESOLVED: To adopt the proposed new Continuous Performance Policy with two amendments
agreed by the committee. 

e. Councillors considered a revised Expenses Policy.  Members would like approval by both the Clerk
and another member of staff and would like ‘and RFO’ added at 1.4.  It was

RESOLVED: to approve the revised Expenses Policy once the revisions have been made.

f. Members considered a revised Lone Worker Policy.  It was

RESOLVED to approve the revised Lone Worker policy.
(Action: Dep Town Clerk make changes and add to handbook by 01.10.21) 

EX0921/09 STRATEGIC PLAN 
Members considered progress on the Strategic Plan. 

EX0921/10 BUDGET 2022/23 
Members considered the need to appoint the Chairs of Committees and a councillor with finance 
knowledge to an action group to draft the 2022/23 budget.  It was 

RESOLVED:  To appoint the Chairs of Committees and Councillor Gingell to the Budget Action 
Group to work alongside the Responsible Finance Officer and Clerks to draft the 
budget proposals for the 2022/23 financial year. 

(Action:  RFO/Clerks by 20.10.21) 
EX0921/11 JOB DESCRIPTIONS 

Councillors noted that the job descriptions did not show the changes and would like the changes 
highlighted for them to note.  It was  

RESOLVED: To bring back the Clerks’ Job descriptions to the December Executive meeting with 
changes highlighted. 

(Action: Clerks by 1.12.21) 

EX0921/12 COUNCILLOR EMAILS 
Members approved Diss Town Council exchange mailboxes for all councillors (report ref 22/2122). It was 

RESOLVED: To approve the cost of £42 + VAT per month for VMIT to provide up to 14 exchange 
licenses for all councillors. 

  (Action: Dep Town Clerk; immediately) 

EX0921/13 HIRE FEES 
Members considered a proposal to offer free access to the Council’s facilities to those community 
groups who are engaged in charitable objectives with no financial gain. It was 

RESOLVED: to provide free access to council facilities to those community groups who are 
engaging in charitable objectives with no financial gain. 

(Action: Dep Town Clerk; by 01.11.21) 

EX0921/14 PROGRESS REPORT 
Members noted progress on decisions made at the last meeting of this committee. 

EX0921/15 MEMBER FORUM 
There were no issues relevant to this committee from members for brief discussion, action or inclusion 
on a future agenda.  

EX0921/16 DATE OF NEXT MEETING 
Members noted that the next meeting of the Executive Committee is scheduled for Wednesday 8th 
December 2021.  

Item 4I
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Meeting closed at 20:19. 

Chairman: Councillor Gingell 



DISS TOWN COUNCIL 
Council Offices, 11-12 Market Hill, 
Diss, Norfolk, IP22 4JZ. 
Telephone & Fax: (01379) 643848 
Email: towncouncil@diss.gov.uk 
Website: www.diss.gov.uk 

Report Number: 
41 /2122 

Report to: Executive Committee 
Date of Meeting: 08/12/2021 
Authorship: Responsible Finance Officer 
Subject: Quarter 2 Financial Report 

Introduction 

1. Budget spending to which I wish to draw members attention as at 30/09/2021, and after the first
half of the financial year ending 31/03/2022.

2. Overspends or underspends of 7.5% will be reported as per Financial Regulations, clause 4.8.
which states that material is 15% variance from budget.

3. Any budget headings outside of tolerances that have not been explained below are expected
due to timing of payment e.g. annual.

4. The Income & Expenditure report to which this refers is attached as an Appendix.

Agency Services 

5. Income from Norfolk County Council grass cutting of the verges is slightly above budget, but
the expected expenditure is significantly under budget at only 6.5%. Only fuel costs are currently
attributed to this budget heading, whereas the servicing of equipment is not. A review is
underway as part of the strategy action plan which will adjust the budget appropriately in future
years.

Amenities 

6. The Amenities income has exceeded the budget of £2,030, by £2,721 at month 6. £1,800 of this
income is attributable to unforeseen donations for items such as the beacon project and new
benches.

7. Of the £73,769 total budgeted expenditure, £22K was to be allocated to Earmarked Reserves
projects. Excluding the EMR allocation shows that33.5% of the budget has been spent by month
6.

8. Minus £8k for EMR, 23% of budgeted revenue has been spent in Town and Park R&R. This
underspend has influenced the budget action group’s proposal to reduce the 22-23 budget from
£23K to £15K.

9. Play Equipment R&R is scheduled to be spent post installation in Winter 2021.

10. None of the £250 budgeted revenue expenditure for boardwalk maintenance has been spent
as of month 6. The asset management plan should help to address when these funds are due
to maintain our assets and if unspent with a surplus, at year end, a proposal to put into the
boardwalk EMR (project C) will be submitted.

11. Tree Management shows as underbudget at month 6 with only £90 spent.  It should be noted
that the budget of £6K for 2021/22 included tree works identified in the Council’s arboriculturist’s
plan relating to health and safety. Given the requirement for considerable works to trees from a

Item 7
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general maintenance /aesthetic/emergency point of view, it is estimated that this budget will be 
overspent by year end by approximately £8K. (This won’t show on the report until Nov). It is 
proposed for next year that a tree management budget of £8k is allocated. This will cover the 
programmed tree works, (estimated to be less than this year 1), emergency works, general 
maintenance, and aesthetic works. 
 

12. The mere water drainage is shown as 77% at month 6. It is anticipated that this will go over 
budget by up to £1,500 due to the wet summer and potential wet weather over the coming winter 
months. The budget for next year is proposed to increase to reflect the extra demand whilst 
work continues by the water quality management action group on longer term drainage 
solutions. 
 

13. Mere fountain servicing was not budgeted for given the EMR project allocation and will be 
accounted for in the revenue expenditure proposal for next year. The electricity for the mere 
fountain is above budgeted costs as additional usage was authorized mid financial year with the 
Diss & District Angling Club contributing £750 per annum towards the costs and electricity 
monitoring continuing. 
 

Bank Interest 
 

14. The interest income was budgeted for based on previous years’ figures. Due to Barclay’s 
reducing the interest rates from 0.03% to 0.01%, interest received is likely to be 10% of that 
budgeted. Interest from the new Nationwide Savings account is generating £15 per month 
interest. 

 
Cemetery  
 

15. Income from the Cemetery has increased to 21% over anticipated due to an increase in 
interments.  
 

16. Expenditure is within tolerances at 45%, noting that £5K of this is attributable to the EMR for 
Chapel roof works and the electricity costs are above expected. The monitoring of electricity 
costs continues and will inform more accurate budgeting next year. 

 
Corn Hall 
 

17. £10K of the £14.5K budget has been allocated to project L in the EMR. Of the £4,500 revenue 
budget, £1,136 (25%) has been spent by the 6-month mark. 

 
Council Properties 

 
18. The Mere’s mouth toilets that DTC took responsibility for in April was not budgeted for entirely. 

The insurance costs for this year have been allocated to Park toilets insurance. Likewise with 
the servicing of the toilets which council agreed would be spent from General Reserves and go 
over budget in this cost heading (minute ref F0721/19). 
 

19. The refund of business rates for all public toilets has been received by DTC. 
 
 
DYCC 
 

20. Income from the DYCC is above budget at 75%. This includes income from rental as a 
vaccination centre and from relocated users. The use of the DYCC as a vaccination centre was 
agreed post budgeting and not all corresponding costs were made available in time for 
September reports. Costs are therefore expected to exceed budgets by year end. 

 
Administrative Expenses 
 

21. IT costs are shown as over budget due to a requirement for new equipment and setup with the 
Council’s new supplier. The contract to reduce costs of networking and hosting was not 
introduced until July but the equipment costs are shown as the additional spend. Based on 
previous costs the expenditure is expected to come within budget by year end. The life 
expectancy of IT equipment will be reviewed by the Maintenance Manager and the RFO during 
the asset review. 
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Grants 

22. Only £4K of the £20K available for grants has so far been awarded. Social media promotions
have taken place and continue to do so, and it is expected that the Council will  receive two
grant applications by the end of November.

Market Stallage 

23. Income from stallage is lower than budget tolerances at 42.2%.

24. Market expenditure includes £1K to the EMR for project P bringing actual revenue expenditure
to 56% of budget and within tolerance

Promotion 

25. Replacement of town centre bunting in September accounts for 44% of promotion expenditure.

26. The reporting of website costs under cost code 340 Promotion has now been moved to cost
code 280 under nominal code 4657 Administrative expenses. No further expenditure in this now
obsolete code will occur this financial year.

General Expenditure 

27. The Town Mayor’s allowance is shown as underspent up to September as the Mayor was
unable to perform many duties during lockdown. Since then, the Council’s agreement to commit
the expenses to the Town Mayor’s charity is proving a successful alternative in the extraordinary
situation.

28. The training budget is shown as underspent up to month 6 at 35.7%. Training for staff and
councillors’ is expected to continue and be within budget by year end.

29. Other consequences of lockdown and partial lockdown conditions have been those costs for
staff mileage, HR support, meeting room costs and postage are lower than budgeted for.

Sports Ground 

30. Income and expenditure from the sports ground have been reviewed in depth by the strategy
action group. For the purposes of this report, the income is within budgetary tolerances.

31. Projects Q, R, S and T relate to the Sports Ground but account for only £1K of precept request.
This suggests that any revenue underspend by the end of the year should be recommended for
transfer to the EMR to support the facilities management plan projects.

Events 

32. With the Remembrance Sunday event and beacon trail signage project still to happen by month
6, both budgets are not due in this report. In other events, the council BBQ and small lotteries
expenditure leaves 65% unspent.

Conclusion 

33. The surplus at the end of quarter two is £44,779.

34. Income (other than precept) at £40,464 (month six) is 40% of budgeted income.

35. Expenditure at £281,399 (month six) is 42% of budgeted expenditure.

Recommendation 
To note the contents of this report. 
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Diss Town Council Page 1
Detailed Income & Expenditure by Budget Heading 30/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Current Mth % Spent Transfer to/from EMR
100 Agency Services

103.7%(113)1000 Agency Services Income 0 3,157 3,044
0 3,0443,157Agency Services :- Income (113) 103.7% 0

6.5%374 3744000 NCC Grasscutting 0 26 400
0 40026Agency Services :- Indirect Expenditure 374 0 374 6.5% 0

Net Income over Expenditure 3,131 2,644 (487)0
120 Allotments

0.0%4691120 Allotment Rent 0 0 469
0 4690Allotments :- Income 469 0.0% 0

101.7%(0) (0)4020 Allotments - Insurance 0 26 26
0 2626Allotments :- Indirect Expenditure (0) 0 (0) 101.7% 0

Net Income over Expenditure (26) 443 4690
140 Amenities

234.0%(2,721)1140 Amenities Income 1,710 4,751 2,030
1,710 2,0304,751Amenities :- Income (2,721) 234.0% 0

43.2%2,090 1,4764040 Gardens/Floral Scheme 0 510 2,600 614
18.7%25,906 25,4384060 Town/Park - R&R 981 5,374 31,280 467 340
21.0%1,580 1,5804061 Play Equipment R&R 162 420 2,000

0.0%4,250 4,2504062 Boardwalk Maintenance 0 0 4,250
0.0%1,000 1,0004065 Van Replacement 0 0 1,000

50.6%1,730 1,7304070 Van x 2 Running Costs 415 1,770 3,500
100.0%0 04071 Van Insurance 0 1,055 1,055
232.2%6,410 (8,590)4075 Tree Management 0 90 6,500 15,000

0.3%5,011 5,0114085 Closed Churchyard - R&R 0 14 5,025
0.1%499 4994090 Manorial Rights - R&R 0 1 500

77.9%332 3324095 Mere - Water/drainage 0 1,168 1,500
28.5%4,647 4,6474100 Mere - Fountain 0 1,853 6,500 435
70.0%843 8434101 Mere - Fountain Electricity 406 1,969 2,812

100.1%(0) (0)4102 Mere Fountain/Kiosk -Insurance 0 150 150
47.4%26 264110 Park - Water Rates 27 24 50
52.3%839 8394115 Park - Electricity 181 921 1,760

100.0%0 04120 Mere's Mouth - Rent 0 100 100
50.5%208 2084125 Mere's Mouth - Business Rates 0 212 420

0.0%1,000 1,0004135 Mere's Mouth (resurfacing) 0 0 1,000
96.6%60 604140 Park - Insurance 0 1,707 1,767

2,171 73,76917,340Amenities :- Indirect Expenditure 56,429 16,081 40,348 45.3% 775
Net Income over Expenditure (12,589) (71,739) (59,150)(461)

7000 plus Transfer from EMR 30 775

Continued over page
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Diss Town Council Page 2
Detailed Income & Expenditure by Budget Heading 30/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Current Mth % Spent Transfer to/from EMR
Movement to/(from) Gen Reserve (431) (11,814)

145 Mini Recycling Centre Adopter
0.0%(450)1150 Mini Recycling Adopter Payment 0 450 0

0 0450Mini Recycling Centre Adopter :- Income (450) 0
Net Income 450 0 (450)0

150 Bank Interest
6.9%9311090 Interest Received 14 69 1,000

14 1,00069Bank Interest :- Income 931 6.9% 0
40.0%180 1804202 Bank Charges 20 120 300

20 300120Bank Interest :- Indirect Expenditure 180 0 180 40.0% 0
Net Income over Expenditure (51) 700 751(6)

160 Capital Expenditure
55.3%18,324 18,3244200 Capital Expenditure 20,504 22,683 41,007

20,504 41,00722,683Capital Expenditure :- Indirect Expenditure 18,324 0 18,324 55.3% 0
Net Expenditure (22,683) (41,007) (18,324)(20,504)

180 Cemetery
76.2%4,8381180 Cemetery Interment/Chapel Fees 2,172 15,462 20,300
62.6%3,8001185 Cemetery Memorial Fees 2,215 6,350 10,150

4,387 30,45021,812Cemetery :- Income 8,638 71.6% 0
76.2%3,345 1,6654250 Cemetery - Grounds - R&R 161 3,655 7,000 1,680
14.0%4,300 4,3004260 Cemetery - Chapels - R&R 0 700 5,000 700
13.9%3,874 3,8744270 General Equipment 8 626 4,500
99.6%1 14271 General Equipment Insurance 0 138 138

100.0%0 04272 Ride on Mower Insurance 0 401 401
66.8%36 364275 Cemetery - Water Rate 0 74 110
85.3%68 684280 Cemetery - Electricity 15 392 460
99.9%1 14285 Cemetery - Insurance 0 482 483

184 18,0926,468Cemetery :- Indirect Expenditure 11,624 1,680 9,944 45.0% 700
Net Income over Expenditure 15,345 12,358 (2,987)4,203

7000 plus Transfer from EMR 0 700
Movement to/(from) Gen Reserve 4,203 16,045

Continued over page
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Diss Town Council Page 3
Detailed Income & Expenditure by Budget Heading 30/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Current Mth % Spent Transfer to/from EMR
190 Cemetery Gravedigging

0.0%(2,436)1190 Cemetery Gravedigging Fees 609 2,436 0
609 02,436Cemetery Gravedigging :- Income (2,436) 0

0.0%(2,822) (2,822)4300 Cemetery Gravedigging Exp. 690 2,822 0
690 02,822Cemetery Gravedigging :- Indirect Expenditure (2,822) 0 (2,822) 0

Net Income over Expenditure (386) 0 386(81)
200 Christmas Lights

14.3%14,577 14,5774320 Christmas Lights 2,423 2,423 17,000
100.3%(0) (0)4322 Insurance re. Christmas Lights 0 77 77

2,423 17,0772,500Christmas Lights :- Indirect Expenditure 14,577 0 14,577 14.6% 0
Net Expenditure (2,500) (17,077) (14,577)(2,423)

220 Corn Hall
7.8%13,364 13,3644350 Corn Hall - Maint./R&R 0 1,136 14,500

100.0%1 14360 Corn Hall - Insurance 0 2,509 2,510
0 17,0103,645Corn Hall :- Indirect Expenditure 13,365 0 13,365 21.4% 0

Net Expenditure (3,645) (17,010) (13,365)0
240 Council Properties

38.9%2,7241240 Office Rent/Service Charge 65 1,735 4,459
0.0%(621)1245 Council Property Income 0 621 0

50.0%2,2861250 Cemetery Bungalow Rent 381 2,286 4,572
446 9,0314,642Council Properties :- Income 4,389 51.4% 0

50.7%2,220 2,2204400 Office R&R 485 2,280 4,500
8.5%9,150 9,1504405 Office Building Maintenance 351 851 10,000
0.0%640 6404410 Office Stairlift 0 0 640

100.5%(4) (4)4415 Cemetery Bungalow 0 764 760
0.0%250 2504420 Electricity Testing 5 Yrly 0 0 250

15.1%2,971 2,9714425 Health & Safety 14 529 3,500
179.9%(1,998) (1,998)4435 Pk Toilets Servicing 127 4,498 2,500
293.7%(246) (246)4445 Pk Toilets - Insurance 0 373 127
19.1%1,888 1,8884450 Pk Toilet- Electricity 45 445 2,333

(100.9%)5,464 5,4644455 Pk Toilets - B/Rates 0 (2,745) 2,719
16.6%1,617 1,6174460 Pk Toilets - Water Rates 0 323 1,940
97.7%189 1894465 Mere's Mouth Toilets 113 8,063 8,252
34.7%392 3924475 Staff Uniforms/Replacements 148 208 600

1,282 38,12115,588Council Properties :- Indirect Expenditure 22,533 0 22,533 40.9% 0
Net Income over Expenditure (10,946) (29,090) (18,144)(836)

Continued over page
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Diss Town Council Page 4
Detailed Income & Expenditure by Budget Heading 30/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Current Mth % Spent Transfer to/from EMR
260 Diss Youth & Community Centre

75.3%3,7651260 DYCC Hire Fees 4,574 11,461 15,225
4,574 15,22511,461Diss Youth & Community Centre :- Income 3,765 75.3% 0

