Newark Town Council
Town Hall, Market Place, Newark, Nottinghamshire, NG24 1DU
Tel: 01636 680 333 ~ Fax: 01636 680 350
Email: post@newark.gov.uk ~ Website: www.newark.gov.uk

FINANCE & GENERAL PURPOSES COMMITTEE
WEDNESDAY 4TH APRIL 2018

Wednesday 28th March 2018
Dear Councillor
You are summonsed to attend a meeting of the Finance & General Purposes Committee at
7.30pm on Wednesday 4th April 2018. This meeting will be held in the Council Chamber at
the Town Hall.
Yours sincerely

Alan Mellor
Town Clerk

1

2

FINANCE & GENERAL PURPOSES COMMITTEE

AGENDA

1

Apologies for Absence

2

Minutes of the Finance & General Purposes

Minutes

Committee held on Wednesday 7th March 2018

Attached

3

Matters Arising

Verbal

4

Declarations of Interest from Members

Verbal

5

Payment Schedules

Report

Page 5

Page 11

Attached
6

Street Collection Licences

7

General Data Protection Regulations

8

Representation on Outside Bodies

Report
Attached
Report
Attached
Report
Attached

Page 17
Page 25
Page 61

3

Pre-Group Meetings

1

6.00pm

Conservative Group

Committee Room

2

7.00pm

Independents

Pickin Room

3

7.00pm

Labour Group

Old Robing Room

Committee Membership

Cllr D Lloyd (Chairman)
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Newark Town Council
Town Hall, Market Place, Newark, Nottinghamshire, NG24 1DU
Tel: 01636 680 333 ~ Fax: 01636 680 350
Email: post@newark.gov.uk ~ Website: www.newark.gov.uk

Committee Date: Wednesday 4th April 2018

Agenda Item No: 2

FINANCE & GENERAL PURPOSES COMMITTEE MINUTES
Minutes of the Meeting of the Finance & General Purposes Committee held on
Wednesday 7th March 2018 in the Town Hall.
Membership Present:

Councillor

D Lloyd (in the Chair)

Councillors

M G Cope (Vice-Chairman)
Mrs C Barker-Powell
Mrs I Brown
M Cleasby
Mrs R Crowe
R A Crowe
Mrs G Dawn
P Duncan
Ms H Gent
K Girling
L Goff
S Haynes
D Hyde
D Jones (Ap)
T Roberts MBE
M Skinner
R Williams

Apologies for Absence:

Councillor

D Jones

Officers Present:

Town Clerk

Alan Mellor

Taking Notes:

PA to the Town Clerk

Helen Crossland

There were four members of the public present.
Venue:

Council Chamber, Town Hall
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FGP79/17/18 Minutes of the last meeting of the Finance & General Purposes
Committee held on Wednesday 7th February 2018
The Minutes of the Finance & General Purposes Committee meeting held
on Wednesday 7th February were AGREED as a true and accurate record
and signed by the Chairman.
FGP80/17/18 Matters Arising
There were no Matters Arising.
FGP81/17/18 Declarations of Interest
It was AGREED to accept any Declarations of Interest as and when they
arose during the meeting.
FGP82/17/18 Payment Schedule 10/18
Members AGREED that payment in accordance with Payment Schedule
10/18 in the sum of £129,210.13 (one hundred and twenty nine thousand,
two hundred and ten pounds and 13p) be APPROVED.
FGP83/17/18 Destination Management Plan
Members CONSIDERED the Draft Plan and made the following
comments:
(i)

It was noted that the Business Club did not seem to be involved,
and were not on the list of Consultees; following discussion it was
AGREED that the membership list should include the Business
Club.

(ii)

The Plan highlights and identifies the whole range of attractions that
Newark has to offer.

(iii)

Newark Management Group (NMG) - there was a need to
understand how the Town Team ‘fit’ into this; the Town Clerk said
that the NMG could be a higher strategic group and the Town Team
would then be more operational.

(iv)

Some of the original people involved as Consultees were no longer
at Newark & Sherwood District Council.

(v)

It was noted that there were 5 Conservatives on the Consultee list;
the Chairman explained how they were appointed, and that it was
not on the basis of Political Party.

(vi)

It was suggested that perhaps in the spring months the Market
Place could be lit – it was currently very ‘dull’ in the evening.
Advantage should be taken of the facility (the Market Place) –
extend the evening and night-time economy.
The Chairman pointed out that the Shopfront Supplementary
Planning Document was specifically aimed at lighting in retail units.
It was also noted that the evening and night-time economy was
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located mainly along Castlegate, and the Market Place was ‘day
time’ economy.
A suggestion was made that there could be more activities in the
Market Place, particularly for children; a lot more could be put on.
Other Members felt that there was plenty being put on in the Market
Place (themed markets and street entertainment for example) and
the Town Council had spent a lot of money making the Market Place
a nice place to be. In the couple of years since the Town Council
had taken control of the Market Place, a lot of work had been done.
(vii)

The current review of the Buttermarket would include the ‘mix’ of
shops.

(viii)

The Plan identified the retail potential of the Town.

(ix)

There is now a need to fully develop a Town Plan, looking at 20
years’ time – it was AGREED that this should be a recommendation
from the Town Council.

FGP84/17/18 Risk Register
The Town Clerk presented the report; there were two revisions; Risk No
12 – Workforce Succession Planning and within Risk No 9,10 & 11,
Devolved Services, the Town Council Capacity.
There was discussion about the workforce succession planning; Cllr K
Girling asked if there was a Skills Matrix in place – as staff left, you would
be able to see what skills would need to be replaced. The Town Clerk
pointed out that the demographics of the Town Council employees are not
an even spread and perhaps there was a need for a better ‘balance’ of
ages in the workforce, in the future.
Cllr D Hyde asked about the new GDPR law that was due to come into
effect in May; the Town Clerk responded that he was aware that all
Councils will have to deal with Data Protection issues. He reported that
was having conversations at the moment with other Councils, and had
also had some initial discussion with the Town Council’s IT providers. He
did not consider it to be a risk at this stage.
Town Council Capacity – the Town Clerk informed Members that he was
satisfied that there was now no risk with regard to the transfer of additional
services.
Members then CONSIDERED the strategic risks as discussed in the report
and APPROVED the revised Risk Management Strategy.
FGP85/17/18 Internal Audit Report
Cllr Mrs R Crowe was pleased that the recommendations had been carried
out and congratulated the Town Clerk.
Members ACCEPTED the Internal Audit Report and ENDORSED the
proposed actions in response to the report’s recommendations.
FGP86/17/18 Financial Out Turn
Cllr M Skinner asked about the PWLB Loans; the Town Clerk explained
that the application had gone it, but it was a protracted process. He now
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had to submit a lot more information and this was ongoing.
Cllr K Girling felt that the Town Council was in a good financial position
and the people of Newark should be pleased about this. Cllr P Duncan
agreed and said that the Devolution Agreement had been successful.
Members RECEIVED and APPROVED the financial out-turn report as at
31 January 2018.
FGP87/17/18 Investment Strategy
The Town Clerk began discussion on this item. He said that it was now
moving towards the end of the financial year and the decisions made last
year had proved to be good ones.
(i)

Members APPROVED the withdrawals and additional investments
made during the current financial year to date.

(ii)

Members CONSIDERED the performance of the investments
achieved through the CCLA.

