
 
 

YOU ARE HEREBY SUMMONED TO A MEETING OF PENRYN TOWN COUNCIL TO BE HELD ON 

MONDAY 5 NOVEMBER 2018 AT 7.00 P.M. IN THE COUNCIL CHAMBER, TOWN HALL, 
PENRYN FOR THE TRANSACTION OF THE UNDERMENTIONED BUSINESS. 

 
Town Clerk 

30 October 2018 
 

COUNCIL AGENDA 

 

1.  APOLOGIES 
 

2.  DECLARATIONS OF INTEREST 
 

3.  DISPENSATIONS 
 

4.  PUBLIC PARTICIPATION 
An opportunity for members of the public to address the Town Council concerning matters 
on the agenda.  Members of public who wish to speak should contact the Town Council by 

5:00p.m. on Monday 5 November 2018 to register.  For full details of procedures for public  
speaking at Council meetings, please visit the Town Council’s website, 

www.penryntowncouncil.co.uk, click on the link below, or visit the Town Council offices and 
request a copy: Protocol for Public Speaking at Council Meetings 

 

PLEASE NOTE: This meeting has been advertised as a public meeting and 
as such could be filmed or recorded by broadcasters, the media or 

members of the public.  Please be aware that whilst every effort is taken to 
ensure that members of the public are not filmed, we cannot guarantee 
this, especially if you are speaking or taking an active role. 

 
5.  MINUTES 

To approve as a correct record minutes 76 to 97 of the meeting of the Council held 
on 1 October 2018                                                                 [Pages 3 to 7] 
 

To note the minutes of the meeting of the Staffing Committee held on 4 October 
2018                                                                                    [Pages 8 to 10] 

 
To note the minutes of the meeting of the Planning Committee held on 15 October 
2018                                                                                    [Pages 11 to 12] 

 
To note the minutes of the meeting of the Neighbourhood Plan Steering Group held 

on 8 October 2018                                                                [Pages 13 to 14] 
 

6.  CORRESPONDENCE 

To receive items of correspondence relevant to the Council 
 

7.  MAYOR’S ANNOUNCEMENTS AND ENGAGEMENTS 
1
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To note the Mayor’s announcements and engagements between 2 October 2018 

and 4 November 2018                                                         [Page 15] 
 

8.  REPRESENTATIONS BY CORNWALL COUNCIL MEMBERS AND REPORTS BY 

COUNCILLORS ATTENDING EXTERNAL MEETINGS 
 

9.  TOWN CLERK REPORT 
To receive an update report from the Town Clerk                   [Page 16] 
 

10.  ACCOUNTS – 1 SEPTEMBER to 30 SEPTEMBER 2018 
To approve a list of accounts paid and the monthly statement for the period 1 

September to 30 September 2018                                        [Pages 17 to 30]        
 

11.  PORT OF PENRYN 
To receive an update on the devolution of the Port of Penryn  [verbal Cllr Langan] 
 

12.  ELECTIONS – PENRYN EAST & PENRYN WEST 
To confirm the date for the election                                       [verbal Town Clerk] 

 
13.  ADVERSE WEATHER AND TRAVEL POLICY 

To adopt the Adverse Weather and Travel Policy                     [Pages 31 to 33] 

 
14.  COMPASSIONATE LEAVE POLICY 

To adopt the compassionate leave policy                                [Pages 34 to 35]  
 

15.  DATA RETENTION AND DISPOSAL POLICY 

To adopt the data retention and disposal policy                       [Pages 36 to 49] 
 

16.  REVIEW PRIVACY NOTICE 
To review the Town Council’s privacy notice                            [Pages 50 to 55] 
 

17.  FREE PARKING DAY OVER FESTIVE PERIOD 
To select a date for ‘Free Parking’ during the festive period      [Pages 56 to 57] 

 
18.  SPONSORED CHRISTMAS TREE 2019 

To discuss a University-sponsored Christmas tree and approve expenditure for 

installation.                                                                        [verbal Cllr Cant] 
 

19.  EXPERIMENTAL TRAFFIC REGULATION ORDER – BRONESCOMBE CLOSE 
To consider Council’s response to the ‘ETRO’ at Bronescombe Close [Pages 58 to 60] 
 

20.  BMX TRACK 
To review the BMX track in Glasney Field                     

 
21.  GRIT BINS 

To consider the provision of grit bins in Penryn             [to be presented] 

 
22.  STANDING ORDERS 

To review the Town Council’s standing orders               [to be presented] 
                                                                               

 
Membership: 
Councillor Mrs S K Peters (Town Mayor)  Councillor J J Langan 

Councillor C K Wenmoth (Deputy Mayor)  Councillor Mrs H May 
Councillor Mrs M V Bennett    Councillor Mrs M K May 

Councillor M Cant      Councillor C Mullins 
Councillor D F Edwards     Councillor G C Rickard 
Councillor Dr J Garrett     Councillor M Snowdon 

Councillor Ms R L Holden     Councillor Mrs J Tucker 2

[Pages 61 to 62]

[Pages 63 to 65]

[Pages 66 to 91]



 

 

MINUTES OF THE MEETING OF THE COUNCIL OF PENRYN HELD ON MONDAY 1 

OCTOBER 2018 AT 7.00PM IN THE COUNCIL CHAMBER, TOWN HALL, PENRYN 
 

Councillors 
Mrs S K Peters (Town Mayor) 
Mr C K Wenmoth (Deputy Town Mayor) 

M Cant, D Edwards, Dr J Garrett, Ms R L Holden, Mrs M K May, C Mullins, M Snowdon, Mrs J 
Tucker  

 
In Attendance 
Helen Perry (Town Clerk) 

Councillor J Symonds – Cornwall Councillor Penryn East & Mylor 
 

76.  APOLOGIES 
 

 Apologies for absence were received from Councillors Mrs M V Bennett (ill), J Langan 
(work) D Mason (work) and G Rickard (medical).  
 

77.  DECLARATIONS OF INTEREST 
 

 Councillor Mrs J Tucker declared a non-registrable interest in agenda item 13 – 
Review of Hall Hire Charges as she is a regular hirer. 
 

78.  DISPENSATIONS 
 

 There were no requests for dispensations. 
 

79.  PUBLIC PARTICIPATION  

 
 No requests had been received from members of the public wishing to speak at the 

meeting.  
 

80.  MINUTES 

 
 RESOLVED that minutes 53 to 75 of the meeting of the Council held on 3 September 

2018 be approved and signed as a correct record. 
 
Proposed by Councillor Mrs M K May and seconded by Councillor C K Wenmoth 

 
The minutes of the meeting of the Planning Committee held on 17 September 2018 

were noted. 
 
The minutes of the meeting of the Penryn Week Committee held on 10 September 

2018 were noted. 
 

Councillor Ms R L Holden reported that on page one of the Penryn Week minutes, it 
stated that she had offered to act as the ‘First Aider’ for the Christmas Lights switch-
on, unfortunately her first aid certificate is not up to date and therefore will be unable 

to assist with the First Aid cover.  
 

81.  CORRESPONDENCE 
 

 The Town Clerk read an email from Councillor Keven Green resigning as a Councillor 
due to work and family commitments.   
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Councillors wished to thank Councillor K Green for his contribution during his time as 

a Councillor, it was RESOLVED that a letter of thanks be sent 
 

Proposed by Councillor Mrs M K May and seconded by Councillor M Snowdon 
 

82.  MAYOR’S ANNOUNCEMENTS AND ENGAGEMENTS 

 
 The list of Mayor’s engagements for the period 3 September 2018 to the 1 October 

2018 were noted. 
 
Councillor Mrs S K Peters reported that the cream tea with Carnon Carers scheduled 

for 25 September did not take place due to a misunderstanding with the date.  The 
items did not go to waste and were donated to the Community Rynners who were 

holding a coffee morning in aid of Macmillan and they raised approximately £520. 
 

Councillor C K Wenmoth reported that the events he had attended on behalf of the 
Mayor had been very successful and was pleased to see the promotion of wellbeing 
within the Town.  

 
83.  REPRESENTATIONS BY CORNWALL COUNCIL MEMBERS AND REPORTS BY 

COUNCILLORS ATTENDING EXTERNAL MEETINGS 
 

 Councillor J Symonds reported that the trial double yellow lines had been placed at 

Bronescombe Close. 
 