73.2%939 9394500 DYCC - Electricity 246 2,561 3,500
24.8%752 7524505 DYCC - Gas 30 248 1,000
50.8%2,510 2,5104510 DYCC - Business Rates 0 2,596 5,106
17.7%584 5844515 DYCC - Water Rates 0 126 710

0.0%267 2674520 Licences - Music 0 0 267
100.0%0 04525 DYCC - Insurance 0 1,055 1,055
27.2%2,103 2,1034530 Annual Service Costs 0 787 2,890
45.8%5,309 5,1534540 DYCC - General R&R 840 4,191 9,500 156

1,116 24,02811,562Diss Youth & Community Centre :- Indirect Expenditure 12,466 156 12,310 48.8% 0

Net Income over Expenditure (101) (8,803) (8,702)3,458
280 Administrative Overheads

0.0%(4)1285 Photocopying Income 0 4 0
0 04Administrative Overheads :- Income (4) 0

50.8%2,349 2,3494610 Council Office Business Rates 0 2,426 4,775
17.8%1,643 1,6434615 Council Office - Gas 36 357 2,000
26.9%1,024 1,0244620 Council Office - Electricity 64 377 1,400
55.9%1,119 1,1194625 Council Office - Telephone 0 1,416 2,535

100.0%0 04630 Council Office - Insurance 0 857 857
85.7%1,432 1,4324657 IT Equipment, Software & Suppo 979 8,568 10,000

1,080 21,56713,999Administrative Overheads :- Indirect Expenditure 7,568 0 7,568 64.9% 0
Net Income over Expenditure (13,995) (21,567) (7,572)(1,080)

300 Grants
20.0%16,000 16,0004720 General Grants 0 4,000 20,000

0.0%1,000 1,0004730 CCTV Costs 0 0 1,000
0 21,0004,000Grants :- Indirect Expenditure 17,000 0 17,000 19.0% 0

Net Expenditure (4,000) (21,000) (17,000)0
310 Highways

0.0%8,3901070 Parish Partnership Bid Income 0 0 8,390
0.0%(9,700)1303 DDNP Income 0 9,700 0 9,000

0 8,3909,700Highways :- Income (1,310) 115.6% 9,000

Continued over page



Cost Centre ReportMonth No: 6

06/10/2021
13:08

Diss Town Council Page 5
Detailed Income & Expenditure by Budget Heading 30/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Current Mth % Spent Transfer to/from EMR
36.1%6,890 6,8904780 Parish Partnership Bid 0 3,890 10,780

0.0%(7,642) (7,642)4785 Neighbourhood Plan 158 7,642 0 8,342
158 10,78011,532Highways :- Indirect Expenditure (752) 0 (752) 107.0% 8,342

Net Income over Expenditure (1,832) (2,390) (558)(158)
7000 plus Transfer from EMR 158 7,642
8001 less Transfer to EMR 0 9,700

Movement to/(from) Gen Reserve 0 (3,890)
320 Market

42.2%12,4481320 Market Stallage 760 9,100 21,548
760 21,5489,100Market :- Income 12,448 42.2% 0

33.1%42 424810 Market Place - Water Rates 0 21 63
50.8%1,353 1,3534815 Market Place - Business Rates 0 1,397 2,750
11.3%1,109 1,1094830 Market Expenditure 18 141 1,250

18 4,0631,560Market :- Indirect Expenditure 2,503 0 2,503 38.4% 0
Net Income over Expenditure 7,540 17,485 9,945742

330 HTP
0.0%(691) (691)4745 HTP 0 691 0 691

0 0691HTP :- Indirect Expenditure (691) 0 (691) 691
Net Expenditure (691) 0 6910

7000 plus Transfer from EMR 0 691
Movement to/(from) Gen Reserve 0 0

340 Promotion
44.1%559 5594840 Promotion 0 442 1,000

7.5%370 3704845 Website/Intranet Hosting/Maint 0 30 400
0 1,400472Promotion :- Indirect Expenditure 929 0 929 33.7% 0

Net Expenditure (472) (1,400) (929)0
360 Precept

50.0%285,7141076 Precept 0 285,714 571,428 23,655
0 571,428285,714Precept :- Income 285,714 50.0% 23,655

Net Income 285,714 571,428 285,7140
8001 less Transfer to EMR 0 23,655

Movement to/(from) Gen Reserve 0 262,060
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370 General Expenditure

7.2%1,299 1,2994600 Town Mayor's Allowance 22 101 1,400
0.0%2,086 2,0864605 Ccl Members' Allowance & Exp 0 0 2,086

68.3%634 6344635 Subscriptions (5) 1,366 2,000
60.4%1,145 1,1454640 Audit 1,300 1,745 2,890
35.7%1,930 1,9304645 Training 135 1,070 3,000
99.9%3 34646 Liability Insurance 0 4,408 4,411

5.0%285 2854650 Conference Expenditure 0 15 300
17.3%1,240 1,2404651 Meeting Room Hire 0 260 1,500

0.0%150 1504652 External Meeting Room 0 0 150
44.2%2,234 2,2344655 Printing & Stationery 625 1,766 4,000
13.8%215 2154660 Postage 0 35 250
49.9%85,922 85,9224665 Wages - General Admin. 14,418 85,538 171,460
45.9%81,047 81,0474666 Wages - General Maint. 10,706 68,626 149,673

0.0%350 3504667 Staff Mileage 0 0 350
15.6%2,955 2,9554675 Legal/Financial/Prof fees 0 545 3,500
13.5%433 4334690 HR Support 0 68 500

0.0%500 5004992 Annual Town Meeting 0 0 500
27,201 347,970165,541General Expenditure :- Indirect Expenditure 182,429 0 182,429 47.6% 0

Net Expenditure (165,541) (347,970) (182,429)(27,201)
375 Rechargable

0.0%(1,123)1280 Rechargable Exp. Refunded 0 1,123 0
0 01,123Rechargable :- Income (1,123) 0

0.0%(168) (310)4685 Rechargable Expenditure 10 168 0 142
0.0%(5,444) (5,444)4686 Wages-Rechargable Expenditure 1,477 5,444 0

1,487 05,612Rechargable :- Indirect Expenditure (5,612) 142 (5,754) 0
Net Income over Expenditure (4,489) 0 4,489(1,487)

400 Sports Ground
45.8%4,7991400 Sports Ground Hire Fees 1,057 4,057 8,856

1,057 8,8564,057Sports Ground :- Income 4,799 45.8% 0
0.0%3,000 3,0004905 Floodlights - R&R 0 0 3,000

24.3%2,424 2,4244915 General Sports Ground Maint. 36 776 3,200
42.4%3,810 2,9394920 Ground Maintenance 182 1,294 5,104 871
11.1%492 4924930 Sports Grnd-Water Rate 0 61 553
35.4%1,507 1,5074935 Sports Ground - Electricity 47 826 2,333
10.7%501 5014940 Sports Ground - Phone 0 60 561
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100.0%0 04945 Sports Ground - Insurance 0 1,295 1,295
100.0%0 04955 Skateboard Pk - Insurance/Insp 0 486 486

0.0%1,059 1,0594965 Skateboard Pk-Maint. Materials 0 0 1,059
265 17,5914,798Sports Ground :- Indirect Expenditure 12,793 871 11,922 32.2% 0

Net Income over Expenditure (741) (8,735) (7,994)793
420 Events

4.8%761 7614760 Royal British Legion 39 39 800
35.2%324 3244991 Other Events 162 176 500

0.0%500 5004995 Communication Strategy 0 0 500
200 1,800214Events :- Indirect Expenditure 1,586 0 1,586 11.9% 0

Net Expenditure (214) (1,800) (1,586)(200)
425 Christmas Switch on Event

17.1%1,1601235 Christmas Switch On Income 200 240 1,400
200 1,400240Christmas Switch on Event :- Income 1,160 17.1% 0

1.5%2,611 2,6114990 Christmas Switch on Event 0 39 2,650 39
0 2,65039Christmas Switch on Event :- Indirect Expenditure 2,611 0 2,611 1.5% 39

Net Income over Expenditure 201 (1,250) (1,451)200
7000 plus Transfer from EMR 0 39

Movement to/(from) Gen Reserve 200 240
430 Carnival

0.0%(359)1435 Carnival Income 0 359 0
0 0359Carnival :- Income (359) 0

0.0%(8) (8)4996 Carnival 0 8 0
0 08Carnival :- Indirect Expenditure (8) 0 (8) 0

Net Income over Expenditure 351 0 (351)0
440 Town Mayor's Charity

0.0%(458)1440 Town Mayor's Charity 116 458 0
116 0458Town Mayor's Charity :- Income (458) 0

Net Income 458 0 (458)116
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460 CIL

0.0%(2,259)1460 CIL - CIL Income 0 2,259 0 2,259
0 02,259CIL :- Income (2,259) 2,259

0.0%(6,877) (6,877)5000 CIL - Expenditure 0 6,877 0 6,877
0 06,877CIL :- Indirect Expenditure (6,877) 0 (6,877) 6,877

Net Income over Expenditure (4,618) 0 4,6180
7000 plus Transfer from EMR 0 6,877
8001 less Transfer to EMR 0 2,259

Movement to/(from) Gen Reserve 0 0
470 Streetlighting

0.0%(640) (640)4730 CCTV Costs 0 640 0 640
96.7%14,500 4784970 Streetlighting 0 0 14,500 14,022

0 14,500640Streetlighting :- Indirect Expenditure 13,860 14,022 (162) 101.1% 640
Net Expenditure (640) (14,500) (13,860)0

7000 plus Transfer from EMR 0 640
Movement to/(from) Gen Reserve 0 0

298,763 673,151
311,079361,792 672,871
374,388

(44,925) 63,029 (280) (63,309)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 32,952 341,43658,798

13,873 53.8%
49.3%

plus Transfer from EMR 188 17,364
less Transfer to EMR 0 35,614

Movement to/(from) Gen Reserve (44,737) 44,779



APPROVED AT AN EXECUTIVE COMMITTEE MEETING ON 8th December 20212nd June 2021 

Stress at Work Policy 

1. Diss Town CouncilThe Council recognises that its employees are its most important
asset and it is committed to providing the support and assistance necessary to
enable its employees to undertake their job duties in an environment that is as
stress-free as reasonably possible. This policy will apply to all employees.

1.2. The Health and Safety Executive define stress as “the adverse reaction 
people have to excessive pressure or other types of demand placed on them”.  This 
makes an important distinction between pressure, which can be a positive state if 
managed correcty, and stress which can be detrimental to health. 

2.3. The Council’s aim is to ensure employees’ health and safety at work and 
ensure that they are not subjected to excessive workloads, onerous working 
practices or a detrimental work environment.  

3.4. Employees who have high stress levels are more likely to work inefficiently, 
behave erratically, have low morale and be absent from work. Work performance can 
alsowill then suffer. 

4.5. The Council is committed to carrying out a stress audit on all aspects of its 
day to day workbusiness to ensure that, so far as reasonably practicable, it does not 
expose any employees to unnecessarily high stress levels in its work practices and 
work environment. This audit is completed via a two weekly 1-2-1 with staff.will be 
reviewed on a periodic basis. 

5.6. As part of this commitment, the Council will: 

a) determine if stress in the workplace is a problem, by seeking employees’ views
during staff meetings which are held every two weeks.where appropriate

b) review job descriptions to identify any job duties that may involve stress
c) identify all those employees who may be affected by work-related stress
d) take steps to eliminate or to reduce work-related stress to as low a level as

reasonably practicable (for example, by changing working practices and
procedures or workplace conditions, providing information and training and
improving communication in the workplace)

e) ensure that the Council’s grievance and disciplinary procedures are
satisfactory and are communicated to all employees

f) encourage employees to inform their Line Managers of any stress-related
issues or problems. If a Line Manager suspects that a member of staff is
suffering from stress at work they should support that employee and if
appropriate refer them for any medical assessment and any specific medical 
help that may be required.Line Managers are trained to identify  the 
symptoms of stress and that support is provided to employees who are 
suffering from stress at work 

g) ensure that, where a work-related stress report is made, the underlying
causes and actions to remove or otherwise deal with these causes are
identified

h) ensure that the arrangements for reducing or eliminating work-related stress
are monitored and reviewed for their effectiveness.

i) Help monitor the effectiveness of measures to address stress by collating
sickness absence statistics. 
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APPROVED AT AN EXECUTIVE COMMITTEE MEETING ON 8th December 20212nd June 2021 

6.7. The Council is committed to providing a support system to help minimise and 
alleviate stress in the workplace. It is the Councils’s intention to deal constructively and 
sympathetically with stress and& as such it will not be treated as a sign of 
shortcomingweakness. If an employee feels that theirhis / her work performance or 
health is suffering because of excessive pressure or stress-related matters, whether 
those matters are occurring outside the workplace or within the work environment, the 
employee should first raise this with theirhis / her Line Manager. 

7.8. The employees’s Line Manager will arrange a meeting with the employee to 
discuss the issues causing the stressmatter with a view to taking the appropriate steps 
to addressremove the cause of the stress or to assist the employee to managedeal 
with it. This may include evaluating the amount and complexity of the employee’s 
workload, work environment and/or referring the matter to a more senior manager who 
may be in a better position to provide guidance and to take the appropriate steps to 
assist and consider referring specialist agencies as required. 

8.9. Employees are also free to seek help themselves from their own doctor or 
counsellor. However, please note that if employees do not tell the Council they are 
suffering from stress and unable to cope or if the Council is unaware that an employee 
hasve a particular problem or vulnerability, it will not be in a position to help the 
employee. 
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Disciplinary Policy 
1. Purpose & Scope

1.1 The purpose of this policy is designed to help and encourage all council 
employees to achieve and maintain high standards of conduct whilst at work or 
representing the council and to ensure that the Council deals fairly  and 

consistently with employee disciplinary and performance issues as well as
complaints made about an employee and that employees are aware of the 
process for handling such matters. 

1.2 This procedure does not apply during probationary periods. 

2. General principles

2.1. In all cases the Council will initially deal with minor instances of misconduct and 
unsatisfactory levels of performance informally by way of counselling, 
guidance, instruction or informal cautioning. This will usually take the form of a 
confidential meeting with the employee’s Line Manager and/or Clerk.  In the 
case of the Clerk being the individual against whom there is a complaint or 
allegation, the matter will be dealt with by the Council Leader or Executive 
Chair.  The outcome of  the meeting will be confirmed in writing, and will 
detail the issue(s) discussed,  what needs to be done and how and 
when it will be reviewed. 

2.2. If a problem continues or the Council judge it to be sufficiently serious and 
before making any formal disciplinary decision, the  following procedure will 
apply. 

a) The complainant will be required to make a formal complaint which will be
recorded in writing and signed by the complainant.

b) The Council will carry out a prompt investigation .which shall ideally be
concluded within 4 weeks. The employee will be advised of the complaint in
writing, setting out the possible outcomes of the disciplinary hearing. The
Council will provide copies of all written evidence including witness statements
where appropriate.

c) If a disciplinary hearing is to be held the Council will write to the employee
setting out the time, date and location of the disciplinary hearing, which the
employee is obliged to attend. The letter will also confirm that employees have
the right to be accompanied by a fellow employee or a trade union
representative (in respect of the Clerk or Deputy Clerk) at the disciplinary
hearing. If an employee does not understand the letter, the employee should
ask their Line Manager to read through and explain the letter to them.for an
explanation.

d) The Council will confirm with the employee whether any meeting they are asked 
to attend is investigatory or disciplinary. In serious cases, Managers other than
the employee’s Line Manager or Council Members should carry out the
investigation and the disciplinary hearing.
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e) The Council will give employee(s), together with any permitted person that the
employee may choose as a companion, five working days to prepare their
response. A permitted person should be another member of staff, or a trade
union representative.

f) At the hearing, the Council will explain the case and evidence and will give the
employee the opportunity to put their case in respect of the allegations made
against them.

2.3. The Council will keep records of any action taken under these disciplinary 
procedures. Wherever possible, these records will be treated as confidential, but in 
any case, will not be kept for any longer than allowed under the General Data 
Protection Regulations. 

2.4. The employee(s) will receive a written copy of the Council’s decision from any 
hearing. 

2.5. The employee has the right to appeal against any formal action taken against them 
under the procedure. See Appeals below (clause 7).. 

2.6. 
2.7. 

3. Examples of Misconduct & Gross Misconduct

3.1 The following are examples of misconduct, which would normally give rise to formal 
disciplinary action: 

a) Unauthorised absence from work
b) Persistent short-term and/or frequent absences from work without a medical

reason
c) Lateness for work or poor timekeeping
d) Minor breaches of Health & Safety, or any other Council rules or procedures
e) Failure to perform their job to the standard expected, or in line with their job

description or in a timely manner
f) Disruptive behaviour
g) Misuse of the Council’s equipment (e.g. telephone, computers, email or the

internet)
h) Refusal to carry out reasonable requests
i) Failure to follow an agreed Council procedure or policy
j) Any action or behaviour which could be detrimental to the Council’s reputation.

3.2 This list is not exhaustive, and any offence of a similar nature could result in 
disciplinary action being taken. 

3.3 The following are examples of behaviour which fall within the definition of gross 
misconduct, which could lead to dismissal or summary dismissal (without notice): 

a) refusal to accept and act on reasonable requests from your Line Manager or
other member of management

b) serious negligence that could or does result in unacceptable loss, damage or
injury

c) fighting, assault, harassment or threatening or bullying behaviour
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d) theft, fraud, deliberate discriminating behaviour and language, accepting or
offering a bribe, falsification of Council records or any dishonesty involving the
Council, or its employees

e) deliberate and/or serious breach of any Council policy
f) deliberate or reckless damage to property belonging to the Council, its

employees, customers or authorised visitors
f)g) gross incompetence in the conduct of work. 
g)h) being unfit to work due to misuse of alcohol or illegal drugs 
h)i) unauthorised disclosure of confidential information 
i)j) any action likely to seriously endanger the health and safety of the employee

or any other person
j)k) any action or behaviour which could seriously damage the Council’s reputation

3.4 This list is not exhaustive and other offences of a similar gravity will result in 
disciplinary action being instigated at Gross Misconduct level which carries a potential 
penalty of dismissal.  Gross Misconduct is generally any conduct which places 
extreme pressure on the mutual trust which exists in an employment relationship.The 
above list is not exhaustive. It illustrates the type of conduct that will normally merit 
dismissal for a first offence. Other types of offence may also be treated as gross 
misconduct, depending on the seriousness of the particular situation. 