FGP88/17/18 Sports Club Support
Prior to discussion of this item, the Chairman said that he would take the
report in an itemised fashion; he was aware that some Members had
interests to declare and asked for those declarations to be made.
Cllr R Crowe declared a prejudicial interest in Newark Rugby Club and
said he would leave the meeting for the discussion of this.
Cllr Mrs R Crowe declared a personal interest in Newark Rugby Club.
Cllr M Skinner and Cllr K Girling declared a personal interest in Newark
Town Bowls Club.
The Chairman then went through the background of the Agenda Report.
He then proposed the recommendations prior to the discussion.
Members CONSIDERED and AGREED:
(ii)

The request from Newark Town Bowls Club for the Town Council to
provide financial support to their beguiling repair project and the
purchase of wheelchairs to enable disabled people to play bowls.
Cllr L Goff proposed that Standing Orders be suspended to allow
the members of the public present to speak should they wish to do
so.
The Chairman felt that Members had all the information required in
the Agenda report, and that it would not be necessary and Members
agreed.
Cllr Mrs G Dawn then suggested that the Maple Leaf Pub monies
should go towards open spaces for children; Yorke Drive was losing
some of their open space.
The Town Clerk pointed out that the decision made at the last
meeting to allocate that money to Sports would now come under the
6 month rule.
The Chairman said that he did not believe sport was a core activity
for Newark Town Council; he felt that the issue of Bridge Ward
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needed to be worked on, in another place, then maybe come back
to this committee for support.
He then asked for a seconder, and Cllr M Cope seconded the
recommendation.
Members AGREED to allocate £2,000, or the shortfall balance up to
a maximum of £5,500 if their grant application was not successful.
The Club had also requested permission to use the Town Council
Crest and this was AGREED. A formal letter of permission on
headed paper is to be sent to the Club.
(iii)

The request from the three Bowls Clubs using the Beaumond
Gardens bowling greens for the Town Council to install toilet
facilities in the pavilion.
The Town Clerk informed Members that the main decision to be
made on this recommendation would be ‘in principle’.
The Chairman asked for a seconder and Cllr Cope seconded the
recommendation.
Members AGREED to allocate £5,500 to install toilet facilities, at
Beaumond Gardens Bowling Green.

(i)

Cllr R A Crowe left the meeting at this point.
The request from Newark Rugby Club for the Town Council to
provide financial support to their improvement project.
Cllr M Cope started the discussion; he felt that the Rugby Club was
the best Youth Club in the area. They would be celebrating their
Centenary next year. They do not usually ask for public support
(money) but the Town Council has recently helped other sport in the
town, and Cllr M Cope felt that this application should be supported
also.
Cllr T Roberts MBE also said that the Rugby Club had been selfsupporting for a long time and that hundreds of young people had
been helped, and used the Club.
Cllr L Goff declared a personal interest at this point as he was a first
aider for the Newark Rugby Club.
The Chairman asked for a seconder and Cllr M Cope seconded the
recommendation.
Pursuant to decision already made, Members AGREED to allocate
the residual amount of funding available to Newark Rugby Club.
This would be between £40,000 and £45,000.
Cllr T Roberts MBE suggested that Newark Town Council’s support
should be recognised in some way by the Rugby Club.
Cllr R A Crowe returned to the meeting.

FGP89/17/18 Kiddey Stones
The Chairman went through the Agenda Report.
Cllr L Goff proposed that the Kiddey Stones be erected on the Riverside
Park. There was no seconder for this proposal so it was not agreed.
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The Chairman then put forward the following suggestions for other sites
which could accommodate the Kiddey Stones:
(i)

Newark College – either side of the entrance possibly.

(ii)

Entrances to the Industrial Estate.

(iii)

The new school at Fernwood.

(iv)

The new primary school on land south of Newark.

Cllr T Roberts MBE was concerned about vandalism.
The Town Clerk said the Stones need to be put somewhere that also
discourages the public from climbing on them, or indeed falling from them
and causing injuries.
Cllr L Goff suggested that they might be able to be accommodated in the
Town Hall Ballroom; it was decided that this was not possible.
Cllr Mrs I Brown requested that this item be deferred to the next meeting;
other Members were not in agreement with this suggestion.
The Chairman then proposed that:
The four options put forward above be looked at, and funding options
pursuant to this.
A vote was held and this was AGREED with one abstention.
Cllr P Duncan said he understood that there was a ‘Kiddey Trust’ and
asked if this could be a source of funding towards moving the Stones. The
Town Clerk said there was such a fund, but at the moment it is used for
the items that are in the Town Hall; he would investigate this option further.

Meeting Closed:

8.50pm

Next Meeting:

Wednesday 4th April 2018
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Agenda Item No:

5

Committee Date: Wednesday 4th April 2018

FINANCE & GENERAL PURPOSES COMMITTEE

SUBJECT:

PAYMENT SCHEDULES

REPORT BY:

TOWN CLERK

1.

Recommendations

1.1

Members to Approve the attached Payment Schedule 11/18.

2.

Background

2.1

Payment Schedule 11/18 appended to this report.

3.

Financial, Legal, Equality and Risk Issues

3.1

None.

Background Papers:

None

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email:
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CHEQUES
ACCOUNTS FOR PAYMENT SCHEDULE 11/18
Voucher No
1355
1355
1355
1355
1355
1355
1355
1355
1355
1355
1355
1355
1355
1356
1357
1358
1359
1360

Payee
Petty Cash

Newark Town Council
South Kesteven District Council
Allen Mrs P
Leics CC
Gainsborough Town Council
Cancelled
1361 Flag Shop Ltd
1362 Tyler J

Cheque
No
19007
19007
19007
19007
19007
19007
19007
19007
19007
19007
19007
19007
19007
19008
19009
19010
19011
19012
19013
19014
19015

Budget Head
PC Materials
* Allotment Bond
* Allotment Keys
Travel
TH Maintenance & Equipment
* Refreshments
Market Uniforms
* TH Bar
Printing & Stationery
TH Marketing & Promotions
Civics
PC Uniform
Conferences
Travel
Mayors Allowance
Civics
Museum
Mayors Allowance
Cancelled
General Marketing
TH Bookings
Total

28.02.18
Total
Amount
£16.96
£20.00
£14.90
£90.00
£23.61
£123.60
£2.00
£5.00
£6.99
£15.90
£21.40
£39.00
£34.10
£150.00
£20.00
£7.50
£1,000.00
£50.00
£0.00
£29.99
£325.00
£1,995.95

13

AUTOPAY
ACCOUNTS FOR PAYMENT SCHEDULE 11/18
Voucher
No
1363
1364
1365
1366
1367 1368
1369
1370
1371
1372
1373
1374
1375
1376
1377
1378
1379
1380
1381
1381
1382
1383
1384
1385
1386
1387
1388 1389
1390
1391
1392
1393
1394
1395
1396
1397
1397
1398
1399

Payee

28.02.18

ADT
Ann et Vin
A O Cumbernauld
Bunzl

Budget Head
TH Maintenance & Equipment
* TH Bar
Payroll
TH Maintenance & Equipment

Total Amount
£258.00
£114.92
£10,747.80
£53.31

CEF
County Signs
Crowe Mrs R
DCR Electrical
DCR Electrical
DCR Electrical
De Ruiter R
Earls Services
Ede & Ravenscroft
EE
Fibrous Ltd
Grove Auto Electrical
Immediate Media
Isaac Butterworth Ltd
Isaac Butterworth Ltd
Jacksons
Keep Britain Tidy
Keep Britain Tidy
KG Enterprises
Liz Hobbs Group
Lane & Son Ltd

TH Maintenance & Equipment
Allotment Repair & Maintenance
Mayors Allowance
TH Maintenance & Equipment
Capital Receipts
P & O/S Repairs & Maintenance
Museum
Museum
Mayoral Robes
Telephones
Market Equipment
Cemetery Upkeep
Museum
Cemetery Repairs & Renewals Fund
Market Repairs & Renewals Fund
PC Materials
P & O/S Green Flag
Cemetery Green Flag
Consultancy Fee
Music Festival
Civics