Councillor Mrs M K May reported: 
• Travellers – the Travelling Community family that had camped behind Asda 

have been moved. A bund has been dug around the land and should prevent 

further unauthorised camping taking place.  A transient site is nearing 
completion and in future all members of the Travelling Community will be 

directed to the site. 
• Robin Reliant Double Yellow Lines – the contractors have admitted that the 

Robin Reliant was moved to enable the yellow lines to be installed.  Cornwall 

Council have apologised. 
• Green Lane – yellow lines have been requested for Green Lane, and they have 

been added to the programme. 
• Merger with Dorset Police – the Town Clerk circulated to Councillors (by email) 

the letter to Alison Hernandez stating the views of Cornwall Council. 

• Mock Mayor/Craft Fair – both took place on Saturday 29 September and had 
been successful.  Councillor Mrs M K May thanked Councillor Ms R L Holden for 

distributing the Mock Mayor leaflets advertising the event. 
• Penryn Week – the committee organised approximately 15 events this year, a 

request was made for the Town Councillors support more of the town events. 

 
Councillor C K Wenmoth reported that he had attended the Museum Society meeting 

where the visitor numbers were discussed.  Up to the end of August 2018, there 
have been 1,032 visitors to the museum, of which 432 visited in August with 249 
visiting on Fair Day. 

 
Genealogy enquiries are becoming more popular, research is also taking place on the 

Custom Houses that were in Penryn and a visit from the University is scheduled for 
Monday 15 October. 

 
Marmaduke the mouse is popular with the children, pictures of Marmaduke are 
placed throughout the museum and once all the pictures have been found a badge is 

issued. 
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The displays in the museum will change in the winter closure when a display of 

children’s toys will be created. 
 

Councillors Dr J Garrett and D Edwards attended the University Information Sharing 
Forum on the 11 September, the main points raised were: 

• Community Warden 

• Student volunteer week 
• Regenerating Glasney 

• Volunteer Fair – October 
 
Any groups that are looking for volunteers, can contact Rose Hitchens-Todd, 

Community Partnerships Manager at FXU. 
 

A general discussion took place regarding volunteers, Councillor Mrs M K May 
confirmed that the contact details are available in the office. 

 
84.  TOWN CLERK’S REPORT 

 

 The Town Clerk’s report was noted. 
 

85.  ACCOUNTS – 1 AUGUST TO 31 AUGUST 2018 
 

 RESOLVED that the list of accounts paid and the monthly statement for the period 1 

to 31 August 2018 be approved. 
 

Proposed by Councillor Mrs M K May and seconded by Councillor M Cant 
 

86.  EXTERNAL AUDITOR’S REPORT 

 
 The external auditor’s (PKF Littlejohn LLP) report was noted 

 
The Town Clerk confirmed that the items requiring publishing on the website in 
regards to the transparency code were on various pages, to make it easier for the 

information to be found, a separate page is being created. 
 

87.  PRE-BUDGET DISCUSSION 
 

 The Town Clerk gave an overview of the budgeting process, the budget will be 

compiled by mid-November to enable the draft budget to be presented to Council at 
the December Council meeting. 

 
Councillors were requested to supply the Town Clerk with any items they wish to be 
considered for the budget as soon as possible, especially if quotations are required. 

 
88.  REVIEW OF HALL HIRE CHARGES 

 
 Having earlier in the meeting declared a non-registrable interest in agenda item 13, 

Councillor Mrs J Tucker left the room for the duration of the following item and did 

not take part in the debate or the vote. 
 

Councillors discussed the various venues that are available for hire in Penryn area, 
the venues that had closed recently and those venues that are struggling. 

  
It was RESOLVED that  

a) hall hire charges remain unchanged for the 2019/2020 financial year 
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b) hall hire charges are reviewed, prior to budget setting for the 2020/2021 

financial year 
 

Proposed by Councillor Mrs M K May and seconded by Councillor C K Wenmoth 
 
Following the above decision Councillor Mrs J Tucker returned to the meeting. 

 
89.  PORT OF PENRYN UPDATE 

 
 Councillor C Mullins gave a brief overview of the meeting with Captain Sansom of 

Falmouth Harbour Commissioners, due to the absence of Councillor J Langan it was 

RESOLVED that the item be deferred to the November Council meeting. 
 

Proposed by Councillor Mrs M K May and seconded by Councillor Mrs J Tucker 
 

90.  TEETOTAL HALL UPDATE 
 

 Councillor C Mullins updated members on his research on the Rechabite Society, a 

general discussion took place about the hall.  
 

RESOLVED that the item be deferred to the January 2019 meeting, to allow for 
further research to take place 
 

Proposed by Councillor Ms R L Holden and seconded by Councillor Mrs M K May 
  

91.  ACT OF REMEMBRANCE 
 

 Councillor C K Wenmoth reported that the Remembrance Parade in November is 

poorly attended by members of the Council, in previous years members have 
commented that they do not attend the service as they are non-religious or have a 

different faith. 
 
This year, Armistice Day and the Remembrance Parade have fallen on the same day, 

the civic parade processes to St Gluvias Church, with the wreath laying taking place 
at the Memorial outside the Church.   

 
Armistice takes place in the Memorial Garden, Councillor Wenmoth confirmed that he 
will be attending the Armistice Act of Remembrance as he is the President of the 

Penryn Branch of the Royal British Legion. 
 

Councillor Wenmoth invited Councillors to join him in the Memorial Garden if they felt 
they would prefer to attend a non-religious event. 
 

92.  FINANCIAL REGULATIONS 
 

 RESOLVED that the Financial Regulations V.5 be approved and adopted 
 
Proposed by Councillor Mrs S K Peters and seconded by Councillor M Snowdon 

 
93.  EXCLUSION OF PRESS AND PUBLIC 

 
 RESOLVED that in accordance with Section 1 of the Public Bodies Admission to 

Meetings Act 1960, the public be excluded from the meeting during the consideration 
of the following items by reasons of the confidential nature of the item.  Proceedings, 
apart from any resolutions passed, shall remain confidential. 
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Proposed by Councillor Mrs M K May and seconded by Councillor M Snowdon 

 
94.  DECORATION MUSEUM OFFICE 

 
 RESOLVED that G J Medlin Painting and Decorating be appointed the contractor for 

the decoration of the museum office at a cost of £870 excluding VAT and the 

additional funds required be taken from general reserves. 
 

Proposed by Councillor M Snowdon and seconded by Councillor Mrs M K May 
 

95.  DECORATION PERMARIN TOILETS 

 
 RESOLVED that Alan Symonds Decorating Ltd be appointed the contractor for the 

decoration of Permarin Toilets at a cost of £1,974 excluding VAT and the additional 
funds required be taken from general reserves 

 
Proposed by Councillor Mrs J Tucker and seconded by Councillor Ms R L Holden 
 

96.  CHAINS OF OFFICE 
 

 RESOLVED that 
a) A new chain of office is not required for the Deputy Mayor  
b) Repairs are carried out to the existing chain as soon as possible. 

 
Proposed by Councillor Ms R L Holden and seconded by Councillor C Mullins 

 
97.  AIR-CONDITIONING LIBRARY 

 

 RESOLVED that quotations be sourced for the installation of windows in the roof, 
that can be opened electronically.  

 
Proposed by Councillor M Snowdon and seconded by Councillor Mrs M K May 
 

 
There being no further business the meeting was closed at 9:03pm 

 
 
 

 
 

CHAIRMAN 
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MINUTES OF A MEETING OF THE PENRYN TOWN COUNCIL STAFFING COMMITTEE HELD 

ON THURSDAY 4 OCTOBER 2018 AT 7.00PM IN THE COUNCIL CHAMBER, TOWN 
HALL, PENRYN 
 
Councillors 
Mrs M K May (Chairman)  
J Langan, M Snowdon, Mrs J Tucker and C K Wenmoth 
 
In attendance: 
Helen Perry (Town Clerk)  
  

23.  APOLOGIES 
 

 There were no apologies received for absence. 
 

24.  DECLARATIONS OF INTEREST 
 

 There were no declarations of interest. 
 

25.  DISPENSATIONS 
 

 There were no requests for dispensations. 
 