3.53.4 Following investigation and a disciplinary hearing, if the Council is satisfied that 
the employee has committed gross misconduct, the Council will be entitled to dismiss 
the employee without notice or payment in lieu of notice.  

4. CONDUCT OF MEETINGS, INCLUDING APPEALS

4.1. Disciplinary hearing for misconduct will be held during working hours with the Line 
Manager and Clerk or Deputy Clerk at the place of employment. If an employee is 
invited to attend a disciplinary meeting, the employee must take all reasonable steps 
to attend. If, without good cause, an employee is persistently unable or unwilling to 
attend, the Council will hear the matter in the employee’s absence and make a 
decision based on the evidence available. 

4.2. Disciplinary hearing for gross misconduct, will be held during working hours at the 
place of employment by two members of the Executive Committee, together with the 
Clerk or the Deputy Town Clerk. If an employee is invited to attend a disciplinary 
meeting, the employee must take all reasonable steps to attend. If, without good 
cause, an employee is persistently unable or unwilling to attend, the Council will hear 
the matter in the employee’s absence and make a decision based on the evidence 
available.  

4.3. At the meeting, the Clerk (or Deputy) will explain the role of all those in attendance. 
The Clerk (or Deputy) will then explain the case against the employee and go through 
the evidence that has been gathered. The employee will be given the opportunity to 
respond in full. This will include time to ask questions and present evidence. The 
employee must give the Council advance written notice if the employee intends to 
call any witnesses.  

4.4. The Council may, at its discretion, adjourn a disciplinary meeting to further investigate 
any matters, which come to light during a disciplinary meeting. 



4.5. Accompaniment in formal hearings 
In any formal disciplinary hearings, including appeals, employees have a statutory 
right to be accompanied by a fellow worker or trade union official of their choice.   As 
this is an internal process, there is no provision to have any external person present, 
e.g. partner, family member, solicitor etc. The employee’s companion may address
the hearing to put the employee’s case, sum up or respond on the employee’s behalf
to any view expressed at the hearing. He or she may confer with the employee during 
the hearing but does not have the right to answer questions on the employee’s behalf
or address the hearing

4.6. Note taking 
In order to respect employee confidentiality, either the Clerk or the Deputy Clerk will 
act as the note taker.  A hard copy of the notes will be agreed and signed by both 
parties.  Should the complaint be against the Clerk or Deputy Clerk then the Chair of 
Executive would presume assume the role of the note taker. 

5. WARNINGS & DISMISSAL

5.1. First written warning 

a) The Council may issue a first written warning if an employee’s conduct or
performance does not meet the Council’s standards.

b) A first written warning will normally be issued by the employee’s immediate
manager or a nominated deputy. Where, at the conclusion of the disciplinary
hearing, the Council decide to issue such a warning, the employee will be informed 
of the following:

i. the nature of the misconduct or poor performance that has led to the warning
ii. the action or improvement (if any) which is required
iii. if appropriate, the timescale for taking any such action
iv. the consequences if the employee does not take the required action or fails

to improve or if there is further misconduct
v. when the warning will cease to have effect, subject to satisfactory conduct or

performance. This will normally be after 6 months, but a longer period may be 
stated in exceptional cases

vi. the right of appeal

5.2. Final written warning 
a) The Council may issue a final written warning if:

i. the required improvement is not achieved within the timescale stated in the 
first written warning

ii. further misconduct or poor performance occurs while a first warning is still
in effect, whether or not involving a repetition of the conduct or poor
performance which was the subject of a previous warning

iii. the seriousness of the misconduct or poor performance merits it,
regardless of whether the Council have issued any previous warnings.

b) A final written warning will normally be issued by the Clerk of the Council or a
nominated deputy. Where, at the conclusion of the disciplinary meeting, the
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Council decide to issue a final written warning, the employee will be informed of 
the following: 

i. the nature of the misconduct or poor performance that has led to the final
warning, including any prior warning(s) which have been taken into
account

ii. the action or improvement (if any) which is required of the employee
iii. if appropriate, the timescale for implementing any such action
iv. the fact that this is a final warning and that the next stage of the procedure

will be dismissal
v. when the warning will cease to have effect, subject to satisfactory conduct

[or performance]. This will normally be after 12 months, but a longer period
may be stated in exceptional cases

vi. the right of appeal.

5.3.  Dismissal 

a) The Council may dismiss an employee for gross misconduct without notice if:

i. The act of the gross misconduct is deemed to bring the integrity of the
council into disrepute. (e.g. violence, theft, excessive harassment or any
form of discrimination).

ii. the required improvement is not achieved within the timescale stated in the 
final written warning

iii. further misconduct or poor performance occurs while a final written
warning is still in effect, whether or not involving a repetition of the conduct
or poor performance which was the subject of a previous warning

b) Unless the dismissal is for gross misconduct, the employee will be dismissed with
notice.

c) A decision to dismiss an employee will normally be taken by the Town Clerk or
Chair of Executive Committee. This decision will only be taken, if following a formal 
disciplinary hearing, the allegations are upheld. If the decision to dismiss is upheld,
then within 24 hours after the end of the disciplinary meeting, the Clerk or Deputy
Town Clerk will confirm in writing:

i. the reason for the employee’s dismissal
ii. where applicable, the length of notice the employee is being given
iii. the date on which the employee’s employment will terminate
iv. inform the employee of their right to appeal

6. SUSPENSION

6.1. Depending on the circumstances, it may be appropriate to suspend the
employee from work on full pay in order that the investigation can take place. 
Suspension on full pay does not amount to a disciplinary sanction.  Only the 
Town Clerk or Chair of the Executive Committee has the power to suspend an 
employee.   

6.2. Whilst suspended pending disciplinary investigation, regular contact with a 
nominated person at the Council will be maintained, although access to 
premises, equipment or systems willmay be denied. 



7. APPEALS

7.1. If the employee is dissatisfied with a disciplinary decision that has been taken,
the employee can appeal against that decision. Appeals should be in writing, 
setting out the reasons for the appeal, and should be delivered to the Chair of 
Executive within five working days of the disciplinary decision.  

7.2. The Council will then invite the employee to an appeal meeting which will 
normally take place within five working days of receipt of the employee’s 
appeal. The Appeal will be heard by a separate panel of elected members (Staff 
Appeals Committee), who have not been involved in the original disciplinary 
hearing, and who will be expected to view the evidence with impartiality.  

7.3. The appeal meeting may take place after the disciplinary decision has taken 
effect. If the employee is appealing against dismissal and the employee’s 
appeal is upheld, the employee will normally be treated as having continued in 
employment pending the hearing of the appeal and will be reinstated with back 
pay. However, if the employee’s appeal is not successful, the original date of 
the employee’s dismissal will stand.  

7.4. The employee has the right to be accompanied to an appeal by a fellow worker 
or a trade union representative. 

7.5. The Appeal decision is final. 

8. GRIEVANCES RAISED DURING A DISCIPLINARY PROCESS

8.1. If, during a disciplinary process, a grievance is raised that is related to the case, 
the Council will suspend the disciplinary procedure for a short period while the 
grievance is dealt with and resolved. Depending on the nature of the grievance, 
the Council may need to consider bringing in another manager to deal with the 
disciplinary process.  

9. CRIMINAL CHARGES OR CONVICTIONS

9.1. If an employee is charged with or convicted of a criminal offence that does not
directly impact on their employment, this will not automatically give rise to a 
disciplinary situation.   

9.2. Consideration needs to be given to how a charge or conviction may affect an 
employee’s ability to undertake his or her job duties, and their relationships with 
the Council, colleagues or customers.  If deemed necessary, appropriate 
advice will be sought, and a review as to the appropriateness for the employee 
to remain in the council’s employment will be made by the Executive 
Committee. 

10. STATUS OF THIS POLICY

This policy does not give contractual rights to individual employees. The Council 
reserves the right to alter any of its terms at any time although the Council will notify 
the employee in writing of any changes. 
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Compassionate Leave Policy 

1. Introduction

1.1. The primary purpose of compassionate leave is to help employees to come to
terms with the death of a loved one, a serious illness or injury involving a loved 
one, or serious personal relationship problems. 

1.1.1.2. This policy does not apply in cases of domestic emergency. Where an employee 
is entitled to take unpaid time off under the statutory right to time off for 
dependants, any time off granted as compassionate leave is in addition to the time 
off under the statutory right. 

2. Definitions

2.1. Immediate family member: defined as the employee's spouse, civil partner,
partner, parent, child or sibling. 

2.1.2.2. Dependant: defined as the employee's spouse, civil partner, partner, child or 
parent, and any person who lives at the same house as the employee (other than 
as a lodger, tenant, boarder or employee) or who would reasonably rely on the 
employee for assistance or arrangements for care in the event of illness or injury. 

3. Bereavement

3.1 In the event of the death of a member of the employee's immediate family, the 
employee should contact their Line Manager to request compassionate leave as 
soon as reasonably practicable. Each case will be viewed sympathetically, and the 
amount of leave granted will depend on the individual's circumstances. The Line 
Manager will consider matters such as the employee's relationship with the 
deceased, domestic responsibilities and travel requirements, but will not normally 
grant more than three days' paid leave. 

3.2 An employee may be granted paid time off to attend the funeral of a borther or 
sister, brother or sister-in-law, grandparent or person standing in a similar 
relationship.  This would normally be one day but to up 3 days may be granted 
where this is deemed appropriate, eg if the employee is responsible for making 
funeral arrangements or, there is significant travelling required (annual leave 
should not be taken into account in these circumstances). 

3.3 In the case of death of another close relative (who is not the employee's 
dependant), for example an aunt, uncle, cousin or parent-in-law, or a close friend, 
the employee may request and be entitled to unpaid leave to attend the funeral. 

3.13.4 The Council acknowledges that not all employees will need to take the full 
allowance, whilstand some employees maywill need additional time, depending 
on their relationship with the person who has died, and their personal 
responsibilities in respect of any arrangements to be made.  
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3.23.5  Any extra days over the granted number of compassionate days will need to be 

taken as holiday or unpaid leave, subject to agreement of the Clerk. 

4. Other circumstances where compassionate leave is considered  

4.1. Compassionate leave will also be considered if an employee has to take care of a 
dependant or to come to terms with severe personal problems or the injury or 
critical illness of an immediate family member. 
 

4.1.4.2. The employee should inform their Line Manager of the need to take 
compassionate leave as soon as reasonably practicable. Employees in these 
circumstances will normally be able to request to take a maximum of three days' 
paid compassionate leave for a one-off incident. Each case will be viewed 
sympathetically, and the outcome of the employee's request will depend on the 
employee's circumstances. The Line Manager in conjunction with the Clerk will 
consider all factors such as the nature of the incident and, if applicable, the 
closeness of the relationship. 
 

4.2.4.3. If the Clerk is requesting the compassionate leave then this will be authorised by 
the The Executive Chair will be responsible for authorising compassionate leave 
requested by the Clerk. 
 

4.3.4.4. If the employee requires more than three days leave then this can only be given 
in agreement with the ClerkLine Manager & and will need to be taken as holiday 
paid or will be unpaid leave, at the Clerk’s discretion.   
 

4.4.  
4.5. In all cases, the employee will be askedexpected to use their annual leave before 

taking unpaid compassionate leave. 
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BULLYING & HARASSMENT POLICY 
1.  Introduction 

1.1 The Council is committed to creating a harmonious working environment that is free 
from harassment and where the dignity of employees is protected, which includes 
discrimination, victimisation, and bullying. Harassment is offensive and prejudicial to 
a productive working environment.  It is indicative of a lack of respect for the person 
harassed, undermines the employeeshis or her position and may have a negative 
impact upon health, job performance and sense of personal welfare and security. 

 
1.2 The Council regards harassment of any sort, as a most serious matter. Such 

behaviour constitutes discrimination and is unlawful. Harassment may also be a civil 
offence and a criminal offence., and it may contravene health and safety legislation. 

 
1.3 Everyone, including employees and councillors, must comply with this policy and 

should ensure that their behaviour at all times does not cause offence or constitute 
harassment.  Formal complaints will be investigated and in cases where the 
complaint is substantiated, appropriate disciplinary action, (including dismissal  

1.31.4 if appropriate)(including dismissal if appropriate), will be taken against the 
person or persons responsible. 

2.  Definition of Harassment 

2.1. Personal harassment takes many forms.  It is uninvited and unwanted actions which 
cause offence and/or embarrassment, fear, stress or tension.  It can be an isolated 
act such as a comment or wilful gesture, or it can take the form of repeated behaviour 
against a person. 
 

2.2. The defining features of harassment is behaviour that is offensive or intimidating to 
the recipient and would be regarded as harassment by any reasonable person.  Some 
incidents, if occurring only once, may cause only mild irritation but if they are then 
repeated, it becomes harassment.  Other examples are clearly harassment even if 
they occur only once. 

3.  Bullying and Intimidation 

 Definition of Bullying 

 Bullying is generally behaviour that is identified as misuse of power.  Bullying is 
 primarily intimidating in nature, but may also be insulting, offensive or malicious.  It is 
 frequently recognised through the abuse or misuse of power through means intended 
 to undermine, humiliate, denigrate or create a detriment for the employee.  Bullying 
 may occur as an isolated incident but is commonly persistent.  Bullying in simple terms 
 is when someone else’s behaviour or actions to another person that is unwarranted 
 and unwelcome which causes a detrimental effect. 

Examples of bullying and intimidation might be: 
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a) physical conduct ranging from the invasion of personal space to serious assault 
b) verbal, written and e-mail harassment through derogatory remarks, jokes, insults, 

offensive language, gossip and slander.gossip and slander 
c) open aggression, threats and/or shouting 
c)d) damage or theft of personal belongings. 
d)e) deliberately setting objectives with unreasonable deadlines or changing 

objectives unfairly 
e)f) intrusion by pestering, spying, following, stalking etc 
f)g) unfair allocation of work and responsibilities 
h) behaviour which makes direct or indirect reference to disability or impairment and 

which causes discomfort, patronises, insults or offends people with a physical, sensory 
or mental disability 

i) preventing individuals progressing by deliberately blocking promotion or training 
applications without a valid reason. 

j) Unfair treatment. 
g)k) deliberately blocking leave without a valid reason. 
h)l) treating someone adversely because they have (or it is suspected/believed that they 

have) an infectious disease or a protected characteristic under the Equality Act 2010 
(including age, disability, gender reassignment, marriage and civil partnership, race, 
religion or belief, sex, sexual orientation) 

i)m) repeated remarks gibes in reference to personal traits or appearances, 
invasion of privacy, or practical jokes causing physical or psychological distress 

j)n) persistent pressure to become involved in anti-social or unlawful behaviour 
k)o) deliberately and systematically excluding someone from conversation or 

inclusion in work activities or events. 
l)p) repeated statements to an individual or third parties which demean the employeeshis 

or her professional status and performance. 
 

4.  Procedure for Dealing with Bullying & Harassment 
4.1. Anyone experiencing harassment should report it immediately to their line manager or 

Cleewrk and not wait until things become intolerable. Sometimes the person may not 
realise that theirhis or her behaviour is unwanted or unacceptable and,  in such 
situations,  misunderstandings can be resolved quickly. 
 

4.2. It is helpful to make a note of the time, place and nature of any specific incidents and 
attempts to discuss them.  This will provide useful information in following these 
procedures. 
 

4.3. If the employee considers that theys/he may have been subjected to conduct 
amounting to a criminal offence (such as sexual assault), the Town Clerk (or if the 
employee’s issue is with the Town Clerk, the Deputy Town Clerk) will arrange for the 
employee to be assisted to make a formal complaint to the policea police officer or to 
provide the employee with any other assistance that theys/he may require.  
Compassionate leave may be granted at the discretion of the Council. 
 

4.4. If the complaint is against a Councillor, the Town Clerk or Council Leader or Deputy 
Town Clerk will treat the complaint as a breach of the Council’s Code of Conduct and 
take the appropriate action unless action at point 5. below proves sufficient. If the 
complaint is against a member of the public, the Town Clerk or Deputy Town Clerk will 
take whatever action is deemed necessary following a thorough investigation (taking 
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not more than two weeks) including reporting the matter to the police if considered 
appropriate, referring it to Council or writing to the member of the public. If necessary, 
advice will be sought from an external body before appropriate action is taken.   

5.  Formal Procedure (If the complaint is against a member of staff) 

5.1. At any time, whether or not informal steps have been taken, an employee who feels 
that theys/he or others have been bullied or harassed in a way that breaches this policy 
can raise the matter with the Clerk (or if the employee’s issue is with the Clerk, the 
Deputy Town Clerk), either verbally or in writing.  The Clerk/Deputy shall form a 
Grievance & Harassment Panel from members of the Executive Committeeof the 
Council, these members members of which who will have no prior knowledge of the 
case. If the matter relates to a staff member and if the matter is serious enough, that 
staff member may be suspended on full pay pending the outcome of the investigation.   
 

5.2. The Clerk/Deputy will conduct an investigation into the case as soon as possible to 
establish whether there is a need to take disciplinary action. The Clerk/Deputy will 
inform the person(s) against whom the complaint is made of the nature of the complaint 
and that the matter is being investigated formally. Investigations will be carried out with 
sensitivity and with due respect for the rights of both the complainant and the alleged 
harasser.   

5.3. The investigation will focus on the facts of the complaint.  Notes will be kept of all 
stages of the investigation and those interviewed will receive notes of the interview to 
agree.  Parties will not be required to repeat distressing or embarrassing details any 
more than is necessary.  Wherever possible investigations will be completed within 
two weeks of the complaint being made. 
 