£96.24
£813.00
£165.64
£87.60
£5,024.88
£1,741.50
£340.00
£1,435.00
£162.50
£85.50
£38.52
£96.00
£108.00
£890.45
£2,671.34
£41.11
£382.80
£382.80
£1,794.00
£24,000.00
£166.80

Marshall & Sons
MEC Recycling
Market Trade News
MWC Group
Newark Advertiser
Newark Advertiser
Newark Security Services
NSDC
Newark & Sherwood Locksmiths
Newark & Sherwood Locksmiths
Notts CC
Notts Fire Safety

P & O/S Repairs & Maintenance
Cemetery Upkeep
Market Promotions
PC Repairs & Maintenance
Market Promotions
Museum
P & O/S Security
Consultancy Fee
TH Maintenance & Equipment
ENV Tools & Equipment
Payroll
Market Repairs & Maintenance

£384.00
£75.00
£300.00
£2,652.76
£82.26
£736.98
£697.50
£12,000.00
£7.14
£48.00
£12,619.44
£16.74

14

1400
1401
1402 1403
1404
1405
1406 1407
1408
1409
1409
1410
1411
1412
1413
1414
1415
1416
1417
1418 1420
1419
1421
1422
1423
1424
1425 1426
1427
1428
1429
1430
1431
1432
1433 1434
1435
1436
1437

Notts Fire Safety
Novar Systems Ltd

TH Maintenance & Equipment
PC Repairs & Maintenance

£27.90
£341.15

NTC Pay Account
Platts Harris
Primeprint

Payroll
Mowers
Market Promotions

Reflect Recruitment
Salter C
Screwfix
Screwfix
Second Element
Second Element
Sherwood Forest Hospitals
Smiths Electrical
Smith Electrical
Smiths Timber
SSE
SSE

Payroll
Museum
ENV Tools & Equipment
ENV Uniform
TH Maintenance & Equipment
PC Repairs & Maintenance
Health & Safety
Market Repairs & Maintenance
TH Maintenance & Equipment
Allotment Repair & Maintenance
PC Electricity
P & O/S Electricity

£241.08
£28.39
£24.99
£16.99
£216.00
£828.00
£104.40
£215.04
£638.40
£56.02
£356.85
£236.66

Staples
Staples
Tanvic
TC Harrison
TIS Ltd
TSG

Printing & Stationery
Office Equipment
Mowers
Vehicle Running Costs
TH Maintenance & Equipment
Computers

£97.28
£27.61
£22.72
£53.65
£594.00
£144.00

Tuxford Lawnmower Centre
UK Waste
Ultimate Print Ltd
Use Locally
VIA East Midlands
Viking Direct
Virgin Media

Mowers
Cemetery Upkeep
Town Team
Market Promotions
Market Repairs & Maintenance
Printing & Stationery
Telephones

Virgin Media
Walters Cleaning Services
Wastecycle Ltd
Watch it Security

Env Telephones
TH Maintenance & Equipment
Market Refuse Disposal
Cemetery Upkeep

£36,892.80
£474.00
£238.00

£626.31
£774.00
£8,540.00
£314.40
£345.00
£18.31
£557.45

Total

£93.60
£120.00
£1,519.66
£633.60
£136,735.79
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DIRECT DEBITS
ACCOUNTS FOR PAYMENT SCHEDULE 11/18
Voucher
No
1438
1439
1440
1441
1442
1443
1444
1444
1445
1445
1445
1445
1445
1446
1447
1448 1450
1451 1452
1453
1454 1457
1458 1459
1460
1461 1462
1463
1464 1465
1466 1467
1468

Payee
BOC
Booker
BT
Crown Gas
Edgars Water
Lex Autolease
Natwest Cards

28.02.18
Total
Amount
£30.48
£251.94
£366.60
£2,250.60
£71.62
£274.00
£11.50
£112.71
£22.01
£12.81
£84.00
£83.95
£17.98
£88.80
£751.04

Budget Head

Safety Measures
SSE

TH Bar
* TH Bar
Telephones
TH Gas
* Refreshments
Civic Car
Conferences
Health & Safety
* Recharges
PC Repairs & Maintenance
Market Equipment
Computers
Office Equipment
Health & Safety
TH Electricity

SSE

ENV Electricity

SSE
SSE

PC Electricity
ENV Gas

SSE

Market Electricity

£175.40

Total Gas
UK Fuels

PC Gas
Civic Car

£392.47
£66.25

UK Fuels
Waterplus

Vehicle Running Costs
TH Water

£172.66
£227.14

Waterplus

ENV Water

£169.68

Waterplus
Worldpay

PC Water
Bank Charges

£149.68
£1,508.92
£325.26

Total

£1,137.12
£103.49
£8,858.11

Grand Total £147,589.85
* Recharges
Note. PC (Public Convenience) costs covered by Agency
Reflects full or part
recharge
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Committee Date: Wednesday 4th April 2018

Agenda Item 6

FINANCE & GENERAL PURPOSES COMMITTEE
SUBJECT:

STREET COLLECTION LICENCES

REPORT BY:

TOWN CLERK

1.

Recommendation

1.1

That following consideration of the applications received, the Newark and
Sherwood District Council be advised of the recommendation of Members.

2.

Background

2.1

The Town Council has an agreed criteria for considering Street Collection
Licences which is attached at Appendix 1. Also attached at Appendix 2 is a list
setting out the number of permits allowed during the year. The following
applications are now attached for your consideration.

2.2

Newark & District Scouts
Following the last meeting of this Committee an application was received from
Newark & District Scouts, for a street collection Sunday 22nd April 2018, in
conjunction with their annual St. George’s Day Parade. They requested an early
response to this application which didn’t allow the application to be submitted to
the Committee and therefore, after consulting with the Chairman of this
Committee, I agreed to grant the application under the Town Council’s Scheme of
Delegation.

2.3

The Phoenix Children’s Foundation
A request for a permit on Saturday 14th July 2018. See Appendix 3 attached.

2.4

Beaumond House Community Hospice
A request for a permit on Saturday 13th October 2018. See Appendix 4 attached.

3.

Financial, Legal, Equality & Risk Issues

3.1

None.

Background
Papers:

None.

Lead Officer:

Alan Mellor
Tel: 01636 680333
Email: Alan.mellor@newark.gov.uk
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Appendix 1.
STREET COLLECTION POLICY
1. The Town Council’s policy will be to support locally based charities whose fund
raising activities are for the benefit of those living within the local community.
2. This support will be extended to include local branches of national charities where
funds are sought for use within the community.
3. The Town Council will also consistently support national appeals such as the Wings
Appeal and the Poppy Appeal, where monies are collected on a branch basis.
4. The Town Council will generally not support requests for street collections from those
outside the area or where the proceeds are not likely to benefit the community.
In exceptional circumstances, however, the Town Council may support such
requests; and in such cases would provide Newark & Sherwood District Council with
additional information to explain such decision.