26.  MINUTES 
 

 RESOLVED that minutes 1 to 22 of the meeting of the staffing committee held on 
12 June 2018 be approved and signed as a correct record. 
 

Proposed by Councillor J Langan and seconded by Councillor Mrs J Tucker 
 

27.  ADVERSE WEATHER POLICY 
 

 RESOLVED TO RECOMMEND TO COUNCIL that Council adopt the Adverse 
Weather and Travel Policy  
 

Proposed by Councillor J Langan and seconded by Councillor Mrs J Tucker 
 

28.  COMPASSIONATE LEAVE POLICY 
 

 RESOLVED TO RECOMMEND TO COUNCIL that Council adopt the 
Compassionate Leave Policy 

 
Proposed by Councillor M Snowdon and seconded by Councillor C K Wenmoth 
 

29.  HANDY PERSON 
 

 RESOLVED that  
a) at the present time the Council does not have sufficient functions that would 

warrant employing a Handy Person 
b) employing a Handy Person is reviewed periodically at the discretion of the 

Staffing Committee 

 
Proposed by Councillor Mrs M K May and seconded by Councillor J Langan 
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30.  APPRENTICESHIP 
 

 RESOLVED that 
a) an apprenticeship is not offered 
b) offering an Apprenticeship is reviewed periodically by the Staffing 

Committee 
c) the use of agency workers be considered for short-term staffing level issues 

 
Proposed by Councillor J Langan and seconded by Councillor Mrs J Tucker 
 

31.  APPRAISALS 
 

 RESOLVED that the Town Clerk contacts the Town Mayor to confirm a date for the 
appraisal. 
 
Proposed by Councillor Mrs J Tucker and seconded by Councillor J Langan 
 

32.  OFFICE MOBILE PHONE 
 

 The Town Clerk confirmed that she has donated a Samsung digital camera to the 
Town Council. 

 
RESOLVED that 

a) Photographs are taken using the camera provided 

b) an office mobile or tablet is not required 
c) the Town Clerk is authorised to use a mobile phone for Council business 

(e.g. verification to logon to HMRC website) 

 
Proposed by Councillor J Langan and seconded by Councillor C K Wenmoth 
 

33.  HUMAN RESOURCES AND HEALTH & SAFETY CONSULTANTS 

 

 A lengthy discussion took place regarding appointing consultants to assist with 

both Human Resources and Health and Safety 
 
RESOLVED that the Town Clerk sources consultants for Human Resources and 

Health and Safety and requests a presentation at a meeting of the staffing 
committee, prior to the end of January 2019. 

 
Proposed by Councillor J Langan and seconded by Councillor Mrs J Tucker 
 

34.  WORKING CONDITIONS 
 

 At the Council meeting held on 1 October 2018, it was resolved that quotations are 
sourced for the installation of windows in the roof.  The Town Clerk requested 

assistance from the Staffing Committee with regards to the re-jigging of the layout 
of the library, if an additional toilet is to be installed downstairs. 
 

RESOLVED that the Town Clerk contacts Councillor D Edwards to arrange an 
evening meeting in the library with Councillors J Langan and M Snowdon, to 

discuss the best layout of the library space. 
 
Proposed by Councillor J Langan and seconded by Councillor Mrs M K May 
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35.  STAFF WORKING LUNCH 
 

 Councillor Mrs M K May briefed Councillors about the informal staff working lunch 
held in September, a discussion took place regarding the issues raised. 
 

RESOLVED that the Town Clerk informs staff of the points raised by the staffing 
committee 

 
Proposed by Councillor Mrs M K May and seconded by Councillor M Snowdon 
 

There being no further business the meeting closed at 9.00pm. 

 

 
 

 
 
 

 
CHAIRMAN 
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MINUTES OF A MEETING OF THE PENRYN TOWN COUNCIL PLANNING COMMITTEE HELD 

ON MONDAY 15 OCTOBER 2018 AT 7.00PM IN THE COUNCIL CHAMBER, TOWN 
HALL, PENRYN 

 
Councillors  
Mrs M K May, (Chair), Mrs S K Peters, C Wenmoth, M Snowdon, Mrs M V Bennett, C Mullins,  

Dr J Garrett, M Cant  
 

In Attendance 
Councillor John Symons – Cornwall Councillor Penryn East & Mylor 
Linda Body - Administration Officer 

 
49.  APOLOGIES 

 
 Apologies for absence were received from Councillors J Langan (work),  

Ms R L Holden (away), G Rickard (ill), Mrs J Tucker (personal), D Edwards (work) and 
Mrs H May (work)    
 

50.  DECLARATIONS OF INTEREST 
 

 There were no declarations of interest. 
 

51.  DISPENSATIONS 

 
 There were no requests for dispensations. 

 
52.  PUBLIC PARTICIPATION  

 

 No requests had been received from members of the public wishing to speak at the 
meeting. 

 
53.  MINUTES 

 

 RESOLVED that minute numbers 40 to 48 of the meeting of the Planning Committee 
held on the 17 September 2018 be approved and signed as a correct record. 
 

Proposed by Councillor Mrs S K Peters and seconded by Councillor C Mullins. 
 

54.  CORRESPONDENCE 
 

 There were no items of correspondence relevant to the committee. 
  

55.  PLANNING APPLICATIONS 

 
 PA18/08522 – Westhill, West Street, Penryn 

 
RESOLVED that the Town Council has no objections to the application. 
 

Proposed by Councillor M Snowdon and seconded by Councillor M Cant. 
 

PA17/12164 – Land west of Vospers Garage, Ponsharden, Penryn 
 

RESOLVED that the Town Council has no objections to the application subject to a 
satisfactory report from South West Water in regard to the flood risk. 
 

Proposed by Councillor M Snowdon and seconded by Mrs M V Bennett. 
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PA18/07378 – Rear of 31 Broad Street, Penryn 

 
RESOLVED that the Town Council has no objections to any build on the plot but has 

concerns in regard to size and scale.  The Cornish wall and trees are to be protected.  
 
Proposed by Councillor M Snowdon and seconded by Mrs S K Peters. 

 
PA18/08431 – 40 Greenwood Crescent, Penryn 

 
RESOLVED that the Town Council fully supports the application. 
 

Proposed by Councillor Mrs S K Peters and seconded by Mrs M V Bennett. 
 

PA18/06909 – Packsaddle, Tremoughdale, Penryn 
 
RESOLVED that the Town Council has no objections to the application. 

 
Proposed by Councillor Mrs S Peters and seconded by Councillor Dr J Garrett.  

Councillor M Snowdon wished to be recorded as abstaining from the vote. 
 

56.  DECISION NOTICES 
 

 The list of decision notices were noted. 

 
57.  CORNWALL SITE ALLOCATIONS DEVELOPMENT PLAN DOCUMENTS 

(ALLOCATIONS DPD): SCHEDULE OF PROPOSED MODIFCATIONS 
CONSULTATION 
 

 After a general discussion it was decided that Mr Terry Grove-White the consultant 
assigned to compiling the town’s neighbourhood plan, take a look through the 

modifications and report back to the council at a later date.   
 
In the meantime, Councillors can respond individually on the scheme before the 

closing date. 
 

58.  FALMOUTH & PENRYN CONSERVATION AREAS ADVISORY COMMITTEE 
(F&PCAAC) MEETING 
 

 The minutes of the F&PCAAC meeting held on the 3 September 2018 were noted. 

  

 There being no further business the meeting was closed at 8.00pm 

 
 
 

 
 

CHAIRMAN 
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Minutes of the Penryn Neighbourhood Plan Steering Group 

Monday 8 October 2018 

The Library, St Thomas Street, Penryn 

In Attendance: Councillor Ms Rebecca Holden (RH)  Mark James, Cornwall Council (MJ)  

Councillor Mrs Mary May (MM)  Councillor John Symons, Cornwall Council (JS)  

Councillor Dr Jo Garrett (JG)  Eric Dawkins (ED) 

Councillor Chris Mullins (CM)  Frances Dawkins (FD)    

Terry Grove-White (TGW)  Martin Northern (MN) 

Linda Body (LB minutes)   

Agenda Item: Minute: 
 

Action: 

 
 

MN addressed the group before the start of the meeting and explained 
that as he was unwell at present and undergoing medical treatment 
that he would be unable to continue with sitting on the Steering Group 
and consequently wished to retire.  MN wished the Group well in its 
future endeavours and all around the table wished Martin a very 
speedy recovery. MM also thanked MN for his invaluable work and time 
that he had undertaken on the Plan.  
 