5.4. The importance of confidentiality will be stressed to all those interviewed, and everyone 
will be strictly required not to discuss the complaint with colleagues or friends.  Breach 
of confidentiality may give rise to disciplinary action. 
 
 

5.5. If the case is not judged serious enough to initiate disciplinary action, the Clerk/Deputy 
and the Grievance & Harassment Panel will determine appropriate methods of 
resolving the issue following discussion with both parties. 
 

5.6. If the Clerk/Deputy and the Grievance & Harassment Panel upholds the complaint, 
they will immediately start the appropriate disciplinary procedure and the complainant 
must be advised of the outcome as soon as possible following disciplinary action. 
 

5.7. Throughout the procedures, the complainant will, if theys/he requests, be entitled to an 
assisting member of staff or trade union officialor trade union official who will liaise with 
the Clerk/Deputy and the Grievance & Harassment Panel and accompany them to any 
meetings. 

  

6.  Appeal  
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6.1. In the event that the complainant feels their grievance has not been satisfactorily 
resolved, theys/he may then appeal in writing to the Clerk/Deputy, within five working 
days of the decision.  The employee should also set out the grounds for theirhis/her 
appeal. 

6.2. On receipt of the appeal letter, the Clerk/Deputy, will appoint a new Grievance & 
Harassment Appeal Panel of the Council (none of the committee members will have 
had any previous involvement in the case) and shall make arrangements to hear the 
grievance at an appeal meeting.  At this meeting the complainant may again, be 
accompanied by a trade union official ora trade union official or a fellow employee of 
theirhis/her choice and& must make every effort to attend the grievance appeal 
meeting. 

6.3. Following the meeting, the Clerk/Deputy will endeavour to respond to the 
complainant’s grievance as soon as possible, usually within five working days of the 
appeal hearing.   If it is not possible to respond within this time period, the complainant 
will be given an explanation for the delay and be told when a response can be 
expected.  The complainant will be informed in writing of the Grievance Appeal Panel’s 
decision. 

6.4. This is the final stage of the grievance procedure and& the Grievance Appeal Panel’s 
joint decision shall be final. 

7. Investigations

The Council is committed to ensuring that all grievances are fully investigated. This may
entail carrying out interviews with the employee(s) concerned and third parties such as
witnesses, colleagues and managers, as well as analysing written records and
information. The investigation report will be made available to all the parties concerned.
Where deemed necessary, the identity of witnesses will be kept confidential.

8. Notes
8.1. All complaints will be treated with due regard for confidentiality.

8.2. Every effort will be made to ensure that employees are encouraged to raise grievances 
and will not suffer any detriment from so doing. However, it should be noted that if the 
grievance is found to be malicious or to have been made in bad faith, then the 
employee will be subject to the Town Council’s disciplinary procedure. 

8.3. The timescales listed above will be adhered to wherever possible. However, where 
there are good reasons, e.g. the need for further investigation or the lack of availability 
of witnesses or companions, each party can request that the other agrees to an 
extension of the permitted timescale. 

Formatted: Font: (Default) Arial, Strikethrough,
Highlight

Formatted: Font: (Default) Arial, Strikethrough,
Highlight



8.4. The Council reserves the right to seek assistance from external facilitators at any stage 
in the grievance & harassment procedure, in the interest of seeking a satisfactory 
outcome for all concerned. 

8.5. The Council reserves the right to seek assistance from external facilitators at any stage 
in the grievance & harassment procedure, in the interest of seeking a satisfactory 
outcome for all concerned. 
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Diss Town Council
Strategy Action Plan 2021-2023

Executive Committee

A B C D E KPriority Number SMART Objectives How will we achieve these
objectives?

When will we 
achieve these 
objectives? 

Who will achieve these 
objectives?

Progress

       Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

B.  To review all Council
commercial contracts and leases
with third parties (non-salary
revenue commitments) to identify
potential cost savings by end of
December 2021.

1. To identify all Council
commercial contracts and leases
with third parties

Oct-21 DepClerk / RFO

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

B.  To review all Council
commercial contracts and leases
with third parties (non-salary
revenue commitments) to identify
potential cost savings by end of
December 2021.

2. To assess value for money for
each, end dates and penalty
clauses where relevant.

Dec 21 DepClerk / RFO

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

B.  To review all Council
commercial contracts and leases
with third parties (non-salary
revenue commitments) to identify
potential cost savings by end of
December 2021.

3. To determine availability of
more cost-effective options and
acquire quotes thereon

Dec 21 DepClerk / RFO

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

B.  To review all Council
commercial contracts and leases
with third parties (non-salary
revenue commitments) to identify
potential cost savings by end of
December 2021.

4. To enter new agreements /
leases as appropriate.

Jan-22 DepClerk / RFO New agreements with IT and photocopier providers.  
Councillor Gingell and Poulter to look at other contracts in 
Jan/Feb 2022.

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

C. Reduce the Council’s carbon
footprint by 25% by reviewing all
Council activities including the
energy efficiency of buildings

1. Identify all Council activity that
has an impact on its carbon
footprint

Feb-21 Clerk / Maint Man

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

C. Reduce the Council’s carbon
footprint by 25% by reviewing all
Council activities including the
energy efficiency of buildings

2. Determine the energy efficiency 
of current buildings

Apr-21 Clerk / Maint Man

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

C. Reduce the Council’s carbon
footprint by 25% by reviewing all
Council activities including the
energy efficiency of buildings

3. Assess alternative
environmentally friendly solutions
e.g., ground source energy for
Council Offices versus existing

Jun-21 Clerk / Maint Man

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

C. Reduce the Council’s carbon
footprint by 25% by reviewing all
Council activities including the
energy efficiency of buildings

4. Acquire quotations for
alternative provision and
recommend alternative
procurement streams as
appropriate

Sep-21 Clerk / Maint Man

For review on progress with members at the meeting on 1st 
Sept 2021 and reschedule dates if required.

Please see report on agenda regarding review of SPG 
renters and contracts.
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Diss Town Council
Strategy Action Plan 2021-2023

Executive Committee

A B C D E KPriority Number SMART Objectives How will we achieve these
objectives?

When will we 
achieve these 
objectives? 

Who will achieve these 
objectives?

Progress

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

C. Reduce the Council’s carbon
footprint by 25% by reviewing all
Council activities including the
energy efficiency of buildings

5. Establish a forum of local
businesses to consider how the
Council and / or town’s carbon
footprint can be reduced.

Aug-21 Clerk / Maint Man

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

D. To increase revenue generated 
at the Sports Ground and Diss
Youth & Community Centre sites
through additional bookings where 
capacity allows.

2. Determine what, if any,
capacity, could be used for
additional hires given existing user 
requirements

Mar-21 DepClerk / Admin / Marketing  

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

D. To increase revenue generated 
at the Sports Ground and Diss
Youth & Community Centre sites
through additional bookings where 
capacity allows.

3. Promote available space
through appropriate
communications channels

Apr-21 DepClerk / Admin / Marketing  

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

D. To increase revenue generated 
at the Sports Ground and Diss
Youth & Community Centre sites
through additional bookings where 
capacity allows.

4. Consider whether
improvements to the site /
facilities would result in increased
hires from existing users or new
bookings.

May-21 DepClerk / Admin / Marketing  We have previously had detailed drawings put in place for 
changing the upstairs space to a more resusable and 
rentable space.  Dep TC and MM would like some volunteer 
councillors to look over these plans with a view to 
understanding whether these works if undertaken could 
produce more revenue.

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

1. Research son et Lumiere
events to find out more about
what would be involved to
determine feasibility.

Oct-21 Clerk

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

2. Invite representative traders to
a meeting to discuss the idea of
such an event to establish
support.

May-21 Clerk

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

3. Consider the range of events
and dates that currently take place 
on an annual basis in Diss

May-21 Clerk

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

4. Scope out event requirements
to establish resources required.

01/07/2021
March 2022

Clerk

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

5. Identify volunteers & budget if
deemed feasible.

01/12/2021
March 2022

Clerk

See SPG hire fees report. DYCC is being utilised as a 
vaccination centre until end Dec 2021. We are continuing to 
hire out the upstairs space and have several new hires in the 
pipeline.  SNYSB is going to go back into the DYCC on a 
Tuesday. County Council childrens services are utilising the 
upstairs office space and the breakout room at the rear of the 
DYCC.  

This objective has been incorporated into the Queen's 
Platinum Jubilee celebrations in June 2022 which includes a 
music concert, children's lantern parade, beacon lighting and 
firework display.  There is an action group set up of 8 
members including the clerk, 4 councillors and members of 
the public. Budget for event proposed to Full Council via 
Facilities committee.



Diss Town Council
Strategy Action Plan 2021-2023

Executive Committee

A B C D E KPriority Number SMART Objectives How will we achieve these
objectives?

When will we 
achieve these 
objectives? 

Who will achieve these 
objectives?

Progress

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

6. Plan and run event 01/09/2022
2-5 June 2022

Clerk

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

E. To consider the potential of a
Son et Lumiere (sound and light)
event to increase footfall for Diss
in liaison with traders.

7. Review event attendance /
success for future planning

01/10/2022
July 2022

Clerk

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

F. To investigate options for
increasing the footfall in the town
centre through increased market
activity.

1. Identify capacity on the different 
markets for increasing stalls
(Friday, Saturday, franchises)

Mar-22 Clerk / Admin

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

F. To investigate options for
increasing the footfall in the town
centre through increased market
activity.

2. Consider legal and logistical
restrictions to determine whether
additional stalls on different sites
e.g. Market Hill, Mere’s Mouth
could operate

Mar 22 Clerk / Admin

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

F. To investigate options for
increasing the footfall in the town
centre through increased market
activity.

3. Establish the potential of re-
introducing the specialised
European markets as one-off
events

Nov-21 Clerk / Admin

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

F. To investigate options for
increasing the footfall in the town
centre through increased market
activity.

4. Consider the possibility of an
indoor market e.g. Corn Hall?

Dec-21 Clerk / Admin

Priority 5 of 5: Cost 
efficiencies and revenue 
generation (Executive 
Committee)

F. To investigate options for
increasing the footfall in the town
centre through increased market
activity.

5. Consider resources to support
the market traders with publicity
whilst attending and additional
activities which may increase
footfall.

Mar-22 Clerk / Admin

Clerk will work with DepTC to determine capacity of admin 
team to support this given resource contraints - will begin in 
January 2022.
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Report Number: 
42 / 2122 

 
Report to: Executive Committee 
Date of Meeting: 08/12/2021 
Authorship: Responsible Finance Officer 
Subject:  Executive Budget 2022-23 

 
 
Introduction 
 

1. Following a meeting held on 19/10/21, the Chairman of the Executive Committee and 
members of the Budget Action Group considered the proposed income and 
expenditure in relation to the executive budget for 2022/23. 
 

2. The proposed budget is shown at Appendices A & B (herewith). Please note that the 
total projected column for FY 21-22 is calculated by adding the actual expenditure from 
the first six months of the current year (April 21– Sept 21) to the final six months of the 
previous year (Oct 20 – Mar 21). 

 
Income 
 

3. Bank interest was reduced by Barclays in July 2020 from 0.03% to 0.01% resulting in 
less income, therefore a reduced budget of £150 is proposed. 
 

4. The contribution by the precept towards the Christmas switch on event in December 
2022 is proposed to be £1250 by budgeting £2650 for expenditure and £1400 for 
income.  
 

5. The contribution by the precept towards the town carnival for anticipated income and 
expenditure is awaiting debate and confirmation from the carnival committee. 

 
Expenditure 
 

6. Bank charges have been slightly reduced to reflect previous charges. Risks of incurring 
unexpected bank charges is reduced due to improved internal controls. 
  

7. Insurance costs are anticipated to rise by 5% due to inflation and increased risks 
following COVID.  
 

8. Wages have been forecast to include the UK increase for 22-23 of 1.25% on N.I 
contributions, scheduled salary increases and the agreed overtime allowance for 
maintenance staff. Due to uncertainty from central government, SCP increases on the 
national level are not included here as there is little to no information to forecast on at 
this point. In the interim 2% has been assumed which can be clarified at a later date.  
 

9. All salary budgets are verified by the Town Clerk and the Chair of the Executive 
committee prior to finalizing the precept request. The proposed wage budgets as a 
percentage of the precept in 2022/23 is 55% which is 1% less than in 2021/22. 
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10. It was discussed that the town mayor’s allowance should remain in place as activities 
are expected to return to pre lockdown levels in 22-23. 
 

11. Funding for training should be increased from £3K to £6K for additional requirements 
for new councillors and staff. The increase is subject to the Executive Committee 
approval of the deputy town clerks level 4 community governance training. 

 
12. Meeting rooms costs will remain the same for 22-23, the council chamber costs are to 

be reassessed when the Corn Hall lease agreement is reviewed. 
 

13. The separation last year between the printing/stationery and the IT equipment/software 
has proved to be successful. Better provision of IT support and hardware will enable a 
more planned approach to replacement costs, this can be incorporated into the asset 
management plan. 
 

14. Legal costs are proposed to increase from £3500 pa to £5K pa, based on previous 
years costs. 

 
15. It is proposed to remove the budget for HR support altogether as SLCC and NALC 

membership includes provision for free support. 
 
16. Public conveniences at the park and the newly acquired mere’s mouth running costs 

are budgeted based on the limited previous information. There are significant 
adjustments due to the provision of new cleaners and services that are being made 
available. 
 

17. It was suggested that the name of the “rechargeable wages” was renamed “Agency 
wages” to better communicate the new function. Also, the placement of CIL expenditure 
and other events currently under the executive committee heading in the accounting 
software needs to be addressed as these are under the remit of the infrastructure and 
facilities respectively. All codes, names and their associated cost headings are to be 
reviewed and updated in the upcoming year.  

 
18. The Facilities Committee have agreed that £5177 should be requested from the precept 

for placement in the Park General EMR to budget towards the Queen’s Platinum 
Jubilee Celebrations (Minute Ref FC1121/08). This will be costed from 4991 Other 
events which currently is accounted for under the executive. 
 

19. Communication Strategy should be reduced from £500 to £200 and could incorporate 
the digital publication of the strategy action plan. 
 

20. Website costs have been reduced by the introduction of a new IT supplier, this is all 
costed to the newly formed IT/software code under administration costs and not 
promotion. This code is now obsolete. 
 

21. The freedom of the town for is under discussion and associated costs are still be 
established. The proposal is to submit £2500 as initial contribution. 
 

22. Contributions from the precept towards the Christmas lights switch on event and the 
Carnival are to be discussed with the relevant sub committees to establish requirement 
given existing funds from previous years surpluses.  
 

23. Based on the actual costs of the annual town meeting, it is proposed to reduce the 
allocated funds to £200. 
 

24. It was discussed that the £20K in grants although having a more robust framework for 
applicants, the BAG is keen to attract sufficient applications and publicize the scheme 
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Budget Conclusions 
 

25. The proposed FY22-23 executive expenditure budget will be in total £468,210 which 
will account for 66% of the total expenditure budget. Compared to the current year 
where the budget was £442,204 and accounted for 65% of the total budget.  

 
26. The impact of FY 22-23 executive budget will be 6% increase on last year. 

 
 
 
Recommendation(s) 
    
That Committee agrees the following budgets for the financial year 2022/23 for 
recommendation to Full Council: 
 
 a) Budgets for income as proposed by the Budget Action Group in Appendix A 
 
 b) Budgets for expenditure of revenue costs and Earmarked Reserves as proposed by 
     B.A.G in Appendix B 
 
 

 
 
 



Appendix A Executive Committee Income Budget Proposals FY 2022/23

Description

Code

20-21 

Budget

20-21 

Actual

21-22 

Budget

Total 

Projected 

22-23 

Budget

Notes 22-23

Executive

Precept 1076 560,548 560,548 571,428 285,714 609,043

SNC Grant 1080 0 0 0 0 0 Obsolete, Remove

Interest Received 1090 1,000 1,065 1,000 1,394 150 Change to average £150 per year

Christmas Lights 1230 50 0 0 0 0

Christmas Switch On Income 1235 500 0 1,400 1,384 1,400

Projected income is distorted by  previous years figures, this 

figure will allow for precept to account for £1250 towards 

event

Rechargable Exp. Refunded 1280 0 6,031 0 1,588 0 Income is cancelled out by expenditure

Rechargable Wages. Refunded 1281 0 33 0 0 0 Income is cancelled out by expenditure

Grants Received 1300 0 0 0 200 0 Not to be budgeted for

Carnival Income 1435 9,305 51 0 359 0 This is on the basis that there is no carnival

Town Mayor's Charity 1440 1,500 230 0 2,603 0 Not to be budgeted for

Sec 106 1465 0 0 0 112,833 0 Not to be budgeted for

CIL - CIL Income 1460 0 3,162 0 3,678 0 Not to be budgeted for

sub-total 572,903 571,120 573,828 409,754 610,593

2021-22 2022-232020-21

App A



Appendix B Executive Committee Expenditure Budget Proposals FY 2022/23

Code Budget 20-21 Actual 20-21 Budget 21-22 Total Projected Budget 22-23 Notes 22-23

Bank Charges 4202 300 240 300 240 240 Remain at £20 per month

Capital Expenditure (Loan Charges)

4200 53808 41007 41007 47408 41007 Remains the same until at least 2025

Wages- General Admin 4665 178949 156129 171460 165068 181482 Includes salary, employers costs, provisional 2% SCP increases

Maintenance Wages 

4666 136524 145432 149673 132450 153905

Includes salary, employers costs, provisional 2% SCP increases and £2K overtime 

allowance

Town Mayor's Allowance 4600 1485 0 1400 988 1400

Members Allowances/Mileage

4605 2400 1141 2086 286 2116

8x £110, 2x £190, 2x £318 = £1896 total allowances, could increase by £190 with 

additional councillor

Subscriptions 4635 1861 1998 2000 1821 2200 increase slightly with new subscriptions to HTF

Audit 4640 2500 2890 2890 2190 2920 £460 per internal audit x 2 & £2000 for external audit, total £2920

Training

4645 3000 2708 3000 2679 6150 Additional requested with new staff and councillors, subject to clerk training approval

Liability Insurance 4646 4310 4282 4411 4408 4632 5% anticipated rise

Conf/meeting exp 4650 0 0 300 135 300 potential more usage with FTF meetings

Meeting Room Hire 4651 1500 0 1500 746 1500 acceptable for this year, will review in line with lease agreement

External Meeting Room Hire 4652 150 0 150 0 0 Obsolete code, remove

Printing/Stationery 4655 13100 13570 4000 4468 4000

IT Equipment/ Software & Support

4657 0 0 10000 14874 10000

Hardware replacement costs, await D.T.Clerk feedback. BAG request planned 

expenditure. New code inclusive of website costs

Postage 4660 500 103 250 58 100 Close review in next year budget of if too low

Staff Mileage 4667 150 305 350 0 150

NI/PAYE/Pension 4670 0 0 0 0 0 Will always be nil as balance is transferred to HMRC every month

Legal/Financial/Prof fees 4675 3500 6984 3500 824 5000 Clerk to confirm quotation costs from solicitors to clarify current costs.