19

Appendix 2
STREET COLLECTIONS 2018
NUMBER OF COLLECTIONS ALLOWED DURING THE YEAR
January

One collection

February

One collection

March

One collection

April

One collection

May

Two collections

June

Two collections

July

Two collections

August

Two collections

September

Two collections

October

One collection

November

One collection

December

Three collections

COLLECTIONS AGREED TO DATE
January
February 3rd

Cancer Research UK

March 3rd

Marie Curie

April 22nd

Newark District Scouts

May
June
July
August
September
October 27th – 31st

Royal British Legion

November 1st – 10th

Royal British Legion

December
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APPENDIX 3
COPY OF APPLICATION TO LICENCE A STREET COLLECTION
Police, Factories etc (Miscellaneous Provisions) Act 1916
ORIGINAL COPY AVAILABLE IF REQUIRED
SECTION 1
Reference:

Liz Spencer

Applicant Details:

Anita Withers
info@phoenixcharity.org

Main telephone:

01530 382116

Application as a business or organisation, including as a sole trader
Applicant Business:
Not registered in the UK with Companies House
Registration number:

None

Business name:

The Pheonix Children’s Foundation

VAT Number:

None

Legal status:

Charity or Association

Position in the business:
Home Country:

Collection Manager
United Kingdom

Registered Address:

The Stables
Babelake Street
Packington
Ashby-de-la-Zouch
Leicestershire
LE65 1WD

SECTION 2
Home address:

31 High Street
Packington
Ashby-de-la-Zouch
Leicestershire
LE65 1WJ

Date of birth:
Place of birth:

12/08/1962
Lancashire
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SECTION 3
ORGANISATION WHICH IS RESPONSIBLE FOR THE COLLECTION
To enrich the lives of disabled and children with special needs with specialist equipment and
therapeutic activities
The proceeds of the collection will benefit this organisation
This organisation is a registered charity – Registration number 1117115
The proceeds of the collection will be used to enrich the lives of disabled and children with
special needs and specialist equipment and therapeutic activities
SECTION 4
No other organisation will benefit from the collection
SECTION 5
The type of collection will be a street collection
It will be carried out in Newark
The preferred date is 14/07/2018
No alternative date given
The hours of the day the collection will be held are 0930 – 1530
6 people will be authorised collectors
All volunteers will be provided with ED badges and sealed buckets and accompanied with a
miniature Shetland pony
It is not planned to hold the collection in conjunction with any other event
Nothing will be offered for sale during the collection
SECTION 6
90% of the proceeds of the collection will be donated to the charity or used for charitable
purposes
10% will be paid towards Admin costs
A Street Collection Statement of Return will be submitted
SECTION 7
A previous application has been applied for and granted
Local authority applied to:
Chesterfield
Date of licence/registration:
26/02/2018
Reference Number:
SC0232
Expiry Date:
26/02/2018
SECTION 8
No-one association with the application has been convicted of any crime or offence
SECTION 9
No additional details
SECTION 10
DECLARATION
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APPENDIX 4
COPY OF APPLICATION TO LICENCE A STREET COLLECTION
Police, Factories etc (Miscellaneous Provisions) Act 1916
ORIGINAL COPY AVAILABLE IF REQUIRED
SECTION 1
Reference:

BBB 2018

Applicant Details:

Maria Hewitt
Maria.hewitt@beaumondhouse.co.uk

Main telephone:
Mobile:

01636 610556
07722 156429

Application as a business or organisation, including as a sole trader
Applicant Business:
Registered in the UK with Companies House
Registration number:

2799789

Business name:

Beaumond House Community Hospice

VAT Number:

252 4408 24

Legal status:

Charity or Association

Position in the business:
Home Country:

Fundraising Events Assistant
United Kingdom

Registered Address:

32 London Road
Newark
NG24 1TW

SECTION 2
Former Name:

Jennison

Home address:

62 Swinderby Road
Collingham
Newark
NG23 7PH

Date of birth:
Place of birth:

20/04/1967
Nottingham
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SECTION 3
ORGANISATION WHICH IS RESPONSIBLE FOR THE COLLECTION
Beaumond House provides supportive palliative care to patients with life limiting or terminal
illnesses and wider support to their families, providing services to those who are over 18yrs
old and live within a 45 mile radius of Newark. We are a unique and essential part of our
local community and the only hospice to provide a fully integrated end of life care service to
the community we serve. Each year we provide care for over 500 patients and their families
and all our care is provided at no cost to the patient or their family. Each year Beaumond
House needs to raise approximately £750,000 through voluntary donations to provide
services for your local community.
The proceeds of the collection will benefit this organisation
This organisation is a registered charity – Registration number 1025442
The proceeds of the collection will be used for Patient Care – potentially going towards
providing a facility for complementary therapy.
SECTION 4
No other organisation will benefit from the collection
SECTION 5
The type of collection will be a street collection
It will be carried out in Newark Market Place
The preferred date is 13/10/2018
No alternative date given
The hours of the day the collection will be held are 0900 – 1600
6 people will be authorised collectors
They will wear sashes with Beaumond House details on.
It is planned to hold the collection in conjunction with a market stall to publicise the Hospice.
Cakes will be offered for sale during the collection
SECTION 6
100% of the proceeds of the collection will be donated to the charity or used for charitable
purposes
A Street Collection Statement of Return will be submitted
SECTION 7
No previous applications have been made
SECTION 8
No-one association with the application has been convicted of any crime or offence
SECTION 9
No additional details
SECTION 10
DECLARATION
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Committee Date: Wednesday 4th April 2018

Agenda Item No: 7

FINANCE & GENERAL PURPOSES COMMITTEE

SUBJECT:

GENERAL DATA PROTECTION REGULATIONS

REPORT BY: TOWN CLERK

1.

Recommendations

1.1

Members are asked to consider:
(i)

Approval of the proposed Town Council’s GDPR Consent Form,

(iI)

Approval of the proposed Town Council’s Privacy Notice,

(iii)

Approval of the proposed Town Council’s Information & Data Protection
Policy,

(iv)

Approval of the proposed Town Council’s Document Retention Policy,

(v)

Appoint the Town Clerk as the Town Council’s Data Protection and Data
Controller Officer on an interim basis pending further advice on these
appointments.

2.

Background

2.1

The European General Data Protection Regulation, or GDPR, replaces the Data
Protection Act (DPA) 1998 on 25 May 2018. In addition a new Data Protection
Bill was laid before parliament in September 2017 which will translate the
requirements of GDPR into UK law and which also incorporates data protection
requirements for law enforcement and national security which are covered in other
EU Directives.

2.2

GDPR regulates how personal data or information relating to all living individuals is
handled. It is based around six legally enforceable principles that together provide
a framework to ensure that all personal information is handled properly. All data
controllers must abide by the data protection principles.
GDPR increases the level of financial penalty for a breach of any of these
principles from a maximum of £500,000 under the DPA to €20 million.

2.3

This report is submitted to provide Members with the implications of GDPR and
what actions the Town Council will need to undertake to ensure that it complies
with the new regulations.

3.

GDPR Principles

3.1

The six principles with which the Town Council must abide when dealing with
Personal Data are:
(i) Processed fairly, lawfully and in a transparent manner in relation to the
data subject.
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(ii) Collected for specified, explicit and legitimate purposes and not further
processed in a manner that is incompatible with those purposes.
(iii) Adequate, relevant and limited to what is necessary in relation to the
purposes for which they are processed.
(iv) Accurate and, where necessary, kept up to date.
(v) Kept in a form that permits identification of data subjects for no longer than
is necessary for the purposes for which the personal data are
processed.

(vi) Processed in a manner that ensures appropriate security of the personal
data including protection against unauthorised or unlawful processing
and against accidental loss, destruction or damage, using appropriate
technical or organisational measures.
3.2

This area of legislation comes with its own terminology; the following definitions
may be of assistance in understanding what GDPR is all about:
(i)

Data subject - means the person whose personal data is being processed.
This may be an employee, prospective employee, associate or prospective
associate of Newark Town Council or someone transacting with it in some
way, or an employee, Member or volunteer with one of our clients, or
persons transacting or contracting with one of our clients when we process
data for them.

(ii)

Personal data - means any information relating to a natural person or data
subject that can be used directly or indirectly to identify the person.
It can be anything from a name, a photo, and an address, date of birth, an
email address, bank details, and posts on social networking sites or a
computer IP address.