Betty Levene is unable to attend further meetings and the group also 
thanked her for her time and work that she had undertaken whilst she 
had sat on the group. 
 

MM to purchase 
a get well card 
for MN and 
send to him on 
behalf of the 
Group. 

1.  Apologies Apologies were received from Councillor Hayley May and Councillor 

Charles Wenmoth 

 

2.  Minutes of 
previous meeting 
and matters 
arising 

The minutes of the previous meeting held on the 25 June 2018 were 

NOTED as a true and accurate record. 

Proposed by Councillor Mrs Mary May and seconded by Eric Dawkins 

Matters Arising 

ED requested further information in regard to the suggestion in Agenda 

Item 8 – Key Issues Update – that due to the current planning issues 

with Crantock’s Neighbourhood Plan that we take advice on the 

strategic wording for the granting of rural exception sites within our 

Neighbourhood Plan.  MM explained that the issue at Crantock Parish 

Council’s was that they intended to seek a Judicial Review of a Cornwall 

Council Planning decision which was inconsistent with Crantock’s 

approved Neighbourhood Plan. A NHP is not sacrosanct and that there 

 

13



 

 

needs to be a balance between planning authority and the Plan.  

Protection of sites? 

3. Programme 
Update 

TGW explained that it would be good to now get a feel from the Group 
of the nature of the Plan and also how speedily this would need to be 
completed and this will affect the programme going further.  He also 
requested everyone’s feedback from the draft policies.   
 
TGW added that there is the option to write a plan based on the 
current information collected or if, for example, the group wished to 
nominate housing sites then this would require technical assistance 
going forward.  If housing is identified in the plan then you also get 
greater control, extra protection and robustness.     
 

 

4. Timeline and 
Structure of Plan 

MJ stated that the timeline and structure of the plan is coming along 
nicely and that we have advanced well.   
Discussions took place on a Cornwall Council champion for each area of 
Cornwall. There is also a Planning officer from Cornwall Council that 
would be assigned to our area and they should be invited to the next 
meeting.  MM to follow this up from Cornwall Council.  
   

MM 

5. Digital/website 
work update 

A submission has been received for the formatting of the digital design 

of the plan, which includes Facebook and website work, which will be 

accepted. 

  

 

6. Key issue 
Update 

 LB to request Oliver Lane’s presentation from a previous meeting and 
circulate to the group. 
 

LB 

7. Update on 
grant funding 

LB reported to the group that the application for the next round of 
grant funding will be completed within the next few weeks. 
 

 

8. Cornwall site 
Allocations 
Development 
Plan (DPD) 
 

RH reported that Cornwall Council are consulting on the modifications 
for the DPD.  All to try and take a look on the website if they can. Hard 
copy is available in the Library 
   

 

9.  Next Steps • Members of the group committed to providing TGW feedback 
on the papers circulated in June. 

• TGW will seek to get draft papers to the group the week before 
the meeting ,i.e. the week of the 5th November. 

• As part of the meeting TGW will identify possible housing sites 
for discussion with a short review of each. All to try and visit the 
nominated sites for the plan. TGW will supply maps of the sites 
for the next meeting. 

• TGW will come to Penryn to meet with LB to submit the next 
bid. 

 

 

10. Date of next 
meeting 

14 November at 6.30pm in the Library  
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 MAYOR’S ENGAGEMENTS 

2 October 2018 to 4 November 2018 

7 October RAF 100 & the 78th Anniversary of the Battle of Britain, Parish  

Church, Falmouth 

10 October Photoshoot for the Youth Movement, Dracaena Centre, 

Falmouth (Deputy mayor attended) 

17 October Photoshoot for handing over of the cheque to the RNLI from 

the monies collected on the Civic Service on the Quay 

19 October RNA Trafalgar Night Dinner, Membly Hall, Falmouth 

21 October Camborne Civic Service, Camborne Church 

24 October Launch of University Arts and Culture event at the 

Polytechnic, Falmouth 

26 October Cornwall Council Chairman’s Poppy Ball, Falmouth Hotel 

27 October Dracaena Centre’s Birthday party – Deputy Mayor attended 
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COUNCIL 

 
5 NOVEMBER 2018  
 
Report from the Town Clerk 

 
 

 
Author:  Helen Perry, Town Clerk 
 

1. Background 
 

The Town Clerk’s report is a regular update on progress with Council decisions and 
projects and the work of the Council staff.   
 

2. Discussion 
 

Training 
The Town Clerk attended the second day of training for the CiLCA qualification on Friday 

5 October. 
 
The Finance Officer and the Town Clerk attended the Budget and Forward Planning 

training held at Carn Brea Parish Council on Monday 15 October. 
 

Internal Audit – Hudson Accounting 
The internal audit by Hudson Accounting is scheduled to take place on Thursday 1 
November 2018, the interim report will be presented to Council at the December 

meeting. 
 

Windows in the Roof – Penryn Library 
A window contractor has been to look at the type of windows that can be installed in the 
roof to help reduce the heat problem experienced in the summer months. 

 
Deputy Mayor’s Chain of Office 

The Deputy Mayor’s chain has been taken to the Gold Centre at Portreath, to be cleaned 
and repaired 
 

Town Clock Repair 
The final repair of the Town Clock is scheduled to take place on Wednesday 7 November.  

 
 
3. Recommendation 

 
That the report be noted. 

 
4. Appendices 
 

None. 
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COUNCIL             
 
5 NOVEMBER 2018 
 
Accounts – 1 to 30 September 2018 

 
Author: Robert Oliver, Finance Officer 

 
 
1. Background 

 
The accounts of the Town Council are presented for approval at each meeting of full Council.  A 

budget monitoring report and bank reconciliation are also attached as appendices to the report.  
 
 

2. Discussion 
 

The accounts show the total assets of the Council are £440,710.25 as at 30 September 2018.  
Items of expenditure over £500 (excluding salaries) are as follows: 

 
1 September to 30 September 2018 

• Cornwall Council 720.00 Non domestic rates – Library  

• Cornwall Council 689.00 Non domestic rates – Town Hall 
• Cornwall Council 2195.17 Pensions – September 

• HMRC 1513.29 Tax/NI – September  
• Stephen Murphy Consulting 532.80 Project Fees - Permarin Pocket Park - July 
• South West Water 622.71 3 invoices (Town Hall, Temp Hall, Permarin Toilets) 

• Lumalite 2000.98 Christmas Lights – Various coloured bulbs 
• Cleanstore 658.00 Steam cleaner 

• PKF Littlejohn LLP 1200.00 External Auditor Fee – Annual Return 2017/18  

  
The following are items of note on the budget monitor report not previously reported: 
 

• Equipment for Halls (4307 130) – Steam Cleaner purchased for cleaning halls, under 
agreed budget of £750.  

• Income – Precept received (1076 170) – Second half of the payment received, 

balance received in full.   
• Income – Council Tax Support (1110 170) – Second half of the payment received, 

balance received in full.   
   
 

3.  Recommendations 
 

That the list of accounts paid from 1 September to 30 September 2018 be approved.  
 