Vacancy Advert 4680 50 0 0 0 0

Rechargeable 4685 0 4501 0 2121 0

HR Support 4690 1300 146 500 135 0 SLCC membership and NALC includes free support

S 137 Exp 4870 30 19 0 19 100

Rechargeable Wages 4686 0 712 0 5800 0 Change of name of account to Agency Wages

CIL Expenditure 5000 0 2572 0 23639 0 Requires heading under Infrastructure committee

TM Charity 4795 0 0 0 50 0

Sec 106 Expenditure 5005 0 0 0 111778 0 Requires heading under Infrastructure/Facilities committee

Christmas Lights Display 4320 17000 14625 17000 15813 17000 Requires heading under Infrastructure/Facilities committee

Insurance re. Christmas Lights 4322 73 75 77 149 81 5% anticipated rise

Royal British Legion 4760 800 50 800 827 800 Change of name to rememberance service costs

Other Events 4991 450 20 500 213 5177 Possible funding for Jubliee celebration in this code

Communication Strategy 4995 1000 153 500 0 200 Possible digitial publication of strategy action plan

Promotion 4840 1400 1400 1000 473 1000 Bunting and flags

Website 4845 400 994 400 91 0 Costs in IT/Support/software.  Advised that £160 costs in support

Tourism Project 4980 0 0 0 0 0       

Town Freedom 4985 0 0 0 0 2500

Town Freedom due in 2022 - road closures further cost information required - come 

back to committee

Christmas Switch On event 4990 1250 0 2650 2532 2650 Await confirmation from sub committee (EMR)

Annual Town Meeting 4992 425 0 500 0 200 Reduction based on actual costs in Autumn 21

Carnival 4996 9231 169 0 155 1400 Await confirmation from sub committee (EMR)

General Grants 4720 0 0 20000 4900 20000 encourage more appropriate applications

TOTALS 457446 410365 442204 547335 468210

2020-2021 2022-20232021-22

App B
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DISS TOWN COUNCIL - TOWN CLERK JOB DESCRIPTION 

 

Job Title             Town Clerk  

Place of work      11-12 Market Hill, Diss, IP22 4JZ 

Hours of work 34 hours (Part-Time) 

Salary         SCP 37-44  

Line manager     The Council Leader  

 
Job Purpose 

The Clerk is responsible to the Council as ‘Head of Paid Service’, for the effective 
management of the Town Council, for providing advice on policy options, ensuring 
compliance with Local Authority legislation and effectively implementing Council decisions. 

 
Specific Responsibilities 

1. Work in partnership with elected members to provide leadership, guidance, support, 
vision, and strategic direction to the Council. 

2. Produce or assist with the production of all necessary policies and procedures 
including the Council’s Standing Orders and Financial Regulations with ultimate 
responsibility for ensuring that they are adhered to by all Town Council employees. 

3. Ensure compliance with the General Data Protection Regulation and act as the 
Council’s Data Protection Officer. 

4. Advise councillors of their requirements and responsibilities under the Member / 
Officer Protocol and Code of Conduct. 

5. Deliver the most effective service to the public, subject to resources available, to 
achieve the council’s objectives. 

6. Act as the official representative of the Council as required and build effective 
relationships with key stakeholders including neighbouring County, District and parish 
councils, the public, press and other organisations as appropriate & in partnership 
with other staff and councillors. 

7. Line manage the Council’s Deputy Town Clerk, and Responsible Finance Officer and 
Maintenance Manager. 

8. Monitor the work of Town Council staff, ensuring that the Council’s responsibilities as 
an employer are met, including personnel activities associated with appointment, 

Item 11
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induction, performance management, conditions of service, training and health & 
safety.  

9. Interview all prospective employees alongside the Deputy Town Clerk relevant Line 
Manager and with Executive Chair involvement.  

10. Prepare, in consultation with the committee Chairman and with the support of other 
Officers, the agendas and reports for meetings of the Council and the Infrastructure 
committee and support the Deputy Town Clerk in preparing for the Facilities and 
Executive meetings.   

11. Study data on activities of the Council and where appropriate produce reports for the 
Council and the committees. 

12. Attend meetings, prepare minutes for approval and execute matters relating to 
decisions reached by the Council / committees.  

13. Deal with Review all correspondence received on behalf of the Council and arrange 
for it to be dealt with and bring appropriate items to the attention of the Council.  

14. Draft press releases regarding the activities or decisions of the Council, to be agreed 
with the Council Leader or relevant committee Chairman. 

15. Liaise as appropriate with the advisory bodies including the National Association of 
Local Councils and legal professionals. 

16. Oversee all events organised by the Council including the Remembrance Parade and 
the Mayor’s civic functions. 

17. Oversee the Council’s public information service ensuring responses to requests in a 
timely manner. 

18. Oversee record management including Cemetery burials. 
19. Oversee the maintenance and health & safety of all existing sites owned or leased by 

the Council. 
20. Work in conjunction with the Deputy Town Clerk to Authorise payments for council 

expenditure. 
21. Act as Designated Premises Supervisor and a Personal License holder for those sites 

for which Council holds a premises license. 
22. Act as the custodian of the official town seal. 
23. Act as Clerk to the Trustees of the Diss Surveyors Allotment Charities, of which all 

town councillors are Trustees. 
24. Acquire the necessary professional knowledge required for the efficient management 

of the affairs of the Council including professional body membership, training and 
conferences to keep up to date with changing legislation affecting local councils. 

25. Undertake such other duties as may be required from time to time by the Council 
Leader commensurate with the level of the post.  
 
 
 
 
 
 
 
 
 
 

 

 

Commented [SR1]: DepTC remit 
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TOWN CLERK PERSON SPECIFICATION 
DISS TOWN COUNCIL 

 
 
ESSENTIAL 
 

 
DESIRABLE 

Qualifications & Training 
 
Must hold a Certificate in Local Council 
Administration (CiLCA) or prepared to work towards 
achieving one within the first 12 months of 
employment 
 
Education to degree level 
 
Qualification relating to Health & Safety. 
 

 
 
Qualifications relating to finance and budgeting  
 
Any relevant legal qualifications 
 
Qualifications and/or training related to buildings 
management 
 
Fire Safety and Risk Assessment/Management. 

Knowledge and Experience 
 
Thorough knowledge and understanding of the 
duties and responsibilities of a Town Clerk 
 
Experience of managing a varied workforce 
 
Business administration experience, including 
project management, report writing and general 
administration 
 
Understanding of the powers and functions of a 
local Council.  
 

 
Human resource management experience.  
 
Confidence in public speaking.  
 
Knowledge about Diss and the work of Diss 
Town Council.  
 
A proven track record of experience in Local 
Government. 

Skills / Abilities 
 
Strong working knowledge of Microsoft Office - 
Word, Excel and Outlook 
 
Excellent communication and customer service 
skills 
 
A high level of organisational and time  
management skills 
 
Able to lead, direct and motivate a team, and 
secure good relationships with councillors and 
other stakeholders 
 
A high level of written, reporting and presentational 
skills 
 
Understanding of marketing and publicity. 

 
Experience of conducting public consultations 
 
Experience of pro-active communication with 
local press and other media 
 
Experience of grant funding applications and 
income generation 
 
Digital communications skills relating to website 
development utilisation of social networking 
sites. 
 
Policy analysis skills and the ability to address 
and resolve complex issues. 
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Personal Characteristics 
 
The ability to work flexibly is essential as the work 
will not be ‘9-5’ but will include evening and 
weekend working 
 
Access to or use of own vehicle 
 
Willingness to engage with the community and 
acquire knowledge of the local area.  
 

 
 
Able to gain and retain the confidence of 
councillors, local community representatives 
and outside organisations. 

 



DISS TOWN COUNCIL 
Council Offices, 11-12 Market Hill, 
Diss, Norfolk, IP22 4JZ. 
Telephone & Fax: (01379) 643848 
Email: towncouncil@diss.gov.uk 
Website: www.diss.gov.uk 

  
 
 
 

Report Number: 
43 / 2122 

 
Report to: Executive Committee 
Date of Meeting: 08/12/2021 
Authorship: RFO 
Subject:  Risk register and internal control further review 

 
Introduction 
 

1. Regarding minute reference EX0321/08 where it was agreed that councillors Gingell 
and Poulter would work the RFO and Deputy Town Clerk to add an explanation key 
to the risk register and amend the procedures to ensure that no one individual may 
carry out and check a task, the attached revisions shown at Appendix A and B are 
submitted to the executive committee for approval.  
 

2. The Deputy Town Clerk qualified with a National General Certificate in Occupational 
Health and Safety in June, has been able to give the most up to date guidance on risk 
management and proper practices. 

 
3. The RFO is undergoing CIPFA training in audit and assurance. This includes training 

to identity the information required for the risk assessment process and ascertain 
risks from the financial and internal controls aspects. 

 
Changes to the Risk Register 
 

4. The likelihood of risks occurring is shown in a more communicative format in the 
method section.  
 

5. The impact of the risks is now defined on a measurable scale in the method section. 
 

6. The standard responses are now defined in the method section. 
 

7. The Responsible Person column has been updated to confirm only one person who 
will take overall responsibility for the risk management.  
 

8. The Likelihood and Impact ratings have been reviewed and adjusted to reflect the 
new definitions and any changes in the control actions. 
 

9. The control actions have been reviewed and updated to reflect changes and/or 
amendments to practices. For example, the creation of an emergency response plan. 
 

Changes to the Income and Expenditure Internal Controls Procedures 
 

10. The ‘carried out by’ column and the ‘checked by’ column have been adjusted so that 
the procedure is not done by and checked by the same person in any circumstance. 

 
 
 

Item 12
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Recommendation(s) 
 
The Executive committee approve the changes and recommend the Risk Register Version 
16 and the Income and Expenditure internal controls procedure to the Full Council as part of 
the internal controls review in March 2022. 



Version No. 16 
DISS TOWN COUNCIL – GOVERNANCE AND MANAGEMENT RISK REGISTER 

March 2022 

1 

OBJECTIVES: 

1) To identify the management risks relevant to Diss Town Council
2) Estimate the significance of the risks.
3) Assess the likelihood of their occurrence.
4) Establish actions to address those risks.

METHOD: 

The likelihood that the risk will occur is measured on a scale of 1-5:- 
1 – Very Unlikely 
2 – Slightly, rarely occurs 
3 – Feasible (Possible but not common) 
4 -  Likely (Has before, will again) 
5. – Very Likely

This shows how often there is an opportunity for the risk to occur. 

The Impact of a risk is measured on a scale 1-5: 
1 – No significance. 
2 – Minor  
3 – Moderate 
4 – Major 
5 – Catastrophic 

Addressing risks may involve one or more of the following standard 
responses.  

Tolerate: risks are containable with appropriate contingency plans 
Treat: Imposing controls or setting up prevention techniques. 
Transfer: Specialist external services or insurance cover 
Terminate: Intolerable risks where no other response is acceptable. 

Impact x Likelihood = Rating

App A
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

1 Lack of forward 
planning and 
budgetary controls 

➢ Lack of direction
and prioritisation

1 4 4 Strategy action plan 
Budget Action Group formation 
Clear and annually reviewed Financial 
Regulations 

Annually in 
October 

Responsible 
Finance Officer; 

2 Poor reporting to 
Council 

➢ Poor quality
decision making

➢ Council becomes
ill informed

1 4 4 Timely and accurate financial reporting 
Strategy plan dates for review 
Key documents schedule  

Quarterly 

When 
required 

Town Clerk, 

3 Loss of key staff ➢ Failure in
budgetary
controls

➢ Correspondence
backlog

➢ Loss of working
hours

➢ Diversion of key
staff from priority
work

2 4 8 Succession Planning for Clerks & RF, 
including 3 month termination in 
contract. 
Clear office procedures 
Effective performance management 
policy 
Good recruitment procedures and utilise 
recruitment agency where necessary. 
Internal Auditor/Finance Assistant to 
cover end of year return if RFO 
unavailable 

Annually Town Clerk 

4 Poor document 
control 

➢ Information not
passed on in a
timely manner

➢ Deadlines missed
➢ Lack of

achievement

3 1 3 Clear Standing Orders and job 
descriptions. 
Effective performance management 
Sound filing systems and cloud backup 
Use of fireproof cabinet where required 
Document Retention Policy 

Annually Town Clerk 

5 Non-Compliance 
with law: 
*Health and Safety
*Equalities
*Data Protection
*Human Rights
*Disability
Discrimination
*Employment Law

➢ Fines and
Penalties from
regulation bodies

➢ Employee action
for negligence or
grievance

➢ Loss of
reputation

1 4 4 Clear policies and procedures 
Regular review of law 
Updated employment contracts 
Training programme for staff including 
induction procedure. 
Use of ACAS and other bodies to keep 
up to date. 
Use of Council appointed Human 
Resources advisor 

Bi-annual 

Annually 

Town Clerk 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

6 Ensuring all 
business activities 
are within legal 
power 

➢ Illegal
expenditure

➢ Poor public
image

2 3 6 Recording the precise power under 
which unusual expenditure is being 
approved 
Officer training to keep up to date with 
legislation 

As required Town Clerk, 

7 Council lacks 
relevant skills and 
commitment 

➢ Higher cost to
professional
advice

➢ Council fails to
achieve its
purpose

➢ Decision making
by-passes
Council

➢ Poor value for
money

1 4 `4 Clear co-option procedure 
Mandatory training for Councillors 
Close review of attendance 
Encourage good relationships between 
Officers and Councillors 

Annually  

Every 
meeting 

Town Clerk; 

8 Council becomes 
dominated by one 
or two individuals, 
or cliques form 

➢ Conflicts of
interest

➢ Pursuit of
personal
agendas

➢ Decisions made
outside Council

2 3 6 Clear Standing Orders regarding 
conduct of meetings and Conflict of 
Interests 
Training for Councillors 

Annually Council Leader 

9 Sudden loss of 
councillors 

➢ Unable to make
decisions if
inquorate

➢ Delay to decision
making process

2 4 8 Ensure meetings are quorate 
Standing Orders would apply if not 
quorate and no business to be 
transacted 
Council by-election / co-option process 
would commence 
District Council informed if Council 
unable to transact business until by-
election held 

Annually Council Leader 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

10 Failure to register 
Members’ interests, 
gifts, etc. 

➢ Member could 
make 
inappropriate 
gains 

➢ Could affect 
Council 
reputation 

1 3 3 Annually record and monitor Members’ 
interests and gifts 
Officers up to date with Code of Conduct 
procedures  
Annual review of Code of Conduct and 
Dispensation Policy 
Member training 
 
 
 
 

As required Town Clerk 

11 Lack of 
maintenance of 
Council owned 
property 

➢ Higher cost of 
repair 

➢ Injury to third 
party leading to 
claims 

➢ Damage to 
property 

3 3 9 Building structural survey 
Stock condition survey 
Regular routine maintenance 
Insurance cover 
Facilities Management Plan 

Ten yearly 
 
Annually 

Town Clerk  

12 Damage or loss to 
Council owned 
property by third 
party or act of God.  
 

➢ High cost of 
repair 

➢ Loss of assets 
➢ Disruption to 

services 
➢ Damage to public 

property or 
person 

3 
 
 

1 
 
 
 
 
 

3 Annual review of risk and adequacy of 
insurance cover  
Fire Alarm; Improved security 
Clear monitoring and auditing 
procedures by staff  
Maintain Asset Register 
Regular maintenance arrangements for 
physical assets 
Backup to cloud IT service  
 

Annually RFO 
 
 

13 Damage to third 
party property or 
individual due to 
service or amenity 
provided 

➢ Claim against 
Council 

➢ Increased 
insurance 
premium 

4 2 8 Public liability insurance 
Comprehensive event planning 
Regular checks of facilities 
Ensure all amenities/facilities are 
maintained to appropriate level 
Health & Safety and risk assessments 

As required RFO 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

14 Fraud, Misconduct 
or Gross 
Underperformance 

➢ Reduction in 
available funds 

➢ Loss of 
reputation 

1 4 4 Clear financial procedures 
and regulations 
Staff / Member/ Internal control policies 
Bi-annual internal audits 
Adequate insurance cover 
Continuous management performance 
system in place to promote development 
and improvement 

Annually 
 
 
 

Town Clerk  

15 Significant change 
in funding. 
sudden large 
expenditure 
required;  
excessive under-
budgeting 

➢ Services not 
provided 

➢ Lack of 
confidence in 
Council 

➢ Inability to carry 
out functions 

➢ Insufficient funds 
for contingencies 
or projects 

 
 

1 4 4 Robust budgeting process 
Regular in-year budget progress reports 
Council has established adequate 
reserves 
Insurance in place to cover major risk 
Resort to other funding sources or 
Public Works Loan Board 
Correct deficit via budget planning over 
subsequent years 
Project EMR forward budget planning 
over several years 

Annually 
Quarterly  
Annually 
 
 
 
 

RFO 
 

16 Inappropriate VAT 
treatment 

➢ Penalties from 
HMRC  

➢ Excessive 
exempt VAT 
expenditure 

1 3 3 MTD implementation, bi annual audit 
and further staff training 
 
Measures to minimise business exempt 
expenditure where appropriate or seek 
alternatives when necessary (such as 
option to tax) 

Bi-weekly 
 
 
As required 

RFO 

17 Non-compliance 
with restrictions on 
borrowing / inability 
of Council to repay 
a loan 
 
 
 
 

➢ Penalty 
payments 

➢ Negative PR 

1 
 
 

4 
 
 

4 
 

Include loan repayments in annual 
budget 
Clear Financial Regulations 
Careful review of current procedures for 
borrowing 
 
 
 

Annually 
 
 
As required 

Town Clerk 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

18 Failure to use 
grants received for 
intended purposes 
 
 

➢ Lack of funds for 
project for which 
grant was 
intended 

➢ Investigation into 
the use of funds 

➢ Repayment of 
funds 

1 4 4 Ensure funds properly ring fenced 
Clear financial procedures 
Clear record in minutes 
Inclusive of scope of audit preparations 

As required RFO 

19 Failure for local 
organisations to 
use grants given 
for intended 
purposes under 
specific powers or 
s137 

➢ Lack of funds for 
project for which 
grant was 
intended 

➢ Misuse of grant 
monies 

1 3 3 Revised grant application and follow up 
procedure to establish expenditure. 
 