(iii)

Sensitive personal data - includes information about racial or ethnic
origin, political opinions, and religious or other beliefs, trade union
membership, medical information, sexual orientation, genetic and biometric
data or information related to offences or alleged offences where it is used
to uniquely identify an individual.

(iv)

Data controller - means a person who, either alone or jointly or in
common with other persons, determines the purposes for which and the
manner in which any personal data is to be processed.

(v)

Data processor - in relation to personal data, means any person (other
than an employee of the data controller) who processes the data on behalf
of the data controller.

(vi)

Processing information or data - means obtaining, recording or holding
the information or data or carrying out any operation or set of operations on
the information or data, including:
• organising, adapting or altering it
• retrieving, consulting or using the information or data
• disclosing the information or data by transmission, dissemination or
otherwise making it available
• aligning, combining, blocking, erasing or destroying the information or
data, regardless of the technology used.
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3.3

Attached at Appendix 1 is a document produced by the Information
Commissioner’s Office (ICO) which sets out the actions required to prepare for
GDPR when it comes into force on 25th May 2018.

3.4

The remainder of this report deals with the specific steps that the Town Council
needs to take to ensure compliance with GDPR in readiness for the operative date
in May.

4.

Personal Data held by the Town Council

4.1

A review of all of the services and functions currently undertaken by the Town
Council shows that Personal Data is held in the following categories:
(i)

Employees & Volunteers

(ii)

Town Councillors

(iii)

Civic Event Lists

(iv)

Allotment Holders

(v)

Cemetery applicants for burials etc.

(vi)

Town Hall room hire

(vii)

Market Traders

(viii)

Museum

(ix)

Event Ticket Sales

The above list shows the main areas where Personal Data is held.
There will be other occasions which require such data to be captured and which
fall within these regulations; whenever this occurs proper authority will need to be
obtained from the individual concerned to ensure that the Town Council operates
in accordance with the law.
4.2

From the above review I am fairly sure that all the Personal Data currently held by
the Town Council does not comply with the GDPR and work will be undertaken to
ensure that all the necessary authorisations are obtained.
In this regard, attached at Appendix 2 is a generic GDPR Consent Form; this will
be tailored for all the categories listed above. The form has been taken from the
template provided by the SLCC, which is providing advice and support to all
Parish/Town Councils in complying with GDPR.
Attached at Appendix 3 is a proposed Town Council Privacy Notice; this document
accompanies the above Consent Form and sets out both the Town Council and
individuals rights in this area.

5.

Information & Data Protection Policy

5.1

Good practice recommends that the Town Council should have an Information &
Data Protection Policy which brings together, in one document, many of the
specific issues identified above.
Attached at Appendix 4 is a proposed policy which has been taken from a
template Policy provided by the SLCC.
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6.

Roles & Responsibilities

6.1

There is an ongoing debate around the legal requirements on Parish/Town
Councils as to who they should appoint as their Data Protection Officer (DPO) and
their Data Controller.

6.2

The SLCC have been in discussions with the ICO and NALC about this particular
issue but with no agreed outcome.
Essentially, the ICO acknowledge that the matter of DPO remains confusing and
inconclusive and they continue to talk to colleagues at DCMS on this matter. They
have therefore, asked Parish/Town Councils to set this matter aside for the time
being (pending further advice) and to urge the sector to focus their preparation on:
1. Data audit
2. Privacy notices
3. Policies
In other words, the simple message was that we should focus our attention on
these areas for now and concern ourselves with the DPO issue at a later date. It
would appear that, come 25th May, there will be little excuse for inadequate
preparation with regard to these three issues.

6.3

In the interim period until this issue is resolved I would suggest that you appoint
the Town Clerk to be the Town Council’s Data Protection Officer and Data
Controller and review this position when further advice is received.

7.

Data Retention Policy

7.1

Connected with the introduction of GDPR is the Town Council’s position on the
retention of records and data.
At present the Town Council has no agreed formal policy which sets out the period
for which records will be retained before they are either destroyed or archived
elsewhere.
Apart from this being good practice it is now important that there is a clear policy
which sets out the periods for which different types of data will be retained to
ensure that the Town Council is fully compliant with GDPR.

7.2

Attached at Appendix 5 is a draft Document Retention Policy for Members
consideration.

8.

Financial Legal, Equality & Risk Issues

8.1

Contained in the report.

Background Papers:

None.

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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APPENDIX 2
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Email Address: post@newark.gov.uk
Telephone numbers: 01636 680333

General Data Protection Regulations Consent to hold Contact Information
I agree that I have read and understand Newark Town Council’s Privacy Notice. I agree by
signing below that the Council may process my personal information for providing
information and corresponding with me.
I agree that Newark Town Council can keep my contact information data for an undisclosed
time or until I request its removal.
I have the right to request modification on the information that you keep on record.
I have the right to withdraw my consent and request that my details are removed from your
database.
Name
Date of birth if
under 18
Parental/Guardian
Consent for any
data processing
activity
Address

Home Telephone
Mobile Telephone
Email Address

Facebook

Twitter
Signature
Date
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For office use only:
Guidance Notes Data Sharing Checklist – systematic data sharing
Scenario: You want to enter into an agreement to share personal data on an ongoing basis is this form relevant and the sharing justified? Read the below:
Key points to consider:
What is the sharing meant to achieve?
Have you assessed the potential benefits and risks to individuals and/or society of sharing or
not sharing?
• Is the sharing proportionate to the issue you are addressing?
• Could the objective be achieved without sharing personal data?
Do you have the power to share?
Key points to consider:
•
•
•
•

The type of organisation you work for.
Any relevant functions or powers of your organisation.
The nature of the information you have been asked to share (for example was it
given in confidence?).
Any legal obligation to share information (for example a statutory requirement or a
court order).

If you decide to share
It is good practice to have a data sharing agreement in place.
As well as considering the key points above, your data sharing agreement should cover the
following issues:
•
•
•
•
•
•
•
Date
Data
received

What information needs to be shared?
•The organisations that will be involved.
What you need to tell people about the data sharing and how you will communicate
that information.
Measures to ensure adequate security is in place to protect the data.
What arrangements need to be in place to provide individuals with access to their
personal data if they request it?
Agreed common retention periods for the data.
Processes to ensure secure deletion takes place.

Date consent
received and
approved for data
to be held

Data
received as
Phone,
email, hard
copy or other

Data
approved to
be shared
with the
below

Removal of
consent
received

Date data
disposed of
and method
of disposal
actioned
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APPENDIX 3
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Email Address: post@newark.gov.uk
Telephone numbers: 01636 680333

Contact Privacy Notice
When you contact us
The information you provide (personal information such as name, address, email address,
phone number, organisation) will be processed and stored to enable us to contact you and
respond to your correspondence, provide information and/or access our facilities and
services. Your personal information will be not shared or provided to any other third party.
The Councils Right to Process Information
General Data Protection Regulations Article 6 (1) (a) (b) and (e)
Processing is with consent of the data subject or
Processing is necessary for compliance with a legal obligation or
Processing is necessary for the performance of a task carried out in the public interest or in
the exercise of official authority vested in the controller
Information Security
Newark Town Council has a duty to ensure the security of personal data. We make sure that
your information is protected from unauthorised access, loss, manipulation, falsification,
destruction or unauthorised disclosure. This is done through appropriate technical measures
and appropriate policies. Copies of these policies can be requested.
We will only keep your data for the purpose it was collected for and only for as long as is
necessary. After which it will be deleted. (You many request the deletion of your data held by
Newark Town Council at any time).
Children
We will not process any data relating to a child (under 13) without the express parental/
guardian consent of the child concerned.
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Access to Information
You have the right to request access to the information we have on you. You can do this by
contacting our Data Information Officer:
Town Clerk
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Email Address: post@newark.gov.uk
Telephone numbers: 01636 680333
Information Correction
If you believe that the information we have about you is incorrect, you may contact us so that
we can update it and keep your data accurate. Please contact:
Town Clerk
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Email Address: post@newark.gov.uk
Telephone numbers: 01636 680333
Information Deletion
If you wish Newark Town Council to delete the information about you please contact:
Town Clerk
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Email Address: post@newark.gov.uk
Telephone numbers: 01636 680333