 

4. Appendices 
 

1. Balance Sheet – September 2018 
2. Accounts Paid – September 2018 
3. Bank Reconciliation – All Accounts September 2018 

4. Budget Monitor Report as at 30 September 2018 
 

 
  

  

17



 

  

16/10/2018 

10:44 

Penryn Town Council  

Detailed Balance Sheet (Excluding Stock Movement)  

Month No:  6  30/9/18  

Page No: 1 Date :- 

Time :- 

A/c  Account Description  Actual  Budget  Variance  

Current Assets  

100 Debtors 1,985 0 1,985 

105 VAT Control Account 2,308 0 2,308 

110 Prepayments 6,810 0 6,810 

200 Lloyds - Treasurer Account 208,560 0 208,560 

210 Lloyds - Instant Access 31,794 0 31,794 

220 Investment Holding Account 200,000 0 200,000 

250 Petty Cash 250 0 250 

260 Procurement Card -213 0 -213 

Total Current Assets  451,493  0  451,493  

Current Liabilities  

500 Creditors 12,899 0 12,899 

501 Other Creditors 1,000 0 1,000 

510 Accruals 7,769 0 7,769 

560 Receipts in Advance 2,650 0 2,650 

Total Current Liabilities  24,317  0  24,317  

Net Current Assets  0  427,176  427,176  

Total Assets less Current Liablities  427,176  0  

Represented By :-  

300 Current Year Fund 123,837 0 123,837 

310 General Reserves 237,369 0 237,369 

320 EMR - Elections 4,000 0 4,000 

322 EMR - Glasney Field 1,000 0 1,000 

326 EMR - Broad St Pavement Fund 30,000 0 30,000 

335 EMR - Rent - Permarin 1,604 0 1,604 

340 EMR - Ext. Decor. Town Hall 7,661 0 7,661 

358 EMR - Notice Board 1,000 0 1,000 

359 EMR - Cemetery Seat Repairs 330 0 330 

360 EMR - Temperance Hall Decorati 5,000 0 5,000 

361 EMR - Permarin P. Park Grant 11,951 0 11,951 

362 EMR - Neighbourhood Plan 3,423 0 3,423 

Total Equity  427,176  0  427,176  
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 Penryn Town Council  

List of Payments made between  01/09/2018 and 30/09/2018  

16/10/2018 

11:18 

Printed on : 

At : 

Page No  1  

Lloyds - Treasurer Account  

Date Paid  Payee Name  Cheque Ref  Amount Paid  Transaction Detail  Authorized Ref  

01/09/2018 Cornwall Council Std Ord 689.00 Town Hall - NDR  

01/09/2018 Cornwall Council Std Ord 276.00 Temperance Hall - NDR  

01/09/2018 Cornwall Council Std Ord 720.00 Penryn Library - NDR  

01/09/2018 Cornwall Council Std Ord 75.00 Glebe Cemetery - NDR  

01/09/2018 Cornwall Council Std Ord 287.00 Permarin - NDR  

01/09/2018 Cornwall Council Std Ord 65.00 Permarin Toilet - NDR  

03/09/2018 TLC Direct DD00443 97.79 White Duralight Rope Light  

03/09/2018 The Printing Chambers DD00441 135.00 x1500 Raffle Tickets, Fair Day  

03/09/2018 Stephen Murphy Consulting DD00442 532.80 Project Management - July  

04/09/2018 Teamwork Leaflet Distribution DD00444 111.00 Pen. T. Fair leaflet distrib.  

04/09/2018 Cormac Solutions Ltd DD00445 186.77 Footpath Maintenance - August  

04/09/2018 B & Q (Trade UK) DD00446 17.00 Tarpaulin - Penryn Week  

04/09/2018 Custom Print Cornwall DD00447 150.00 50 Printed Coasters, Town Fair  

04/09/2018 Litemania.co.uk T/A Lumalite DD00448 2,000.98 Various Coloured Light Bulbs  

04/09/2018 Larry Peters T/A PC Doc DD00449 60.00 Package on TC PC & Networking  

04/09/2018 Falmouth Soul Sensation DD00451 350.00 Pen. Fair Day - Band  

04/09/2018 Blues Brothers DD00450 250.00 Penryn Fair Day - Band  

04/09/2018 Mrs G Townley DD00452 100.00 Raffle Winner, 1st Prize  

05/09/2018 David Morris Window Cleaning DD00453 216.00 Window Cleaning  

05/09/2018 Cornwall Association Of Local DD00458 250.00 CiLCA Training  

05/09/2018 Organs on Tour DD00455 200.00 Appearance Fee - Town Fair  

05/09/2018 C Ingleheart, Suitcase Singer DD00456 100.00 Suitcase Singers - Fair Day  

05/09/2018 J Gordon, Punch & Judy DD00457 140.00 Punch & Judy - Fair Day  

05/09/2018 Mary May DD00454 35.95 Gift for Edward Bolitho Fair D  

06/09/2018 Exco Fire & Safety Control Ltd DD00459 84.00 Service of Security System  

06/09/2018 OTS Ltd DD00460 100.00 Bingo Bus - Fair Day  

06/09/2018 Golden Tree Productions DD00461 75.00 Donation - Fair Day  

07/09/2018 South West Water DD00466 622.71 Services - 20/2/18 to 24/5/18  

07/09/2018 Complete Office Solutions UK L DD00463 82.32 Various Stationary Items  

07/09/2018 PlantScape DD00464 62.40 Holstar Brackets for Town  

07/09/2018 N B Landscape Design DD00465 100.00 Concept stage initial payment  

07/09/2018 Mr Charles Wenmoth DD00462 199.03 Repay for Various Items  

10/09/2018 Cornwall Guild of Weavers 000709 20.00 Weaving Donation - Town Fair  

10/09/2018 Bridie Toft DD00467 189.54 Penryn Buzz Repay  

12/09/2018 Cleanstore DD00468 658.00 Steam Cleaner  

13/09/2018 Pitney Bowes DD 13/9 15.54 Franking Machine Rental  

14/09/2018 Churchill Contract Services DD00470 416.83 Cleaning Contract - August  

14/09/2018 The Printing Chambers DD00471 66.00 Penryn Buzz Booklets  

14/09/2018 Be-Ta-Pest SW DD00472 54.00 Treatment of Wasps Nest  

14/09/2018 PKF Littlejohn LLP DD00473 1,200.00 Annual Return Year End 31/3/18  

14/09/2018 Penryn Federation DD00469 120.00 Supplying Teas - Fair Day  

17/09/2018 British Telecommunications DD 17/9 290.40 Phone 377280, 1/9 - 30/11/18  

17/09/2018 Procurement Card Card Repay 61.99 Card Repayment  

18/09/2018 British Telecommunications DD 18/9 165.37 Phone Services - 01326 372158  

19/09/2018 Worldpay DD 19/9 10.39 Card Fees - August 18  

19/09/2018 British Telecommunications DD 19/9/18 470.10 Phone Services - 01326 373086  

21/09/2018 IRIS Business Software Ltd DD 21/9 6.62 Payslips - August  

Continued on Page  2  
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Penryn Town Council  

List of Payments made between  01/09/2018 and 30/09/2018  

16/10/2018 

11:18 

Printed on : 

At : 

Page No  2  

Lloyds - Treasurer Account  

Date Paid  Payee Name  Cheque Ref  Amount Paid  Transaction Detail  Authorized Ref  

21/09/2018 IRIS Business Software Ltd DD 21/9/18 11.26 Payslips - August  

21/09/2018 Contract Sign Systems DD00474 42.00 Opening Hours Sign - Library  

28/09/2018 Salaries - September 2018 DD00475 12,747.70 Salaries - September 2018  

30/09/2018 Petty Cash 000710 93.43 Petty Cash Replenish  

Total Payments  25,009.92 
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Penryn Town Council  

List of Payments made between  01/09/2018 and 30/09/2018  

16/10/2018 

11:19 

Printed on : 

At : 

Page No  1  

Petty Cash  

Date Paid  Payee Name  Cheque Ref  Amount Paid  Transaction Detail  Authorized Ref  

03/09/2018 Sasi Hairdressers PC428 10.00 Sasi -Electric Donation Fair D  

25/09/2018 Asda - Carnon Carers Cream Tea PC429 26.13 Asda - Carnon Carers Cream Tea  

26/09/2018 Autumn Festival, B.I.S Prizes PC430 48.00 Autumn Festival, B.I.S Prizes  

27/09/2018 Great Western Railway PC431 9.30 Train ticket to Roche,training  

Total Payments  93.43 
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Penryn Town Council  

List of Payments made between  01/09/2018 and 30/09/2018  

16/10/2018 

11:20 

Printed on : 

At : 

Page No  1  

Procurement Card  

Date Paid  Payee Name  Cheque Ref  Amount Paid  Transaction Detail  Authorized Ref  

04/09/2018 Pip-Ins CARD 3/9 102.40 Fair day volunteer pasties x32  

05/09/2018 Garden Gear (Online) Ltd Card 5/9 95.00 5 Metal Blackboards & Pen  

06/09/2018 Pip-Ins CARD 5/9 16.00 5 x Med Pasty, staff meeting  

Total Payments  213.40 
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Penryn Town Council  