Maintain a separate record for s.137 
expenditure 

Annually Town Clerk  

20 Not keeping the 
proper statutory 
financial records  

➢ Inadequate 
financial control 

1 4 4 Regular scrutiny of financial records and 
proper arrangements for the approval of 
expenditure 
 
Bi annual audit and year end update. 

Annually RFO 

21 Failure to plan for 
staff absence 

➢ Inability to 
replace staff with 
temporary staff 

➢ Inability to pay 
staff and 
contractors 

2 4 8 
 

Maintain adequate staff to cover staff 
absences 
Monitor leave requests 
Succession Planning – usually member 
of Finance staff available. If not, 
payments scheduled accordingly 
Train Finance Assistant to manage 
accounts and payroll as a back-up 

As required Town Clerk 

22 Failure to register 
Town Council 
owned land 
 
 
 
 
 

➢ Land ownership 
disputes 
 
 
 
 
 

1 
 
 
 
 

5 
 

5 Ensure all Town Council owned land is 
registered with HM Land Registry 

As required Town Clerk  
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

23 Failure to carry out 
Cemetery Record 
Checks 

➢ Inaccurate 
allocation of 
exclusive rights / 
burial plots 

➢ Loss of potential 
income 

➢ Unnecessary 
distress to 
bereaved families 

2 5 10 
 

Checks of Cemetery Record by Finance 
Assistant 

Quarterly DepTC 

24  Failure to have 
adequate limits of 
compensation on 
investment 

➢ Significant 
financial loss of 
reserves 

➢ Weak financial 
position 

1 3 3 Regular review of current investments. 
Investment Strategy review 
Diversification of investments  
 
  

Annually RFO 

25 Misuse of credit 
card 
 
 

➢ Financial loss  2 4 8 
 

Appropriate controls on spending 
Robust payment authorisation process 
Accounting treatment through P/Ledger 

Annually/         
Monitored 
monthly 

Town Clerk 

26 Risks associated 
with changing bank 
/ Debtor delays 

➢ Money paid into 
the wrong 
account 

➢ Unable to 
maintain cash 
flow 

1 3 3 
 

To keep current account open to cover 
the overlap.  
Inform Debtors immediately 

After 6 
months 

RFO 

27 Disaster impacting 
on town 

➢ Loss of life 
➢ Casualties 
➢ Fear amongst 

community 
➢ Loss of / damage 

to Council assets 
or town facilities 

 
 
 

1 5 5 Resilience / Emergency Response Plan 

Accept instructions from Category 1 
responders i.e. Emergency Services, 
NHS Bodies & higher tier authorities 
Council to take part in any learning 
reviews after any disaster 
 
 
 
 
 

Annually Town Clerk 
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No. Risk Details of Impact Likelihood Impact Rating Control Action Review 
Frequency 

Responsible 
Person(s) 

28 Council Offices 
unserviceable (e.g. 
fire / flood) 

➢ Services 
suspended 

➢ Cost of repair / 
replacement of 
equipment 

➢ Loss of IT 
facilities 

1 5 5 No life-critical services provided 
Emergency management team called 
together to agreed priorities 
Enacted Homeworking Policy 
Short-term measured recovery in the 
alternative location – DYCC 
Medium / long-term plan to return to 
Council Offices 
Backup cloud service provided by 
existing IT supplier 

Annually Town Clerk 

29 Media misreporting ➢ Incorrect 
messages being 
consumed by 
public 

➢ Complaints 
➢ Negative PR 

 

3 3 9 Press releases / news items issued 
where relevant 
Develop good relations with media 
Follow Communications Policy 
Council Leader / Clerk to brief journalists 
as per Comms policy 

As required 
 
 
4-yearly 

Town Clerk  

30 Contractors not 
supplying agreed 
services 

➢ Incomplete 
project 

➢ Unsatisfactory 
outcomes 

➢ Additional cost / 
time to complete 
project 

➢ Relationship with 
contractor 

2 4 8 All tasks are controlled by Purchase 
Order against specification 
Review higher cost contracts to ensure 
they are controlled by defined contract 
or service level agreement 

As required 
 
 

Town Clerk 

31 Confidential data 
being disclosed 

➢ ICO investigation 
/ fine 

➢ Negative PR 
➢ Complaints 

3 4 `12 Confidential data held in accordance 
with GDPR 
Security measures in place and used 
e.g. safes, shredding, firewall 
Staff / Member GDPR policy 
Nominated Data Protection Officer in 
place 

 
 
 
 
Annually 

Town Clerk  
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INCOME – Cash/Cheques 
 

Procedure  
No: 

PROCEDURE CARRIED OUT BY CHECKED BY 

1. Write out receipt for all income received Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

2. Appropriate invoice, interment or memorial application, or diary entry to be marked with 
receipt number 

Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

3. Income to be entered in Cash book with either invoice and/or receipt number under 
appropriate budget heading 

Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

4. Weekly – all cheques and cash to be agreed with cash book and banked Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

5. Weekly – check general bank account for income received via BACs Responsible Finance Officer As part of Internal Audit 

6. Monthly – last working day of each month, all cheques and cash to be agreed with cash 
book and banked.   

Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

7. Monthly analysis to be agreed in cash book and with computerised accounts system. Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

8. Monthly - all entries to be entered into computerised accounts system Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

9. Monthly Bank reconciliation Administrative/Finance 
Assistant 

RFO and Internal 
Controls member 

10. Ensure the annual Precept is paid by South Norfolk District Council into the current account by 
BACs in two equal instalments – end of April and September each year. As soon as the funds 
are in the bank account transfer the Precept funds to the investment account. 

Responsible Finance Officer As part of Internal Audit 

 

EXPENDITURE 
Wages & Petty Cash Account (signatory any two of the Deputy, the Clerk or RFO only up to £10,000) 
 

Procedure  
No: 

PROCEDURE CARRIED OUT BY CHECKED BY 

1. A receipt must be obtained for all expenditure, in the case of wages employees to complete 
appropriate time sheet 

Responsible Finance Officer  Town Clerk 

2. Voucher to be completed for each payment showing name of payee, nature of goods, budget 
heading (s) cheque number & amount – split net, VAT and gross amounts 

Responsible Finance Officer  Town Clerk 

3. Voucher and receipt to be filed in Wages & Petty Cash file Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

4. End of each month prepare a list of all payments with details as above Responsible Finance Officer  Town Clerk/ Dep Town 
Clerk 

5. List of Payments to be sent to the signatories for approval  Responsible Finance Officer  Town Clerk/ Dep Town 
Clerk 

6 RFO to arrange a bank transfer. Responsible Finance Officer  Town Clerk/ Dep Town 
Clerk 

7. RFO to Set up the transactions on Wages & PC Account Responsible Finance Officer Town Clerk/ Dep Town 
Clerk 

8. Town Clerk approve the transactions and the payments are released Responsible Finance Officer Town Clerk/ Dep Town 
Clerk 

App B
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9. Monthly - All entries to be entered into computerised accounts system. Responsible Finance Officer / 
Finance Assistant 

Internal Controls 
member 

10. Monthly Bank reconciliation Responsible Finance Officer / 
Finance Assistant 

Internal Controls 
member 

NB Maximum permitted amount in the account at any one time £10,000, wages prepared by 
two different members of staff (includes Town Clerk). Fidelity insurance cover to £500,000. 

  

 
 
General Account (signatories’ requirement any 2 Councillors and the Clerk, Deputy Clerk or RFO) 
 

Procedure  
No: 

PROCEDURE CARRIED OUT BY CHECKED BY 

1. All invoices filed in Accounts for Payment file. (Sundry Creditors) Administrative/Finance 
Assistant 

Responsible Finance 
Officer 

2. Check invoices against official orders and delivery notes, for accuracy and prepare for twice 
monthly payment run 

Administrative/Finance 
Assistant  

Town Clerk 

3. Prepare monthly wages for Town Clerk and RFO Responsible Finance Officer Town Clerk 

4. Prepare electronic payments for approval by signatories twice a month Administrative/Finance 
Assistant 

Responsible Finance 
Officer/ 2 Signatories 

5. Voucher to be completed for every payment showing name of payee, nature of goods, 
budget heading (s), voucher no. (cheque no. if appropriate) & amount – split net, VAT and 
gross amounts, and stapled to invoice (s) 

Administrative/Finance 
Assistant 

Town Clerk / RFO 

6.  Prepare a Spreadsheet in order of Payment Voucher numbers or alphabetical. Administrative/Finance 
Assistant 

Responsible Finance 
Officer/ 2 Signatories 

7. Set up the bank transactions  Administrative/Finance 
Assistant 

Town Clerk/RFO 

8.  Arrange a bank transfer based on this Spreadsheet. Administrative/Finance 
Assistant 

Town Clerk/RFO 

9. Contact the Signatories on authorisation rota to come to the council office to authorise the 
payments. 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

10.  Any queries from the Councillors regarding the payments can be resolved by the staff and 
the payment documentation will be available to view.  

Administrative/Finance 
Assistant 

Town Clerk/RFO 

11. Notify the signatories that the transactions have been set up for online authorisations. Administrative/Finance 
Assistant 

Town Clerk/RFO 

12. Signatories approve the transactions, and the payments are released Administrative/Finance 
Assistant 

Town Clerk/RFO 

13. All entries to be entered into computerised accounts system. Administrative/Finance 
Assistant 

Town Clerk/RFO 

14. Monthly prepare list of payments made for inclusion with the next convenient agenda of 
the Executive Committee or Council 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

15. Cheques to be signed or electronic payments approved by two of the Councillor signatories, 
with the Clerk, Deputy Clerk or RFO to also countersign cheques. Cheque stubs to be 
initialled by signatories 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

15. Ensure sufficient funds in bank account, raise necessary transfers between bank accounts Responsible Finance Officer Town Clerk 
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16. Cheques to be sent to creditors following day Administrative/Finance 
Assistant 

Town Clerk/RFO 

17. Vouchers & invoices to be filed  Administrative/Finance 
Assistant 

Town Clerk/RFO 

18. Monthly Bank reconciliation Administrative/Finance 
Assistant 

RFO and Internal 
Controls member 

    

 
 
 
Town Mayor’s Charity Account (signatories Town Mayor and the Clerk or RFO)  
 
This is a current account used solely for monies raised and expenditure incurred relating to fundraising, for the Town Mayor’s 
nominated charity/charities during his/her term of office. 
 
INCOME – Cash/Cheques 
 

Procedure  
No: 

PROCEDURE CARRIED OUT BY CHECKED BY 

1. Financial Summary Excel spreadsheet to be opened at the beginning of each Mayoral 
Year 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

2. Excel spreadsheet to be opened for each fundraising event (Concerts, Mayors ball) Administrative/Finance 
Assistant 

Town Clerk/RFO 

3. Income to be entered in Cash book under Town Mayor’s Charity heading and on to 
appropriate event spreadsheet 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

4. Weekly – all cheques and cash to be agreed with cash book and banked in Town Mayor’s 
Charity account 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

5. Monthly – last working day of each month, all cheques and cash to be agreed with cash 
book and banked in Town Mayor’s Charity account 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

6. Monthly analysis to be agreed in cash book and with computerised accounts system Administrative/Finance 
Assistant 

Town Clerk/RFO 

7. Monthly Bank reconciliation Administrative/Finance 
Assistant 

RFO and Internal 
Controls member 

8. After each fundraising event, income from individual spreadsheet to be entered onto 
Financial Summary spreadsheet 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

 

EXPENDITURE  
 

Procedure  
No: 

PROCEDURE CARRIED OUT BY CHECKED BY 

1. Check invoices against official orders and delivery notes, for accuracy and prepare for 
payment 

Administrative/Finance 
Assistant 

Town Clerk/RFO 
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2. Voucher to be completed for every cheque showing name of payee, nature of goods, budget 
heading (s), cheque number & amount – split net, VAT and gross amounts, and stapled to 
invoice (s) 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

3. Prepare cheques for signature by Town Mayor and either Town Clerk  Administrative/Finance 
Assistant 

Town Clerk/RFO 

4. Expenditure to be entered on to appropriate event spreadsheet Administrative/Finance 
Assistant 

Town Clerk/RFO 

5. Cheques to be sent to creditors Administrative/Finance 
Assistant 

Town Clerk/RFO 

6. Vouchers & invoices to be filed in Sundry Creditors’ file Administrative/Finance 
Assistant 

Town Clerk/RFO 

7. All entries to be entered into computerised accounts system Administrative/Finance 
Assistant 

Town Clerk/RFO 

8. Monthly Bank reconciliation Administrative/Finance 
Assistant 

RFO and Internal 
Controls member 

9. After each fundraising event, expenditure from individual spreadsheet to be entered onto 
Financial Summary spreadsheet 

Administrative/Finance 
Assistant 

Town Clerk/RFO 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To: Executive Committee 
From: Responsible Finance Officer 

Please can it be noted to executive committee that the town council credit cards of which there are 
two, have both had the credit limits increased to £1500 each from £1000 each. This brings the total 
available credit limit to £3000. Barclaycard have allowed the council a total limit of £8000, but it was 
felt that £1500 per card would be sufficient given that online ordering frequency has increased and 
has been found to be more efficient and cost effective. The financial regulations currently state that: 

6.18  Any Credit Card issued for use will be specifically restricted to the Clerk/Deputy Clerk and the RFO 
and will also be restricted to a single transaction maximum value of £500 and monthly spending 
restricted to £1000 unless authorised by Council or Executive committee before any order is placed. 

The financial regulations do not refer to credit card limits, only that spending cannot exceed these 
amounts and there have been no contraventions of the regulations. This has however highlighted 
the need for further review of the internal controls and the regulation itself in March 2022. 

Kind regards, 

Alex Jamieson 

RFO – Diss Town Council 
11/12 Market Hill 
Diss, IP22 4JZ 
Tel: 01379 643848 (Ext #204) 
Email: alex.jamieson@diss.gov.uk 
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DISS TOWN COUNCIL 
Council Offices, 11-12 Market Hill, 
Diss, Norfolk, IP22 4JZ. 
Telephone & Fax: (01379) 643848 
Email: towncouncil@diss.gov.uk 
Website: www.diss.gov.uk 

  
 
 
 

Report Number: 
44 / 2122 

 
 

Report to: Executive Committee 
Date of Meeting: 8th December 2021 
Authorship: Deputy Town Clerk 
Subject:  Sports Ground Fees and Contracts 

 
Introduction 
 

1. In September 2020, the Council adopted its three-year strategic plan and committed to review 
all council contracts and leases and to increase revenue generated at the Sports Ground as 
one of the objectives in the Cost Efficiencies priority. 

 
2. The Action Group looking at this initiative has completed some research and looked locally at 

similar costings to the facilities that we currently hire out at the Sports Ground. 
 

3. There are currently three hirers at the Sports Ground - Merryfields, a small nursery located 
inside the pavilion with a small fenced off garden; Scole Lads who rent the football pitches for 
their matches on alternate Sundays; and Diss Athletics Club who rent the athletics ground 
twice a week on a Tuesday and Thursday evening throughout the year. 

 
Income from Sports Ground 
 

4. We currently receive approximately £9,471 in income from the Sports Ground which is broken 
down as follows:- 
 

Scole Lads (Football) £1,862.21 
Diss Athletics Club £2,456.12 
Merryfields (Nursery) £5,152.44 
Total: £9,470.77 

 
Costs for yearly maintenance of Sports Ground 
 

5. We have taken a thorough look at the annual costs associated with maintaining the Sports 
Ground, which are broken down as follows: 
 

Consumables £ 1,379 
CGM £ 2,184 
Machinery Fuel £      50 
Track Clean £ 2,000 
SPG Water £    300 
SPG Electricity £ 1,652 
SPG Phone £    150 
SPG Phone £    240 
SPG Insurance £ 1,295 
SKPk Insurance £    486 
Trees £    500 
Cess Pit £    100 
364 Hours cleaning per year £ 4,841 
208 hours Maintenance Per Year £ 2,937 
Total Expenditure £18,114 
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6. Diss Town Council (DTC) currently makes up a shortfall of £8,643.23 (maintenance costs 
minus income). 
 

7. DTC has list of charges associated with the Sports Ground and there are varying percentage 
discounts historically given to the different organisations that rent the ground and pavilion.  
This has created a vast amount of work for the admin/finance team to manage.  The proposal 
is to have one price with no discounts available to make the pricing structure fair to everyone 
and easier to manage.   
 

Scole Lads 
 

8. DTC has an agreement with Scole Lads giving them exclusive access to the football pitches, 
however there is no commitment from Scole Lads that they will use the pitches. 
 
We currently have a published price which is: 
 
£62.80 for senior game – 16 years and above. 
£31.40 for junior games – up to 15 years of age. 
 
We apply around a 50% discount to these rates for Scole Lads, therefore they currently pay 
£15.98 per match. 
 