Right to Object
If you believe that your data is not being processed for the purpose it has been collected for,
you may object: Please contact the Town Clerk to object.
Rights Related to Automated Decision Making and Profiling
Newark Town Council does not use any form of automated decision making or the profiling
of individual personal data.
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Conclusion: In accordance with the law, we only collect a limited amount of information
about you that is necessary for correspondence, information and service provision. We do
not use profiling, we do not sell or pass your data to third parties. We do not use your data
for purposes other than those specified. We make sure your data is stored securely. We
delete all information deemed to be no longer necessary. We constantly review our Privacy
Policies to keep it up to date in protecting your data. (You can request a copy of our policies
at any time).
Complaints
If you have a complaint regarding the way your personal data has been processed you may
make a complaint to Newark Town Council Data Information Officer:
Town Clerk
Newark Town Council
Town Hall
Market Place
Newark
Nottinghamshire
NG24 1DU
Email Address: post@newark.gov.uk
Telephone numbers: 01636 680333
and the Information Commissioners Office casework@ico.org.uk Tel: 0303 123 1113
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APPENDIX 4

NEWARK TOWN COUNCIL
Information & Data Protection Policy
Introduction
In order to conduct its business, services and duties, Newark Town Council processes a
wide range of data, relating to its own operations and some which it handles on behalf of
partners. In broad terms, this data can be classified as:
(i)
(ii)
(iii)
(iv)
(v)

Data shared in the public arena about the services it offers, its mode of operations
and other information it is required to make available to the public.
Confidential information and data not yet in the public arena such as ideas or policies
that are being worked up.
Confidential information about other organisations because of commercial sensitivity.
Personal data concerning its current, past and potential employees, Councillors, and
volunteers.
Personal data concerning individuals who contact it for information, to access its
services or facilities or to make a complaint.

The Town Council will adopt procedures and manage responsibly, all data which it handles
and will respect the confidentiality of both its own data and that belonging to partner
organisations it works with and members of the public. In some cases, it will have
contractual obligations towards confidential data, but in addition will have specific legal
responsibilities for personal and sensitive information under data protection legislation.
The Town Council will periodically review and revise this policy in the light of experience,
comments from data subjects and guidance from the Information Commissioners Office.
The Town Council will be as transparent as possible about its operations and will work
closely with public, community and voluntary organisations. Therefore, in the case of all
information which is not personal or confidential, it will be prepared to make it available to
partners and members of the Town’s communities. Details of information which is routinely
available is contained in the Council’s Publication Scheme which is based on the statutory
model publication scheme for local councils.
Protecting Confidential or Sensitive Information
The Town Council recognises it must at times, keep and process sensitive and personal
information about both employees and the public, it has therefore adopted this policy not
only to meet its legal obligations but to ensure high standards.
The General Data Protection Regulation (GDPR) which becomes law on 25th May 2018 and
will like the Data Protection Act 1998 before them, seek to strike a balance between the
rights of individuals and the sometimes, competing interests of those such as the Town
Council with legitimate reasons for using personal information.
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The policy is based on the premise that Personal Data must be:
• Processed fairly, lawfully and in a transparent manner in relation to the data subject.
• Collected for specified, explicit and legitimate purposes and not further processed in a
manner that is incompatible with those purposes.
• Adequate, relevant and limited to what is necessary in relation to the purposes for which
they are processed.
• Accurate and, where necessary, kept up to date.
• Kept in a form that permits identification of data subjects for no longer than is necessary for
the purposes for which the personal data are processed.
• Processed in a manner that ensures appropriate security of the personal data including
protection against unauthorised or unlawful processing and against accidental loss,
destruction or damage, using appropriate technical or organisational measures.