Bank - Cash and Investment Reconciliation as at 30 September 2018  

Account Description  Balance  

Bank Statement Balances  

1 Lloyds - Treasurer Accounts 208,973.24 

2 Lloyds - 30 Day Account 31,793.84 

3 Investment Holding Account 200,000.00 

4 Petty Cash 156.57 

5 Procurement Card -213.40 

440,710.25  

Unpresented Payments  

1 000709 10/09/2018 20.00 

1 000710 30/09/2018 93.43 

1 000682 27/03/2018 300.00 

413.43  

  440,296.82  

Receipts not on Bank Statement  

4  30/09/2018 93.43 

93.43  

Closing Balance  440,390.25  

All Cash & Bank Accounts  

 Lloyds - Treasurer Account 208,559.81 

 Lloyds - Instant Access 31,793.84 

 Investment Holding Account 200,000.00 

 Petty Cash 250.00 

 Procurement Card -213.40 

Total Bank & Cash Balances  440,390.25  

Other Bank & Cash Balances 0.00 
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Page No 1 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

Full Council  

100  Administration  

46.5 % 45,437 45,437 4000 Salaries - Administration 6,590 39,563 85,000 

49.7 % 11,559 11,559 4001 Salaries - Caretakers 2,450 11,441 23,000 

0.0 % -120 -120 4002 Salaries - Civic 0 120 0 

42.7 % 14,890 14,890 4010 Tax/NI - Administration 1,855 11,110 26,000 

23.2 % 4,256 4,256 4011 Tax/NI - Caretakers -341 1,289 5,545 

0.0 % -25 -25 4012 Tax/NI - Civic 0 25 0 

37.5 % 4,749 4,749 4020 Pensions - Employees 477 2,851 7,600 

36.3 % 15,617 15,617 4021 Pensions - Employers 1,488 8,883 24,500 

50.7 % 1,380 1,380 4022 Pensions - ADC 230 1,420 2,800 

0.0 % 900 900 4030 Mileage 0 0 900 

22.4 % 58 58 4031 Travel 9 17 75 

52.0 % 240 240 4035 Staff Clothing 0 260 500 

36.0 % 1,919 1,919 4050 Training 250 1,081 3,000 

29.8 % 140 140 4055 Bank Charges 12 60 200 

51.5 % 533 533 4060 Postage 113 567 1,100 

48.3 % 568 568 4065 Photocopier Lease 266 532 1,100 

36.8 % 758 758 4070 Printing 200 442 1,200 

55.0 % 90 90 4075 Advertising 0 110 200 

60.0 % 340 340 4080 Stationery 0 510 850 

40.0 % 2,701 2,701 4085 Telephone/Fax/Internet 772 1,799 4,500 

90.3 % 175 175 4090 Consultancy & Audit 1,000 1,625 1,800 

0.0 % 10,000 10,000 4091 Professional Fees 0 0 10,000 

127.8 % -1,111 -1,111 4095 Election Expenses 0 5,111 4,000 

35.6 % 812 812 4100 Office - Other 51 448 1,260 

40.1 % 1,796 1,796 4105 Computer Related 15 1,204 3,000 

90.7 % 187 187 4110 Subscriptions 0 1,813 2,000 

0.0 % 5,000 5,000 4115 Insurance 0 0 5,000 

8.7 % 1,598 1,598 4120 Canteen 51 152 1,750 

0.0 % -40 -40 4125 Disclosure and Barring Service 0 40 0 

0.0 % 100 100 4900 Miscellaneous Expenditure 0 0 100 

15,485  216,980  92,471  Administration :- Expenditure 124,509  0  124,509  42.6 %  

Net Expenditure over Income  92,471  216,980  124,509  15,485  

110  Amenities  

0.0 % 450 450 4180 Bus Shelter - Repairs & Maint. 0 0 450 

76.1 % 790 323 4185 Footpath Maint 93 560 1,350 467 

0.0 % 1,000 1,000 4190 Seats Maint. 0 0 1,000 

Continued on Page No 2 
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Page No 2 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

74.3 % 221 221 4195 Treluswell Verge 365 639 860 

60.4 % 263 263 4200 Packsaddle Verge 245 401 664 

7.0 % 930 930 4205 Other General Maint. 70 70 1,000 

0.0 % 1,000 1,000 4210 Quay Hill Shelter 0 0 1,000 

55.6 % 959 959 4215 Doorstep Green/Glasney 830 1,200 2,159 

38.5 % 2,465 1,598 4230 Floral Displays/Penryn Pride 0 135 2,600 867 

0.0 % 500 500 4235 Litter Bin Maintenance 0 0 500 

2.3 % 1,690 1,690 4240 Weed Clearing 0 40 1,730 

0.0 % 200 200 4900 Miscellaneous Expenditure 0 0 200 

1,603  13,513  3,045  Amenities :- Expenditure 10,468  1,334  9,134  32.4 %  

0.0 % -225 1000 Footpath Maintenance Income 0 0 225 

0  225  0  Amenities :- Income -225  0.0 %  

Net Expenditure over Income  3,045  13,288  10,243  1,603  

120  Cemetery  

55.8 % 354 354 4250 Non-Domestic Rates 75 446 800 

46.5 % 3,209 3,209 4255 Burial Ground Maint. 1,095 2,791 6,000 

0.0 % 100 100 4260 Other Burial Ground Costs 0 0 100 

1,170  6,900  3,238  Cemetery :- Expenditure 3,662  0  3,662  46.9 %  

150.0 % 250 1050 Burial Income 150 750 500 

150.0 % 250 1055 Exclusive Right Burial Income 100 750 500 

92.5 % -15 1060 Memorials Income 0 185 200 

0.0 % -100 1070 Plot Reservations 0 0 100 

250  1,300  1,685  Cemetery :- Income 385  129.6 %  

Net Expenditure over Income  1,553  5,600  4,047  920  

130  Capital Expenditure  

79.8 % 101 101 4300 Office Equipment 0 399 500 

0.0 % 2,500 2,500 4305 Furniture & Fittings 0 0 2,500 

73.1 % 202 202 4307 Equipment for Halls 548 548 750 

-5.5 % 4,000 4,221 4340 Christmas Light Displays 0 0 4,000 -221 

548  7,750  947  Capital Expenditure :- Expenditure 6,803  -221  7,023  9.4 %  

Net Expenditure over Income  947  7,750  6,803  548  

140  Car Parks  

55.5 % 1,378 1,378 4250 Non-Domestic Rates 287 1,722 3,100 

45.4 % 3,899 3,899 4380 Permarin - Lease/Rent 0 3,246 7,145 

Continued on Page No 3 
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Page No 3 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

13.0 % 870 870 4390 Permarin - Maint. 130 130 1,000 

10.0 % 450 450 4395 Shute Meadow Maint. 50 50 500 

467  11,745  5,148  Car Parks :- Expenditure 6,597  0  6,597  43.8 %  

Net Expenditure over Income  5,148  11,745  6,597  467  

150  Civic  

47.2 % 264 264 4430 Civic - General 0 236 500 

43.3 % 1,559 1,559 4435 Mayor's Allowance 26 1,191 2,750 

56.8 % 216 216 4436 Deputy Mayor's Allowance 41 284 500 

122.6 % -452 -451 4440 Civic Insignia/Regalia 0 2,452 2,000 -1 

67  5,750  4,163  Civic :- Expenditure 1,587  -1  1,588  72.4 %  

Net Expenditure over Income  4,163  5,750  1,587  67  

160  Grants  

2.2 % 8,800 8,800 4480 Grants - Community 0 200 9,000 

0.0 % 2,000 2,000 4485 Minor Enhancement Grant 0 0 2,000 

0  11,000  200  Grants :- Expenditure 10,800  0  10,800  1.8 %  

Net Expenditure over Income  200  11,000  10,800  0  

165  S137 Expenditure  

0.0 % -360 -360 4495 S137 Grants 0 360 0 

0.0 % 100 100 4496 S137 Other Expenditure 0 0 100 

0  100  360  S137 Expenditure :- Expenditure -260  0  -260  360.0 %  

Net Expenditure over Income  360  100  -260  0  

170  Income  

100.0 % 0 1076 Precept Received 131,301 262,602 262,602 

3.2 % -242 1090 Interest Received 1 8 250 

0.0 % 500 1100 Grants Received 0 500 0 

100.0 % 0 1110 Council Tax Support 9107 9,107 18,213 

0.0 % 300 1352 Penryn Week Income 0 300 0 

140,409  281,065  281,623  Income :- Income 558  100.2 %  

Net Expenditure over Income  -281,623  -281,065  558  -140,409  

180  Other Services  

96.7 % 244 244 4520 C.C.T.V. 0 7,256 7,500 

Continued on Page No 4 
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Page No 4 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