9. DTC currently lets Scole Lads utilise a large shed on the site to store equipment at no extra 
cost. 
 

10. Scole Lads undertakes all of the lining of the pitches and owns all of the goalposts and nets. 
 

11. We have reviewed local prices for hiring football pitches and the rates currently charged to 
Scole Lads are lower than other local providers. 
 

12. Scole Lads have historically used the pitches for training and matches, however they now train 
at Hartismere High School in Winter and at Scole in Summer. 
 

13. Scole Lads have 6 Junior teams (U11s through to U16s) and have become part of Scole 
United. So far this season 12 junior matches have been held on Sundays at the Sports 
Ground, with 3 postponed. No senior matches or training have taken place. 
 

14. There are 37 remaining Scole Lads junior fixtures in the next 25 weeks, spread across 18 
Sunday mornings, with no midweek football activity planned.  
 

15. We are not maximising the activity on the football pitches on this site, and this is leading to a 
higher subsidy from the Council than would otherwise be the case. 
 

16. We suggest removing the 50% discount from Scole Lads and charging the full £31.40 per 
session (with a potential 10% discount for block booking and advance payment) and 
renegotiating the agreement with them to enable us to actively market the football pitches to 
other potential users. 
 

17. We have modelled various levels of activity and the income that would generate, using the 
model overleaf. We could and should increase the income generated from renting out the 
football pitches. 
 



Page 3 of 5 
 

 
18. Floodlights are available at £13.96 for the first hour, then £8.22 per hour thereafter.  These are 

charged at cost (not currently used by Scole Lads). 
 

Diss Athletics 
 

19. Diss Athletics Club (DAC) currently use the athletics ground for two evenings a week 
throughout the year. 
 

20. DAC currently pays £20.12 per session, which is a 50% discount on our current scale of 
charges which is £40.24 for a maximum four-hour session, currently their sessions only last 
two hours including set up and clearing away of sports equipment. 
 

21. In addition to these charges, floodlights are available at the costs given at 18 above.  
 

22. With approximately eighty paying members, each paying £35 membership of which £15 per 
person goes to Sport England for membership, there is also a session cost of £1.50 for  
training, it was felt that DAC had some flexibility in charging more than £1.50 per session for 
training. 
 

23. There is also the potential of applying for relevant sports funding and grant applications. For 
example, Sport England offers a return to play which is a small grant of between £300 and 
£10k. DAC could apply for this to help with providing sport and physical activity, respond to the 
immediate challenges of returning to play in a coronavirus-safe way, as well as providing new 
activities to get people active again. 
 

24. DAC has the capacity to absorb the removal of the 50% discount; with an increase to 
subscriptions and grant applications.  
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25. It is proposed that DAC pays £40.24 for a four-hour session in line with our Sports Ground fee 

rate. 
 

Merryfields Nursery 
 

26. Merryfields were originally located in the Corn Hall but were moved to the Sports Ground 
Pavilion about 6 years ago.   
 

27. Merryfields currently has sole use of the main room in the pavilion which has a kitchen 
attached, use of the toilets, 3 cupboards and a small garden area located at the rear.  They 
rent the space for 5.5 hours per day Monday to Friday during term time. 
 

28. We cannot rent to any other group as the nursery leave all their equipment out in the room.  It 
would be beneficial to include a clause in their contract that the room is cleared at the end of 
the day.DTC to determine a dedicated storage space for the nursery to store all of their 
equipment at the end of a session. 
 

29. The Nursery currently pays £29.25 per 5.5 hours session which is roughly a 55% discount on 
our current scale of charges of £65.01 per session. 
 

30. After reviewing local like for like nursery fees with Merryfields please find below a comparison 
of the cheapest and most comparable fees. 
 

Name  Totals 
Merryfields 2-3 years old £4.25 per hour 

They are currently allowed x 6 per hour 
 
3–4-year-olds £3.85 per hour 
They are currently allowed x 10 per hour 
 
Income per hour x 16 children 
 
Income per Session x 16 children 
 
Income Per week for 16 children 
 
Total Income for the 35 weeks of term 
 

 
£    25.50 
 
 
£    38.00 
 
£    63.50 
 
£   349.25 
 
£ 1,746.25 
 
£61,118.75 
 

Conkers 2-3 years old £ £4.95 per hour 
(Assuming the same as Merryfields x 6 per hour) 
 
3–4-year-olds £4.80 per hour 
(Assuming the same as Merryfields x 10 per hour) 
 
Income per hour x 16 children 
 
Income Per Session x 16 children 
 
Income Per week for 16 children 
 
Total income for the 35 weeks of term (assuming 
the same as Merryfields) 

 
£      29.70 
 
 
£      48.00 
 
£      77.70 
 
£     388.50 
 
£   1,942.50 
 
£67,987.50 
 

 
 

31. It was agreed that there was room for Merryfields to increase their pricing structure in line with 
Conkers nursery allowing them to increase their income by up to £6,868.75 per year. 
 

32. We are proposing a new rental structure and rather than having discounts we are 
recommending a one-off fee of £45 per session.  This would be an increase of £2,722.56 per 
year which could be offset by a small change in their charging structure of around £1 per child 
per day. 

Contracts 
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33. There are currently no contracts in place between Merryfields or Diss Athletics Club and DTC. 
It is proposed that these are created by the action group. 
 

34. Scole Lads has a 7-year contract with DTC ending May 2025. It is proposed that the contract 
is renegotiated with a view to renting out the space when Scole Lads are not utilising it. 
 

Budget 
 

35. If the committee agrees to all the above changes to hire charges, then the Sports Ground will 
be running on a proposed £4k shortfall in the budget year 22/23, as opposed to the £8k+ that 
it is currently running at. 
 

36. It is proposed that work continues to identify other groups interested in renting out the football 
pitches and pavilion to enable the Sports Ground to operate cost neutrally.  
 

Conclusion 
 

37. To remove all previous charges for the hire of the Sports Ground, to set an individual price for 
each hirer and not apply any discounts in future. 
 

38. There is a risk that the hirers may consider alternative venues for their bookings if they are 
able to find more cost-effective venues and new hirers may need to be sourced.     

 
 
Recommendations:   
 
 
1) For Council to approve the implementation of a new charging structure for the Sports Ground 
starting 1st April 2022 summarised as follows:- 
     a.  Charge £45.00 per session for hire of the Pavilion. 
     b.  Charge £40.24 per session for hire of the Athletics Ground. 
     c.  Charge £62.80 per session for adult football and £31.40 per session for junior football  . 
 
2)  To write to Scole Lads, Diss Athletics Club and Merryfields Nursery informing them of the new 
charges during the new contracts procedure. 
 
3)  That councillors Gingell and Poulter and the Deputy Town Clerk renegotiate the contract between 
Diss Town Council and Scole Lads for consideration by the Executive Committee in March 2022. 
 
4)  That councillors Gingell and Poulter and the Deputy Town Clerk draft contracts between Diss Town 
Council and 1) Diss Athletics Club and 2) Merryfields Nursery for consideration by the Executive 
Committee in March 2022. 
 



   
 
 

Employment Contract 
 
 
Name of employer:     Diss Town Council (the ‘Council’) 
 
Address of employer:   11-12 Market Hill, Diss, IP22 4JZ 
 
Name of employee:  XXXXXXXXX 
 
This statement sets out certain details of the terms and conditions of employment as they apply at 11th  
October 2021, as required by Section 1 of the Employment Rights Act 1996.  
 
You should retain this statement, and you are asked to sign the enclosed copy to confirm that you have 
received it. You should then return the signed copy, which will be kept on your personal file, to your Line 
Manager. 
 
1.  BEGINNING OF EMPLOYMENT 
1.1. The commencement date of this contract is 10th December 2021 
 
1.2. Your period of continuous employment for the purposes of your statutory employment rights also 

began on insert start date. 
 
1.3. Your employment with any previous employer does not count as part of your continuous period of 

employment.  However, for the purposes of entitlements to annual leave, sick pay arrangements and 
maternity arrangements, continuous service includes continuous service with any public authority to 
which the Redundancy Payments (Continuity of Employment in Local Government etc.) 
(Modification) Order 1999 applies. 

 
1.4. This Agreement also supersedes and cancels any previous ‘Contract’ issued to you. 
 
2. PROBATIONARY PERIOD (NEW EMPLOYEES) 
2.1. Your employment is subject to completion of a satisfactory probationary period of six months.   
 
2.2. During this period your work performance and general suitability will be assessed and, if it is 

satisfactory, your employment will continue.  
  
2.3. However, if your work performance is not up to the required standard, or you are considered to be 

generally unsuitable, the Council may either extend your probationary period or terminate your 
employment, by giving you the appropriate notice, as detailed in Section 28. 

 
2.4. The Council reserves the right not to apply the full capability and disciplinary procedures during your 

probationary period. 
 
3.  JOB TITLE & DUTIES 
3.1. Your job title is XXXXXXXXXXXXXX 
 
3.2. You are expected to perform all the duties which may be required of you as set out in your job 

description. 
 
3.3. However, this does not limit your duties, and the Council may require you from time to time to do any 

work within your capacity. 
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3.4. Your job title is as indicated above, but the Council reserves the right to change this title and to 
amend your job description as necessary from time to time. 

 
4.  COLLECTIVE AGREEMENTS 
4.1. The National Agreement on Pay and Conditions of Service of the National Joint Council (“the NJC”) 

for Local Government Services (“the Green Book”) applies to your employment save as amended by 
this contract. 

 
5.  PLACE OF WORK 
5.1. Your usual places of work are  
 

• Put In Address  
 

although the Council may require you to work at other locations on a temporary or permanent basis.  
 
5.2. The Council expects all Employees to be flexible to meet customer needs and demands. Any 

changes that arise, involving a permanent relocation of the Council base, will be dealt with by 
consultation with the affected Employees, giving the appropriate notice. 

 
6.  REMUNERATION 
6.1. Your salary at commencement of this contract is £xxxxxxx per annum, being the current salary point 

SCP XX, within the scale range SCP XXXX, as set out in the 2004 National Agreement on Salaries 
and Conditions of Service of Local Council Clerks in England and Wales, as amended. 

 
6.2. Subject to satisfactory performance, you will progress automatically through the salary scale range 

Scale XXXXXX by annual increments until you reach the maximum salary in the range.   
 
6.3. One salary point will be added to your salary, up to a maximum of four points, for already holding or 

successfully obtaining any of the relevant employment-related qualifications (see Appendix) as 
agreed during the appraisal process. 

 
6.4. Your salary will be paid monthly in arrears, by cheque or bank transfer to your nominated account, 

by the 1st of the month. 
 
7. DEDUCTIONS FROM WAGES 
7.1. The Employer reserves the right to make deductions from wages and or final salary to recover 

payment(s) made by mistake, including overpayment of wages and expenses, or loans made to you.   
 
7.2. In the event of termination of the Employee’s employment, the Employer will be entitled to deduct 

from any wages or salary or other monies payable to the Employee, any monies that may be owed 
by the Employee to the Employer including holidays taken but not accrued. 

 
7.3. On termination of your employment you must return all Employer property which is in your 

possession or for which you have responsibility. Failure to return such items may result in the cost of 
the items being deducted from any monies outstanding to you. 

 
8.  WORKING HOURS 
8.1. Your normal working hours are from XXXXX to XXXXX Monday to Friday and XXXX to XXXX  

(totalling XX hours per week). If you work more than six consecutive hours daily you are entitled to a 
20 minute lunch break (this is unpaid).  Flexibility will be required to work other hours as necessary. 
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8.2. The Council reserves the right to make reasonable changes to your hours from time to time, 
following discussion with you. 

  
8.3. Timekeeping is of considerable importance to the Council.  You must ensure that you report for duty 

at the specified time.  Failure to do so may lead to disciplinary action. 
 
9. ADDITIONAL HOURS 
9.1. If you work more than your normal working hours, then subject to your Line Manager’s approval, you 

may take time off in lieu of a time to be agreed between you and your Line Manager. 
 
10.  ANNUAL LEAVE 
10.1. The Council’s holiday year runs from 1st April to 31st March each year.  
 
10.2. Subject to clause 1.3. of this contract, the calculation of your annual leave commences from the first 

day of your employment.  You are entitled to 29 working days’ leave in each leave year (pro rata for 
part time employees), which includes the normal bank and public holidays.  

 
10.3. Your leave entitlement will increase to 34 working days per year (pro rata for part time employees), 

which includes the normal bank and public holidays, when you have five years’ continuous service 
prior to the commencement of the leave year. 

 
10.4. In addition to the normal bank and public holidays, you are entitled to 2 additional statutory days (pro 

rata for part time employees). 
 
10.5. Annual leave must be taken at a time agreed by your Line Manager.   
 
10.6. You may carry forward up to 5 days’ leave into the following year, subject to approval of the Council, 

but cannot take payment in lieu of annual leave, except on termination of employment.  
 
10.7. If your employment terminates at a time when you have taken more holiday than you have accrued, 

the Council will make an adjustment in your final salary.  
 
10.8 You will be given the choice of taking any leave owed prior to termination or receiving remuneration.   
 
10.9. If your employment commences or terminates part way through the leave year, your leave 

entitlement will be calculated on a pro rata basis. 
 
11.  SICKNESS ABSENCE AND SICK PAY 
11.1 If you cannot work because of sickness or injury, you must inform your line manager by phone within 

the first hour of your normal shift start time, and then on each subsequent day of your absence 
unless otherwise agreed. 

 
11.2. All staff will be entitled to sick pay on the satisfactory completion of their six-month probation period. 
  
 
            Any payment of Sick Pay is conditional upon: 
 

a) The completion of the Employer’s Self-Certification Form giving the reasons for any absences of 
up to a calendar week. 

 
b) The production of a Medical Certificate covering any absences of more than a calendar week, 

and thereafter provide a like certificate each week to cover any subsequent periods of absence. 
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11.3. The Council shall have the right at any time to require you to submit to examination by an 

independent medical practitioner selected by the Council, to obtain a confidential report on your 
condition from such practitioner. To discuss with such practitioner or any other person authorised by 
the Council to assist with your welfare, the findings of this examination and the prognosis of your 
likely recovery, fitness to return to work or fitness to carry out your existing role, and any 
recommended treatment. 

 
11.4. You will be provided with a copy of the Council’s Sickness Absence Policy. 
 
11.5. Provided that you comply with the Council’s Sickness Absence Policy, you will receive sick pay when 

you are absent from work because of sickness, as follows: - 
 

during the 1st year of service          - (After completion of probation period) 1 months’ full pay and   
  1 months’ half pay 
during the 2nd year of service        -  2 months’ full pay and 2 months’ half pay 
during the 3rd year of service         - 4 months’ full pay and 4 months’ half pay 
during 4th and 5th years of service -   5 months’ full pay and 5 months’ half pay 
after 5 years’ service                      -   6 months’ full pay and 6 months’ half pay 
 

11.6. The Council’s Sick Pay Scheme enhances Statutory Sick Pay (SSP). However, failure to comply with 
the Council’s Sickness Absence Policy could result in this payment being withdrawn. If the Council’s 
Sick Pay Scheme payment is withdrawn, you may still be entitled to a SSP payment, providing that 
you meet the eligibility and reporting requirements for this scheme.  Statutory Sick Pay is not paid for 
the first 3 days in any period of sickness.  

 
12.  PENSION SCHEME 
12.1. The Council is a member of the Local Government Pension Scheme, which operates a contributory 

pension scheme which you are invited to join. You have been provided with details in the booklet.   
 
12.2. You will be automatically enrolled into the Council’s contributory pension scheme  provided you meet 

certain eligibility requirements. If you are not eligible to join the Council’s contributory pension 
scheme, to comply with the law on auto-enrolment into a pension scheme, the Council will 
automatically enrol you into an appropriate scheme, provided you meet certain eligibility 
requirements. If you opt out of a pension scheme that meets those requirements, to comply with the 
law the Council will need to automatically re-enrol you into an appropriate pension scheme 
periodically. 

  
12.3 The current auto-enrolment pension scheme contribution rates relate to salary bands and at your 

current salary, the rate is 5.50%. Please note that these contribution rates may vary from time to 
time. Your contributions will be deducted from your pay. 

  
12.4 Your entitlements under the applicable scheme are subject to the terms of the scheme from time to 

time in force. The Council reserves the right to change the scheme that you are entitled to be a 
member of at any time. 

 
13. EXPENSES 
13.1. The Council will reimburse you at NJC rates in force at the time for mileage incurred using your own 

vehicle in the performance of company business (“mileage expenses”) provided that mileage 
expenses have been approved by the Council. 

 
13.2. The Council shall reimburse you for other expenses which may include overnight accommodation, 
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meals and fares incurred in the performance of Council business (“other expenses”) provided that 
the other expenses have been receipted and approved by the Council.  

 
13.3. An Essential Car Users allowance may be paid in addition to a mileage allowance. Essential users 

are deemed to be those whose duties are of such a nature that it is essential for them to have a 
motor car at their disposal whenever required in the interests of the efficient conduct of the business 
of the Council.  Essential users are entitled to receive a lump sum allowance in addition to a mileage 
rate applicable to cars up to 1450cc – currently 45p per mile. The car user allowances and rates are 
reviewed annually by technical advisers with effect from 1st April each year.In all cases expenses are 
subject to the conditions contained within the Council ‘Members’ and Staff Expenses Policy’. 

 
13.4 All Staff members who receive Essential Car Users allowance are required to have Business 

Insurance on their motor vehicle insurance policy to cover journeys for work related business. 
  
14. MATERNITY, PATERNITY, ADOPTION AND PARENTAL LEAVE AND PAY 
14.1. Qualifying employees will be entitled to all statutory entitlements. 
 
15. Continuous PerformanceAPPRAISALS 
15.1. You will receive an annual continuous performance appraisal.n annual appraisal. 
 
16. TRAINING AND DEVELOPMENT 
16.1. The Council shall be responsible for the costs associated with any training and development that it 

considers necessary.  This may include the cost of training and development courses or 
examinations, and payment of mileage expenses and other expenses in accordance with the Council 
expenses policy.  Where the Council considers it appropriate, it shall give you reasonable paid time 
off for study. 