Data Protection Terminology
Data subject - means the person whose personal data is being processed.
That may be an employee, prospective employee, associate or prospective associate of
BTC or someone transacting with it in some way, or an employee, Member or volunteer with
one of our clients, or persons transacting or contracting with one of our clients when we
process data for them.
Personal data - means any information relating to a natural person or data subject that can
be used directly or indirectly to identify the person.
It can be anything from a name, a photo, and an address, date of birth, an email address,
bank details, and posts on social networking sites or a computer IP address.
Sensitive personal data - includes information about racial or ethnic origin, political
opinions, and religious or other beliefs, trade union membership, medical information, sexual
orientation, genetic and biometric data or information related to offences or alleged offences
where it is used to uniquely identify an individual.
Data controller - means a person who (either alone or jointly or in common with other
persons) (e.g. Town Council, employer, council) determines the purposes for which and the
manner in which any personal data is to be processed.
Data processor - in relation to personal data, means any person (other than an employee of
the data controller) who processes the data on behalf of the data controller.
Processing information or data - means obtaining, recording or holding the information or
data or carrying out any operation or set of operations on the information or data, including:
• organising, adapting or altering it
• retrieving, consulting or using the information or data
• disclosing the information or data by transmission, dissemination or otherwise making it
available
• aligning, combining, blocking, erasing or destroying the information or data regardless of
the technology used.
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The Town Council processes personal data in order to:
• fulfil its duties as an employer by complying with the terms of contracts of employment,
safeguarding the employee and maintaining information required by law
• pursue the legitimate interests of its business and its duties as a public body, by fulfilling
contractual terms with other organisations, and maintaining information required by law
• monitor its activities including the equality and diversity of its activities
• fulfil its duties in operating the business premises including security
• assist regulatory and law enforcement agencies
• process information including the recording and updating details about its Councillors,
employees, partners and volunteers
• process information including the recording and updating details about individuals who
contact it for information, or to access a service, or make a complaint
• undertake surveys, censuses and questionnaires to fulfil the objectives and purposes of
the Council.
• undertake research, audit and quality improvement work to fulfil its objects and purposes
• carry out Council administration
Where appropriate and governed by necessary safeguards we will carry out the above
processing jointly with other appropriate bodies from time to time.
The Town Council will ensure that at least one of the following conditions is met for
personal information to be considered fairly processed:
• The individual has consented to the processing
• Processing is necessary for the performance of a contract or agreement with the
individual
• Processing is required under a legal obligation
• Processing is necessary to protect the vital interests of the individual
• Processing is necessary to carry out public functions
• Processing is necessary in order to pursue the legitimate interests of the data controller
or third parties.
Particular attention is paid to the processing of any sensitive personal information and the
Town Council will ensure that at least one of the following conditions is met:
• Explicit consent of the individual
• Required by law to process the data for employment purposes
• A requirement in order to protect the vital interests of the individual or another person
Who is responsible for protecting a person’s personal data?
The Town Council as a corporate body has ultimate responsibility for ensuring compliance
with the Data Protection legislation. The Council has delegated this responsibility day to day
to the Town Clerk.
• Email: post@newark.gov.uk
• Phone: 01636 680333
• Correspondence: Town Clerk, Newark Town Council, Town Hall, Market Place, Newark,
Nottinghamshire, NG25 1DU
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Diversity Monitoring
The Town Council monitors the diversity of its employees, and Councillors, in order to
ensure that there is no inappropriate or unlawful discrimination in the way it conducts its
activities. It undertakes similar data handling in respect of prospective employees. This data
will always be treated as confidential. It will only be accessed by authorised individuals
within the Town Council and will not be disclosed to any other bodies or individuals. Diversity
information will never be used as selection criteria and will not be made available to others
involved in the recruitment process. Anonymised data derived from diversity monitoring will
be used for monitoring purposes and may be published and passed to other bodies.
The Town Council will always give guidance on personnel data to employees, councillors,
partners and volunteers through a Privacy Notice and ensure that individuals on whom
personal information is kept are aware of their rights and have easy access to that
information on request.
Appropriate technical and organisational measures will be taken against unauthorised or
unlawful processing of personal data and against accidental loss or destruction of, or
damage to, personal data.
Personal data shall not be transferred to a country or territory outside the European
Economic Areas unless that country or territory ensures an adequate level of protection for
the rights and freedoms of data subjects in relation to the processing of personal data.
Information provided to us
The information provided (personal information such as name, address, email address,
phone number) will be processed and stored so that it is possible for us to contact, respond
to or conduct the transaction requested by the individual. By transacting with the Town
Council, individuals are deemed to be giving consent for their personal data provided to be
used and transferred in accordance with this policy, however wherever possible specific
written consent will be sought. It is the responsibility of those individuals to ensure that the
Town Council is able to keep their personal data accurate and up-to-date. The personal
information will be not shared or provided to any other third party or be used for any purpose
other than that for which it was provided.
The Town Councils Right to Process Information
General Data Protection Regulations (and Data Protection Act) Article 6 (1) (a) (b) and (e)
Processing is with consent of the data subject, or
Processing is necessary for compliance with a legal obligation
Processing is necessary for the legitimate interests of the Council
Information Security
The Town Council takes care to ensure the security of personal data. We make sure that
your information is protected from unauthorised access, loss, manipulation, falsification,
destruction or unauthorised disclosure. This is done through appropriate technical measures
and appropriate policies.
We will only keep your data for the purpose it was collected for and only for as long as is
necessary, after which it will be deleted.
Children
We will not process any data relating to a child (under 13) without the express parental/
guardian consent of the child concerned.
Rights of a Data Subject
Access to Information: an individual has the right to request access to the information we
have on them. They can do this by contacting the Town Clerk or Data Protection Officer:
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Information Correction: If they believe that the information we have about them is
incorrect, they may contact us so that we can update it and keep their data accurate. Please
contact: Town Clerk.
Information Deletion: If the individual wishes the Town Council to delete the information
about them, they can do so by contacting the Town Clerk.
Right to Object: If an individual believes their data is not being processed for the purpose it
has been collected for, they may object by contacting the Town Clerk or Data Protection
Officer.
The Town Council does not use automated decision making or profiling of individual
personal data.
Complaints: If an individual has a complaint regarding the way their personal data has been
processed, they may make a complaint to the Town Clerk, Data Protection Officer or the
Information Commissioners Office casework@ico.org.uk Tel: 0303 123 1113.
The Town Council will always give guidance on personnel data to employees through the
Employee Handbook.
The Town Council will ensure that individuals on whom personal information is kept are
aware of their rights and have easy access to that information on request.
Making Information Available
The Publication Scheme is a means by which the Town Council can make a significant
amount of information available routinely, without waiting for someone to specifically request
it. The scheme is intended to encourage local people to take an interest in the work of the
Council and its role within the community.
In accordance with the provisions of the Freedom of Information Act 2000, this Scheme
specifies the classes of information which the Town Council publishes or intends to publish.
It is supplemented with an Information Guide which will give greater detail of what the
Council will make available and hopefully make it easier for people to access it.
All formal meetings of Town Council and its committees are subject to statutory notice being
given on notice boards, the Website and sent to the local media. The Town Council
publishes an annual programme in May each year. All formal meetings are open to the
public and press and reports to those meetings and relevant background papers are
available for the public to see.
Occasionally, the Town Council or committees may need to consider matters in private.
Examples of this are matters involving personal details of staff, or a particular member of the
public, or where details of commercial/contractual sensitivity are to be discussed. This will
only happen after a formal resolution has been passed to exclude the press and public and
reasons for the decision are stated. Minutes from all formal meetings, including the
confidential parts are public documents.
The Openness of Local Government Bodies Regulations 2014 requires written records to be
made of certain decisions taken by officers under delegated powers. These are not routine
operational
and
administrative decisions such as giving instructions to the workforce or paying an invoice
approved by the Town Council, but would include urgent action taken by the Town Clerk,
after consultation with the Chairman, such as responding to a planning application in
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advance of committee meetings. In other words, decisions which would have been made by
Council or committee had the delegation not been in place.
The 2014 Regulations also amend the Public Bodies (Admission to Meetings) Act 1960 to
allow the public or press to film, photograph or make an audio recording of council and
committee meetings normally open to the public. The Town Council will where possible
facilitate such recording unless it is being disruptive. It will also take steps to ensure that
children, the vulnerable and members of the public who object to being filmed are protected
without undermining the broader purpose of the meeting.
The Town Council will be pleased to make special arrangements on request for persons who
do not have English as their first language or those with hearing or sight difficulties.
Disclosure Information
The Town Council will as necessary undertake checks on both staff and Members with the
Disclosure and Barring Service and will comply with their Code of Conduct relating to the
secure storage, handling, use, retention and disposal of Disclosures and Disclosure
Information. It will include an appropriate operating procedure in its integrated quality
management system.
Data Transparency
The Town Council has resolved to act in accordance with the Code of Recommended
Practice for Local Authorities on Data Transparency (September 2011). This sets out the key
principles for local authorities in creating greater transparency through the publication of
public data and is intended to help them meet obligations of the legislative framework
concerning information.
“Public data” means the objective, factual data on which policy decisions are based and on
which public services are assessed, or which is collected or generated in the course of
public service delivery.
The Code will therefore underpin the Town Council’s decisions on the release of public data
and ensure it is proactive in pursuing higher standards and responding to best practice as it
develops.
The principles of the Code are:
Demand led: new technologies and publication of data should support transparency and
accountability
Open: the provision of public data will be integral to the Town Council’s engagement with
residents so that it drives accountability to them.
Timely: data will be published as soon as possible following production.
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APPENDIX 5

NEWARK TOWN COUNCIL: List of Documents for Retention or Disposal
Document

Minimum Retention
Period

Reason

Minutes

Indefinite

Archive

Original signed paper
copies of Council minutes
of meetings must be kept
indefinitely in safe storage.
At regular intervals of not
more than 5 years they
must be archived and
deposited with the Higher
Authority

Agendas

5 years

Management

Bin (shred confidential
waste)

Accident/incident reports

20 years

Potential claims

Confidential waste A list
will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.

Scales of fees and charges

6 years

Management

Bin

Financial Income &
Expenditure Accounts and
Balance Sheets

Indefinite

Archive

N/A

Receipt books of all kinds

6 years

VAT

Bin

Bank statements including
deposit/savings accounts

Last completed audit year

Audit

Confidential waste

Location Retained

Disposal
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Document

Minimum Retention
Period

Reason

Bank paying-in books

Last completed audit year

Audit

Confidential waste

Cheque book stubs

Last completed audit year

Audit

Confidential waste

Quotations and tenders

6 years

Limitation Act 1980 (as
amended)

Confidential waste. A list
will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.