100.0 % 0 0 4521 Youth Service 0 6,750 6,750 

0  14,250  14,006  Other Services :- Expenditure 244  0  244  98.3 %  

Net Expenditure over Income  14,006  14,250  244  0  

190  Projects & Events  

90.4 % 384 384 4560 Penryn Week Expenditure 169 3,616 4,000 

140.3 % -604 -604 4561 Penryn Town Fair 1,726 2,104 1,500 

175.0 % -749 -750 4563 Penryn Christmas Lights 0 1,749 1,000 1 

0.0 % 300 300 4564 Remembrance Sunday 0 0 300 

0.0 % 8,000 8,000 4566 Neighbourhood Plan 0 0 8,000 

53.6 % 378 378 4571 Bee Friendly Planting & Projec 389 437 815 

0.0 % 758 758 4575 Penryn Commemorates Project 0 0 758 

0.0 % 15,950 15,950 4576 Public Toilet - Library 0 0 15,950 

0.0 % 2,000 2,000 4577 Commercial Road Enhancement 0 0 2,000 

0.0 % -998 -6,723 4581 Clock Tower Refurbishment 998 998 0 5,725 

13.5 % 11,296 11,296 4582 Permarin Pocket Park 0 1,762 13,058 

0.0 % 100 100 4900 Miscellaneous Expenditure 0 0 100 

3,282  47,481  10,667  Projects & Events :- Expenditure 36,814  5,726  31,088  34.5 %  

195.2 % 952 1200 Events Income 0 1,952 1,000 

0  1,000  1,952  Projects & Events :- Income 952  195.2 %  

Net Expenditure over Income  8,715  46,481  37,766  3,282  

200  Public Conveniences  

56.1 % 304 304 4250 Non-Domestic Rates 65 388 692 

124.2 % -169 -169 4600 Water 294 869 700 

41.0 % 84 84 4610 Electricity 8 59 143 

0.0 % 1,500 1,500 4615 Repairs & Maintenance 0 0 1,500 

89.4 % 2,398 487 4620 Annual Contracts 347 2,202 4,600 1,911 

0.0 % 100 100 4650 Consumables 0 0 100 

714  7,735  3,518  Public Conveniences :- Expenditure 4,217  1,911  2,306  70.2 %  

Net Expenditure over Income  3,518  7,735  4,217  714  

220  Temperance Hall  

60.0 % 1,099 1,099 4250 Non-Domestic Rates 276 1,651 2,750 

27.4 % 501 501 4600 Water 0 189 690 

92.2 % 140 140 4605 Gas 0 1,660 1,800 

44.9 % 744 744 4610 Electricity 0 606 1,350 

Continued on Page No 5 
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Page No 5 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

12.5 % 875 875 4615 Repairs & Maintenance 0 125 1,000 

0.0 % 10,000 10,000 4617 Interior Decoration 0 0 10,000 

44.2 % 168 168 4620 Annual Contracts 63 133 300 

0.0 % 300 300 4900 Miscellaneous Expenditure 0 0 300 

339  18,190  4,363  Temperance Hall :- Expenditure 13,827  0  13,827  24.0 %  

68.0 % -1,920 1300 Temperance Hall Hire Income 398 4,080 6,000 

398  6,000  4,080  Temperance Hall :- Income -1,920  68.0 %  

Net Expenditure over Income  283  12,190  11,907  -59  

230  Town Hall  

0.0 % -1,233 -1,233 4091 Professional Fees 0 1,233 0 

60.4 % 2,714 2,714 4250 Non-Domestic Rates 689 4,132 6,845 

50.4 % 129 129 4600 Water 0 131 260 

-25.6 % 1,507 1,507 4605 Gas 0 -307 1,200 

51.6 % 436 436 4610 Electricity 0 464 900 

66.7 % 500 500 4615 Repairs & Maintenance 800 1,000 1,500 

178.3 % -3,917 -3,917 4616 Exterior Decoration 0 8,917 5,000 

0.0 % 5,000 5,000 4617 Interior Decoration 0 0 5,000 

40.2 % 538 538 4620 Annual Contracts 0 362 900 

31.9 % 817 817 4700 Museum Expenditure 0 383 1,200 

0.0 % 500 500 4900 Miscellaneous Expenditure 0 0 500 

1,489  23,305  16,314  Town Hall :- Expenditure 6,991  0  6,991  70.0 %  

61.7 % -1,802 1350 Town Hall Hire Income 315 2,898 4,700 

0.0 % -100 1360 Museum Donations 0 0 100 

315  4,800  2,898  Town Hall :- Income -1,902  60.4 %  

Net Expenditure over Income  13,416  18,505  5,089  1,174  

240  Penryn Library  

0.0 % 1,500 1,500 4091 Professional Fees 0 0 1,500 

54.0 % 3,680 3,680 4250 Non-Domestic Rates 720 4,320 8,000 

0.0 % 800 800 4600 Water 0 0 800 

0.0 % 2,000 2,000 4605 Gas 0 0 2,000 

0.0 % 3,300 3,300 4610 Electricity 0 0 3,300 

5.0 % 2,375 2,375 4615 Repairs & Maintenance 0 125 2,500 

84.0 % 960 960 4616 Exterior Decoration 0 5,040 6,000 

0.0 % 2,510 2,510 4620 Annual Contracts 0 0 2,510 

19.6 % 161 161 4900 Miscellaneous Expenditure 0 39 200 

720  26,810  9,524  Penryn Library :- Expenditure 17,286  0  17,286  35.5 %  

Continued on Page No 6 
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Page No 6 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

48.5 % -722 1400 Library Income 106 678 1,400 

106  1,400  678  Penryn Library :- Income -722  48.5 %  

Net Expenditure over Income  8,846  25,410  16,564  615  

250  Health & Safety  

86.4 % 54 54 4620 Annual Contracts 0 346 400 

36.5 % 572 572 4625 Annual Inspections 0 329 900 

0.0 % 0 0 4630 5 Year Electrical Inspections 0 0 0 

0.0 % 0 0 4631 6Yr Elec Test/Insp Streetlight 0 0 0 

0.0 % 100 100 4900 Miscellaneous Expenditure 0 0 100 

0  1,400  674  Health & Safety :- Expenditure 726  0  726  48.1 %  

Net Expenditure over Income  674  1,400  726  0  

260  Memorial Garden  

66.5 % 33 33 4610 Electricity 34 67 100 

52.7 % 926 615 4615 Repairs & Maintenance 62 374 1,300 311 

0.0 % 100 100 4900 Miscellaneous Expenditure 0 0 100 

96  1,500  440  Memorial Garden :- Expenditure 1,060  311  749  50.1 %  

Net Expenditure over Income  440  1,500  1,060  96  

25,982  169,079  414,409  245,329  

141,477  292,917  295,790  -2,873  

-115,495  -123,837  118,619  242,456  

Income 

Net Expenditure over Income  

Full Council :- Expenditure 

99.0 %  

43.0 %  

Earmarked Reserves  

900  Earmarked Reserves  

0.0 % 4,000 4,000 9000 EMR - Elections 0 0 4,000 

0.0 % 1,604 1,604 9020 EMR - Rent Permarin 0 0 1,604 

0.0 % 7,661 7,661 9025 EMR - Ext. Decor. Town Hall 0 0 7,661 

0.0 % 1,000 1,000 9044 EMR - Glasney Playing Field 0 0 1,000 

0.0 % 30,000 30,000 9046 EMR - Broad Street Pavements 0 0 30,000 

0.0 % 3,423 3,423 9050 EMR - Neighbourhood Plan 0 0 3,423 

0.0 % 1,000 1,000 9051 EMR - Notice Board 0 0 1,000 

0.0 % 330 330 9052 EMR - Cemetery Seat Repairs 0 0 330 

0.0 % 5,000 5,000 9053 EMR - Temperance Hall Decorati 0 0 5,000 

0.0 % 11,951 11,951 9054 EMR - Permarin P. Park Grant 0 0 11,951 

0  65,969  0  Earmarked Reserves :- Expenditure 65,969  0  65,969  0.0 %  

Net Expenditure over Income  0  65,969  65,969  0  

Continued on Page No 7 
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Page No 7 