 
17.  USE OF EMPLOYER VEHICLES/DRIVING (Applicable only if you are required to drive within 

your role) 
17.1. It is a condition of your employment that you have and keep a current driving license. Your driving 

license will be checked annually.   
 
17.2. You are obliged to inform the Employer immediately of any changes to your license, including any 

additional penalties, driving offences or Police charges. 
    
17.3. Should you receive any driving penalties, for example for parking or speeding whilst driving the 

Employer’s vehicle, the Employer reserves the right to deduct such fines from your pay.  Should your 
license be removed or become invalid for any reason, your employment may be terminated. 

 
17.4. You must immediately notify the Employer of any damage to any vehicle and of any accidents while 

driving on the Employer’s business. 
 
18. COUNCIL RULES 
18.1. You must comply with all reasonable instructions given in the course of your employment, by any 

person in the Council entitled to give such instruction, and all Council policies and procedures in 
force at the time. 

 
18.2. Tidiness and courtesy are of utmost importance in our business. The Council’s reputation is 

determined by the conduct and actions of its employees. 
 
18.3. Any change of home address, or any other personal details which the Council are required to keep, 

must be notified to the Council immediately. This includes any endorsements to your driving license 
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if this is required for your role. 
 
18.4. Employees who are unable to complete their required daily assignments, for any reason outside their 

control, must contact the Council and keep them informed of the situation.  
 
18.5. All employees are expected to act whole-heartedly in the interest of the Council at all times.  Any 

conduct detrimental to the interests of the Council, its relationship with the public, customers or 
suppliers, or damaging its public image, shall be considered to be a breach of the Council rules, 
which renders an Employee liable to disciplinary action, dependent on the severity of the offence.  

 
19. OTHER BUSINESS OR EMPLOYMENT 
19.1. You must not while employed by the Council, without the prior consent in writing of the Council 

(which the Council is under no obligation to give) be directly or indirectly employed or engaged 
(moonlighting) concerned or interested in any other business, whether paid or unpaid, which 
competes with or which could reasonably be considered to be to the detriment of your day to day 
duties, or in any way conflict with the trade, business or interests of the Council. 

 
19.2. The Council reserves the right to refuse consent if it is not in the interests of the Council, however 

such consent will not be unreasonably withheld. Failure to comply with this provision may also 
contravene the Working Time Regulations. 

 
20. COUNCIL PAPERS AND PROPERTY 
20.1. All papers, documents and other Council property you may use or prepare in connection with your 

duties, and all copies thereof belong to the Council and must be left with the Council if your 
employment is terminated.  No property belonging to the Council may be removed from the premises 
without permission from your manager. The Council may require you, on termination of this 
employment, to sign a confirmation that all papers and documents, and all other items of Council 
property have been returned, and that no copying, duplication or downloading of any sort has taken 
place. 

 
21. INTELLECTUAL PROPERTY 
21.1. Any discovery, creation or invention made or discovered by you while in the service of the Council in 

connection with, or in any way affecting or relating to the business of the Council, shall be disclosed 
to the Council and shall be the absolute property of the Council. 

 
22. DATA PROTECTION 
22.1 The Council will, during the course of your employment, be required to keep and maintain 

information about you both manually and on computer.  The Council will abide by the requirements 
of the Data Protection Act 20181998, by maintaining these records only during the course of your 
employment, and for an appropriate time afterwards. 

 
23. HEALTH AND SAFETY 
23.1. You have a duty to ensure the health and safety of yourself and others.  You must also cooperate 

with the Council so that it can comply with its health and safety obligations. 
 
23.2. You will be given a copy of the Council’s Health & Safety Policies. 
 
24  INJURY OR ASSAULT 
24.1 In the event of death or permanent disablement arising from a violent or criminal assault suffered in 

the course of employment then all insurance payments will be made in accordance with paragraph 7 
of Part 3 of the Green Book. 
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25. EQUAL OPPORTUNITY POLICIES 
25.1. You must comply with the Council’s Equal Opportunity Policies, which you will be given copies of. 
 
26 CONFIDENTIALITY 
26.1. During your employment you may have access to confidential information about our business. 

Confidential information is valuable and our business could be damaged if such information were to 
fall into the hands of a competitor. 

 
26.2 You must therefore take the utmost care of confidential information, use your best efforts to prevent 

unauthorised use or disclosure of confidential information and not use, make or use any copies or 
disclose it to any person, Council or other organisation whatsoever unless this is strictly necessary 
for the purposes of your job or authorised/required by law.  

 
26.3. This responsibility applies both during and after your employment and will only end, in relation to any 

confidential information, when that information becomes publicly available through a source other 
than unauthorised disclosure. 

 
27. INDEMNITY 
27.1. The Council undertakes to indemnify you against any actions of commission or omission that are 

authorised by the Council. 
 
28. TERMINATION OF EMPLOYMENT 
28.1. During your probationary period with the Council, you are required to give the Council not less than 

one week’s notice in writing should you decide to resign, and the Council must give you not less than 
one week’s notice to terminate your employment.  

 
28.2. After your probationary period, you are required to give the Council one month’s notice of 

resignation.  
 
28.3. The Council will give you four weeks’ notice in writing until you have been continuously employed for 

four years, and the period of notice the Council will give you will increase by one week for each 
subsequent year of continuous employment, up to a maximum of 12 weeks. 

 
28.4. The Council has the right to terminate your employment without notice in the event of gross 

misconduct or gross negligence, or some other fundamental breach of contract on your part. 
 
28.5. In all cases, the Council reserves the right to pay your basic salary in lieu of notice, rather than 

allowing you to work out your notice period. 
 
28.6. Once notice to terminate your employment has been given by the Council or you, the Council has 

the right not to allocate any duties to you and to require you not to report to the Council premises but 
to remain at home during that period, when you will continue to receive your salary and all other 
benefits under this agreement. 

 
28.7. On leaving the Council you will be expected to return any Council owned property such as (but not 

limited to) mobile phones, computers, any council owned electronic devices, memory sticks, 
uniforms or any other equipment, materials or documents issued to you in respect of your 
employment with the Council to your Line Manager. 

 
29.  OVERSEAS EMPLOYMENT 

ItemI t e m  2 0 2 0
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29.1. The Council does not currently envisage that you will be required to work outside the United 
Kingdom for a continuous period of more than one month during your employment. You will be given 
written notification if there is a change in this position. 

30. VARIATIONS TO CONTRACTS
30.1. The Council reserves the right to make reasonable changes to the Employee’s terms and conditions

of employment and Council Rules and regulations as is necessary from time to time.  Wherever 
possible this will be done with consultation with the Employee, with any changes being notified in 
writing with the required statutory notice period. Where this is not possible, or required by law, 
changes will be made by a general notice applicable to all employees, or by way of a specific notice 
to the Employee. 

We confirm that the written statement set out above accurately represents the terms of the contract of 
employment. 

Signed by your Line Manager on behalf of the Council:__________________________________________ 

Name:_____________________________________________ Date:______________________ 

Signed by employee:_____________________________________________________ 

Date:____________________________ 



DISS TOWN COUNCIL 
Council Offices, 11-12 Market Hill, 
Diss, Norfolk, IP22 4JZ. 
Telephone & Fax: (01379) 643848 
Email: towncouncil@diss.gov.uk 
Website: www.diss.gov.uk 

Report Number: 
45 / 2122 

Report to: Executive Committee 
Date of Meeting: 2nd December 2021 
Authorship: Town Clerk / Action Group – councillors Collins & Kiddie & Maintenance Manager 
Subject: Town Cleanliness 

Introduction 

1. At the October Infrastructure committee meeting, it was RESOLVED:

a. For councillors Collins and Kiddie to work with the Maintenance Manager to
draft a specification of requirements for a street cleaner and to confirm the
suitability of the Ipswich Borough Council models against said specification with
delegated authority to the Clerk to purchase the equipment up to the value of
£35,000 using the Earmarked Reserves Street Cleaner allocation.

b. To allocate a further £10k from General Reserves to allow for costs up to £45k
for a street cleaner and to create a new budget code heading for ongoing
maintenance of the street cleaner.

Equipment research 

2. Extensive research into street cleaners has been undertaken online and various firms
have been contacted for advice and costings.

3. Councillor Kiddie organised a meeting on Mere St with a consultant from Kaercher, a
street cleaner dealership based in Lowestoft. It quickly became apparent that there
was nothing suitable for the Council’s requirements within the available budget of
£35k - £45k.

4. The machine recommended by the consultant was £75k excluding maintenance
costs. This large equipment, which needs to be manned, would not have been
suitable for Mere St due to the quantity if street furniture or St Nicholas Street due to
the high kerbs.

Maintenance team proposals 

5. Given that the mechanical solution is way beyond budget, may not even be suitable
for Mere St given its size and the requirement to blow out rubbish from underneath
the planters, the action group discussed the possibilities of employing a dedicated
street cleaner in a flexible capacity that would fall very much within the available
budget.

6. The work that is currently undertaken by the maintenance team to clean the streets is
good but there are not enough hours dedicated to this activity each day.  Another
advantage of having a team member with smaller equipment is that they can

Item 16
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manoeuvre more easily around the street furniture located in Mere St / rest of the 
town centre.  
 

7. This team member would be able to take on various other tasks under the street 
cleaning capacity such as watering planters and bin emptying to provide more 
flexibility within the maintenance team particularly during holidays / covering sickness 
absence.  
 

8. With the proviso that the District Council continues with its current street cleaning of 
Mere Street on Tuesdays, it is proposed that additional maintenance hours are 
allocated to Mondays, Wednesdays, Thursdays, Fridays and either Saturday or 
Sunday dependent on need / events.   
 

Costs 
 

9. The team member would require the use of an additional van to effectively clean the 
streets and additional costs such as tax, MOT, maintenance, and fuel would require 
consideration as they would have done for the cleaning equipment. One of the 
Council’s existing vans is used daily for litter collection 6am – midday. The second 
vehicle is used by the full-time staff.  
 

10. The Council’s Responsible Finance Officer was asked to calculate cost to Council 
based on 25 (5 per day), 30 (6 per day) & 37 (full-time) hours per week and at salary 
scale points (SCP) 2 & 3 (see Appendix).  Three members of maintenance staff are 
currently paid SCP range 2-4 with the national living wage of £9.50 per hour effective 
from April 2022.   

 
Proposal 
 

11. It is proposed that a member of the Executive committee works with the Action Group 
to determine additional resources required to undertake street cleaning duties in the 
town centre both in 2022-23 and future years.  
 

Equipment 
 

12. It is also recommended that the District Council is asked to consider a financial 
contribution towards the purchase of new street cleaning equipment to assist the 
Town Council in this task given street cleaning falls within the District Council’s remit.   

 
Budget 
 

13. There is currently £35k in Earmarked Reserves allocated to support the objective of 
improved street cleaning. 
 

 
Recommendation 
 
To appoint a member of the Executive committee to work with the Action Group to determine 
additional resources required to provide an improved street cleaning service for the town 
centre both in 2022-3 and future years.      
 
 



Weekly 
Hours 

Annual 
hours SCP Hourly 

Rate 
Annual Top 
Line 

2% assumed 
SCP increase 

Emp'ers 
NI 

Emp'ers 
Pension Total Cost 

Cleaning Operative 37 1924 2 9.46 £  18,201.04  £  18,565.06 1463.62 £  4,455.61  £  24,484.30 

Cleaning Operative 30 1560 2 9.46 £  14,757.60  £  15,052.75 935.02 £  3,612.66  £  19,600.43 

Cleaning Operative 25 1300 2 9.46 £  12,298.00  £  12,543.96 557.45 £  3,010.55  £  16,111.96 

Cleaning Operative 37 1924 3 9.65 £  18,566.60  £  18,937.93 1519.74 £  4,545.10  £  25,002.77 

Cleaning Operative 30 1560 3 9.65 £  15,054.00  £  15,355.08 980.52 £  3,685.22  £  20,020.82 

Cleaning Operative 25 1300 3 9.65 £  12,545.00  £  12,795.90 595.36 £  3,071.02  £  16,462.28 

Appendix



Progress Report
Committee Minute 

Reference
Subject Action Assigned to Timescale Comments or further action

Executive EX0318/08 TOWN MAYOR'S PROTOCOL c) Prepare a Town Mayor's Protocol prior to the Annual Meeting of 
the Town Council

Clerk/SB 30/09/21 Protocol is drafted and awaiting feedback from SB. 

Executive EX0318/10 STAFFING Update a) Leavers – receiving reports of exit interviews from both staff
and councillors; 
b) New starters – to receive results of probationary assessments
c) Time Off In Lieu - status against policy
d) Appraisal schedule / Salary scale increases approved
e) Report on implementation of HR policies to deal with issues
including disciplinary, grievance, sickness and absence
f) Recorded accidents at work
g) Sickness / Occupational health issues
h) Status of volunteers/self-employed contractors

Deputy Town 
Clerk

Every meeting a) Nothing to report.
b) David Collins has joined us on a permanent contract.
c) All staff adhering to TOIL.
d) Deputy Town Clerk/RFO/MM completed appraisals and these will
be shared with the Chair of Executive.
e) No requirement to implement HR issues
f) Nothing to report.
g) Nothing to report.
h) No volunteers at this present time.

Executive EX0219/07 GDPR To schedule a meeting to review databases in light of the General 
Data Protection Regulation.

Clerk 01/02/22 Town clerk to organise meeting.

Executive EX0920/20 STAFFING To consider further training on diversity for all Council members 
and staff

Dep TC 01/01/22 Training still to be organised. 

Executive EX1220/09 Budget 2021/22 1) To increase hire fees by 1.5% across all sites. 2) 
To review the pricing structure for the council offices in time for 
2022/23 budget.                                                                       3)
To undertake a review of the fees charged by other authorities 
regarding fishing rights.

RFO by 15.03.21 / by 
30.09.21

1. Fees have been increased and entered onto rialtus.
2. Will be completed by RFO in due course.
3. This will be incorporated into the work of the Mere water quality 
strategic action group

Executive EX1220/11 Council's Resilience Plan to appoint an action group of councillors Olander, Poulter and 
Robertson to review the Council’s Resilience Plan.

SO/DP/JR 30/09/2021 Resilience Plan has been completed and ratified by Council, the Plan 
will be available to the public by 10/12/2021.

Executive EX0321/08 Internal Controls It was agreed that the lower amount of £100 in clause 11.1(h) 
would be increased to £500 and that the RFO would investigate 
the new guidance regarding EU procurement relating to clause 
11.1k. The internal controls’ procedures would be amended to 
ensure that no one individual may carry out and check a task. 
There was discussion regarding how the risk rating of Red, 
Amber or Green is calculated, what that rating means and how 
the Council complies, and it was agreed that councillors Gingell 
and Poulter would work with the RFO and Deputy Town Clerk to 
add an explanation / key to the risk register.

MG/DP/RFO/  
Dept Clerk

30.09.2021 Clause 1.1 (h) has been correctly amended in the financial regulations. 
The RFO is awaiting further guidance regarding clause 11.1. Changes 
to the internal controls will be added to the December agenda.

Executive EX0321/08 Internal Controls That the Council opens four savings accounts with Moneycorp, 
Investec, Shawbrook and Nationwide with a deposit of £85k in 
each totalling the recommended minimum amount of £340k for 
diversification into other banking institutions.

RFO by 30.09.2021 Nationwide has been opened. Moneycorp, Investec and Shawbrook 
are not available. £84K will be transferred to allow for interest.

Executive EX0321/08 Internal Controls a) That councillor Gingell be added to all bank account mandates
in his role as Internal Controls councillor.
b) That the Chairman of the Executive committee is added to all
bank account mandates and as an authorizing Barclays.net 
member.
c) That councillor Olander is added to the bank mandates for 
Active Saver and Rate Reward accounts, and that the single 
signature instruction is removed from the Active Saver mandate.
d) That all payments using the Barclays.net platform require 
authorisation from an Officer of the council, a Chair and Vice-
Chair of a committee of the council.
e) That the committee approves the temporary payment 
authorisation procedure and associated controls, with an 
agreement to return to the previously approved in-house method 
when government guidelines allow.

RFO by 30.09.201 a) Councillor Gingell is currently being added to all bank accounts.
b) Ongoing with Barclays.net.
c) Councillor Olander signature is ongoing.
d) Completed
e) Completed

Item 17



Progress Report
Committee Minute 

Reference
Subject Action Assigned to Timescale Comments or further action

Executive EX0321/10 Strategy Plan It was noted that the Executive committee actions scheduled for 
February are 80% completed and contributing members were 
thanked. Actions include assessing data from previous 
maintenance review relevant to capacity for reducing overall costs 
by undertaking maintenance tasks on behalf of others, identifying 
activity that has an impact on the Council’s carbon footprint and 
identifying total capacity at the Sports Ground and Diss Youth & 
Community Centre relevant to increasing revenue.

DP see target dates 
in strategic 
action plan

This piece of work is ongoing and is updated on the strategy action 
plan.

Executive c) To review vmit's IT provision in December 2022 to review 
contract and ensure compliance. 

Dep TC 01/12/2022

Executive EX0921/10 Budget 2022/23 To appoint the Chairs of Committees and Councillor Gingell to the 
Budget Action Group to work alongside the Responsible Finance 
Officer and Clerks to draft the budget proposals for the 2022/23 
financial year.

RFO/Clerks by 20.10.21 This work has been completed and is on Agenda for December 2021.

Executive EX0921/11 Job Descriptions To bring back the Clerks' Job descriptions to the December 
Executive meeting with changes highlighted

Clerks by 1.12.21 On Agenda.

Executive EX0921/12 Councillor Emails To approve the cost of £42 +VAT per month for VMIT to provide 
up to 14 exchange licenses for all councillors

Dep TC immediately Completed.

Executive EX0921/13 Hire Fees To provide free access to council facilities to those community 
groups who are engaging in charitable objectives with no financial 
gain

Dep TC by 01.11.21 Completed.
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