Paid invoices

6 years

VAT

Confidential waste

Paid cheques

6 years

Limitation Act 1980 (as
amended)

Confidential waste

VAT records

6 years generally but 20
years for VAT on rents

VAT

Confidential waste

Petty cash, postage and
telephone books

6 years

Tax, VAT, Limitation Act
1980 (as amended)

Confidential waste

Timesheets

Last completed audit year
plus 3 years

Audit (requirement)

Bin

Wages books/payroll

12 years

Superannuation

Confidential waste

Insurance policies

While valid (but see next
two items below)

Management

Bin

Insurance company names
and policy numbers

Indefinite

Management

N/A

Location Retained

Disposal

Personal injury (best
practice)
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Document
Certificates for insurance
against liability for employees

Minimum Retention
Period

Reason

40 years from date on
which insurance
commenced or was
renewed

The Employers’ Liability
(Compulsory Insurance)
Regulations 1998 (SI
2753)

Location Retained

Disposal
Bin

Management
Town Park equipment
inspection reports

21 years

Investments

Indefinite

Audit, Management

N/A

Title deeds, leases,
agreements, contracts

Indefinite

Audit, Management

N/A

Information from other bodies

Retained for as long as it is
useful and relevant

e.g. circulars from county
associations, NALC, principal
authorities
Local/historical information

Indefinite – to be securely
kept for benefit of the
Parish

Bin

Councils may acquire
records of local interest
and accept gifts or records
of general and local
interest in order to
promote the use for such
records (defined as
materials in written or
other form setting out facts
or events or otherwise
recording information).

N/A
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Document

Minimum Retention
Period

Reason

Location Retained

Disposal

Record-keeping
To ensure records are easily
accessible it is necessary to
comply with the following:
•

A list of files stored in
cabinets will be kept

•

Electronic files will be
saved using relevant file
names

General correspondence

The electronic files will be
Management
backed up periodically on a
portable hard drive and
also in the cloud-based
programme supplied by the
Council’s IT company.

A list will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.
Unless it relates to specific
categories outlined in the
policy, correspondence,
both paper and electronic,
should be kept.

Management

If related to Audit, see
relevant sections above.
Should be kept securely
and personal data in

Bin (shred confidential
waste)
A list will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.

Records should be kept for
as long as they are needed
for reference or
accountability purposes, to
comply with regulatory
requirements or to protect
legal and other rights and
interests.
Correspondence relating to
staff

Documentation no longer
required will be disposed
of, ensuring any
confidential documents
are destroyed as
confidential waste.

After an employment
relationship has ended, a
council may need to retain
and access staff records
for former staff for the

Confidential waste
A list will be kept of those
documents disposed of to
meet the requirements of
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Document

Minimum Retention
Period
relation to staff should not
be kept for longer than is
necessary for the purpose
it was held. Likely time
limits for tribunal claims
between 3–6 months
Recommend this period be
for 3 years

Reason
purpose of giving
references, payment of
tax, national insurance
contributions and
pensions, and in respect of
any related legal claims
made against the council.

Location Retained

Disposal
the GDPR regulations.

Documents from legal matters, negligence and other torts
Most legal proceedings are governed by the Limitation Act 1980 (as amended). The 1980 Act provides that legal claims may not be
commenced after a specified period. Where the limitation periods are longer than other periods specified the documentation should be kept
for the longer period specified. Some types of legal proceedings may fall within two or more categories.
If in doubt, keep for the longest of the three limitation periods.
Negligence

6 years

Confidential waste. A list
will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.

Defamation

1 year

Confidential waste. A list
will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.

Contract

6 years

Confidential waste. A list
will be kept of those
documents disposed of to
meet the requirements of
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Document

Minimum Retention
Period

Reason

Location Retained

Disposal
the GDPR regulations.

Leases

12 years

Confidential waste.

Sums recoverable by statute

6 years

Confidential waste.

Personal injury

3 years

Confidential waste.

To recover land

12 years

Confidential waste.

Rent

6 years

Confidential waste.

Breach of trust

None

Confidential waste.

Trust deeds

Indefinite

N/A

Town Hall, Markets, &Recreation Grounds
•

Application to hire

•

Invoices

•

Record of tickets issued

6 years

VAT

Confidential waste
A list will be kept of those
documents disposed of to
meet the requirements of
the GDPR regulations.

Lettings diaries

Electronic files linked to
accounts

VAT

N/A

Terms and Conditions

6 years

Management

Bin

Event Monitoring Forms

6 years unless required for
claims, insurance or legal
purposes

Management

Bin. A list will be kept of
those documents disposed
of to meet the
requirements of the GDPR
regulations.
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Minimum Retention
Period

Reason

Register and plans

Indefinite

Audit, Management

N/A

Legal papers

Indefinite

Audit, Management

N/A

Indefinite

Archives, Local Authorities
Cemeteries Order 1977
(SI 204)

N/A

Document

Location Retained

Disposal

For Allotments

For Burial Grounds
•

Register of fees collected

•

Register of burials

•

Register of purchased
graves

•

Register/plan of grave
spaces

•

Register of memorials

•

Applications for interment

•

Applications for right to
erect memorials

•

Disposal certificates

•

Copy certificates of grant
of exclusive right of burial
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Minimum Retention
Period

Reason

Applications

1 year

Management

Bin

Local Development Plans

Retained as long as in
force

Reference

Bin

Local Plans

Retained as long as in
force

Reference

Bin

Document

Location Retained

Disposal

Planning Papers
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Committee Date: Wednesday 4th April 2018

Agenda Item No: 8

FINANCE & GENERAL PURPOSES COMMITTEE

SUBJECT:

REPRESENTATION ON OUTSIDE BODIES

REPORT BY:

TOWN CLERK

1.

Recommendation

1.1

That Members consider the appointment of Town Council representatives on
Outside Bodies for the 2018/19 Civic Year.

2.

Background

2.1

In accordance with previous practice, Members are requested to consider the
appointment of representatives to the Outside Bodies shown at Appendix 1.

2.2

Members are asked to review the appointments highlighted in RED.

3.

Financial Legal, Equality and Risk Issues

3.1

None.

Background Papers:

None

Lead Officer:

Alan Mellor
Tel: 01636 684801
Email: alan.mellor@newark.gov.uk
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APPENDIX 1
REPRESENTATION ON OUTSIDE BODIES – CURRENT (MAY 2017)
OUTSIDE BODY

TOWN COUNCIL REPRESENTATION

TERM OF OFFICE

East Midlands Museum Service

Town Hall Curator

Civic Year

Hospital of St Leonard of Newark

Town Mayor – ex officio

Lilley & Stone School Charities

Magnus Educational Foundation

Cllr Mrs R Crowe

4 year term to June 2019

Cllr L Goff

4 year term to February 2018

Town Mayor – ex officio
Cllr Mrs R Crowe

4 year term to June 2019

Cllr M G Cope

4 year term to June 2019

Town Mayor – ex officio
Cllr R A Crowe

4 year term to June 2019

Cllr T Roberts MBE

4 year term to June 2019

Newark Allotments & Gardens Assn

Cllr L Goff

Civic Year

Newark in Bloom

Vacancy

Civic Year

Newark Civic Trust Awards

Town Mayor

Civic Year

Newark Healthcare Consultative Group

Cllr Mrs I Brown

Civic Year

Cllr R Williams

Civic Year

Cllr D Lloyd

Civic Year

Newark Heritage Forum

63

Newark Mind

Cllr Mrs C Barker-Powell

Civic Year

Newark Municipal Charities

Cllr D Hyde

4 year term to February 2020

Cllr Mrs I Brown

4 year term to February 2018

Deputy Town Clerk

Civic Year

Cllr R Williams

Civic Year

Friends of Newark Cemetery

Newark on Trent Twinning Association

Town Mayor – ex officio
Cllr M Cleasby

Civic Year

Cllr D Jones

Civic Year

Newark & Sherwood CVS

Cllr R Williams

Civic Year

Safer Neighbourhood Groups

All Councillors

W E Knight Education Trust

Cllr M G Cope

3 year term to October 2018

Cllr T Roberts MBE

3 year term to October 2018

Cllr R A Crowe

3 year term to October 2018
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