Budget Report  

Detailed Income & Expenditure by Budget Heading 30/09/2018  

Month No : 6  

16/10/2018 

11:10 

Penryn Town Council  

Actual Year  
To Date 

Current  
Annual Bud 

 Variance  
Annual Total 

Committed  
Expenditure 

Funds  
Available 

Actual  
Current Mth 

% of  
Budget 

0  0  65,969  65,969  

0  0  0  0  

0  0  65,969  65,969  

Income 

Net Expenditure over Income  

Earmarked Reserves :- Expenditure 

0.0 %  

0.0 %  
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COUNCIL 

                
5 NOVEMBER 2018 
 

Adverse Weather Policy 

 
 

Author:  Helen Perry, Town Clerk 

 
1. Background 
 

The staffing committee met on 4 October 2018 and resolved to recommend to Council to 
adopt the Adverse Weather and Travel Policy 

 
2. Discussion 
 

The bad weather in March 2018 highlighted that the Town Council did not have a policy 
that staff could refer to in the event of adverse weather (e.g. snow)  

 
3. Recommendation 
 

That as recommended by the Staffing Committee, Council adopts the ‘adverse weather 
and travel policy working arrangements’ as attached as an appendix to the report. 

 
 

4. Appendices 
 
Draft Adverse Weather and Travel Policy Working Arrangements 
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Appendix 1 

 

 
 

 
 

 

 
 
 

Adverse Weather and Travel Policy Working Arrangements 
 

1.  Introduction 
 

 This policy sets out the Council’s approach to dealing with situations where normal 
arrangements for travelling to or attending work are disrupted.   
 

It does not form part of employees’ terms and conditions of employment and may be 
subject to change at the discretion of the Council’s Staffing Committee.   

 
2.  Travelling to Work 

 

 The Town Clerk should discuss an employee’s delayed arrival or inability to attend 
their normal place of work with the employee at the earliest possible opportunity.  

The employee must decide on the most appropriate solution for themselves.  They 
are not entitled to be paid for time they do not work, but they should be given the 
options available to them. 

 
Localised or personal travel difficulties 

 
In circumstances where road accidents cause traffic congestion or where an 

employee’s normal mode of transport fails, delaying or preventing attendance at an 
employee’s normal place of work, the Council will be flexible and make allowances for 
infrequent reasonable delays, i.e. up to thirty minutes.  However, employees will be 

expected to make up time lost for longer delays or not being able to attend work by 
working back the time, annual leave, TOIL (time off in lieu) or unpaid leave. 

 
Adverse weather conditions 
 

The Council does not expect employees to put themselves at unnecessary risk.  The 

Council recognises that the weather can be unpredictable and it will be flexible in 

accommodating employee difficulties. 

 

Where weather affects travel to work, the Council will accept reasonable delays.  
Where weather and road conditions worsen during the working day, employees may 

request permission to leave work early from the Town Clerk.  This time off will be 
unpaid. 

 
If an occasion of extreme adverse weather occurs and staff cannot reasonably get to 
work safely, the Council will not expect the employee to attend work, but this time 

will be unpaid. 

  

3.  Office Closures 
 

 If the Council takes the decision to close the workplace, the employer is preventing 
the employee from working on that day and employees will receive pay as normal.  
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This is regardless of whether the employee has attempted to attend their workplace 
or not. 

 

4.  Dependants 

 
 As a result of school closures, some employees may need to take time off to care for 

their dependent children.  In addition, care arrangements for other dependants, older 
or disabled relatives may be disrupted.  The Council needs to strike a balance 
between the need to maintain services and the pressures that fall on employees who 

have childcare and other caring responsibilities.   
 

The statutory right to time off to care for dependants does not provide the right to 
take extended leave, but only the right to take off what time is reasonable to allow 
the employee to deal with the unforeseen event. 

 

5.  Additional Hours 
 

 Where there are increased absence levels in critical service areas, Council may need 
to ask those able to get to work, to work additional hours.  The Town Clerk should 
ask for volunteers from existing employees and agree such additional hours with the 

Council.  The Council will also call upon employees who may have contractual 
overtime arrangements in place. 

 
Bearing in mind the requirements of the Working Time Directive, additional working 
requirements should not be used in the long term, but to cover short-term crisis 

situations.  Care will be taken to ensure those working additional hours do not put 
their own or others health and safety at risk and that they get regular rest breaks.  If 

employees work additional hours, they will normally be remunerated through time 
back arrangements such as TOIL. 
 

6.  Misuse 
 

 If the Council has reason to suspect that an employee is abusing this flexible 
approach to lateness or absence, a full investigation will be undertaken in line with 
the Disciplinary Policy.  If such abuse is established, it will be treated as any other 

form of unauthorised absence. 
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COUNCIL 

                 
5 NOVEMBER 2018 
 

Compassionate Leave Policy 

 
 

Author:  Helen Perry, Town Clerk 

 
1. Background 
 

The Staffing Committee meet on 4 October 2018 and resolved to recommend to Council 
to adopt the Compassionate Leave Policy. 

 
2. Discussion 
 

The Town Council has experienced two occasions recently, when members of staff have 
required compassionate leave due to family bereavements.  A short policy has been 

drafted. 
 
3. Recommendation 

 
That as recommended by the Staffing Committee, Council adopts the compassionate 

leave policy attached as an appendix to the report. 
 

 
4. Appendices 
 

Draft Compassionate Leave Policy 
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Appendix 1 

 

 
 

 
 

 

 
 

Compassionate Leave Policy 
 

1.  Introduction 

 
 An employee may request compassionate leave in the event of an unplanned life 
event that requires the employee’s absence from work 

 
2.  Scope 

 
 Events that may warrant a request for compassionate leave include (but are not 

limited to) 

• Death of a family member 
• Funeral/cremation or burial of a family member 

• Breakdown of employee’s personal or domestic arrangements (e.g. 
separation, divorce etc.) 

• Fire/Flood/Burglary at employee’s home 

• Road traffic collisions or other distressing incidents involving the employee 
 

This policy enables employees to request a reasonable period of time off work in 
such circumstances. 
 

Requests for time of because of the illness of a dependant or breakdown of the 
care arrangements should normally be made under ‘Time off for Dependants’ 

 
3.  Granting of Compassionate Leave and Pay 

 

 All requests for compassionate leave will be considered, there is no right to be 
paid for compassionate leave, however up to three days’ compassionate leave 

with pay can be granted in order to help an employee to cope with the death or 
serious illness of a member of their immediate family.   

This includes: 
 

• Husband, wife or partner 

• Parent 
• Child, including any adopted or step child 

• Sibling 
• Grandparent 
• Grandchild 

 
A further day with pay may be granted for attending the funeral of an immediate 

family member.   
 
In exceptional circumstances, the Town Clerk in conjunction with the Chairman of 

the Staffing Committee will consider granting additional compassionate leave with 
or without pay. 
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COUNCIL 

 
5 NOVEMBER 2018  
 
Data Retention and Disposal Policy 

 
 

 
Author:  Helen Perry, Town Clerk 
 

 
1. Background 

 
The new General Data Protection Regulations (GDPR) were introduced on the 25 May 
2018 and is the new law that protects the data of EU citizens. 

 
2. Discussion 

 
To comply with the new GDPR law, the Society of Local Council Clerks produced a policy 

for data retention for Local Councils. 
 
The retention of documents list is a guideline to show when or if documents can be 

disposed. 
 

 
3. Recommendation 
 

That the Data Retention and Disposal Policy is adopted 
 

 
4. Appendices 
 

a) Data Retention Policy 
b) Retention of Documents List 
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Retention and Disposal Policy 

1. Introduction 

1.1 The Council accumulates a vast amount of information and data during the course of 
its everyday activities.  This includes data generated internally in addition to 
information obtained from individuals and external organisations.  This information is 
recorded in various different types of document.  

1.2 Records created and maintained by the Council are an important asset and as such 
measures need to be undertaken to safeguard this information.  Properly managed 
records provide authentic and reliable evidence of the Council’s transactions and are 
necessary to ensure it can demonstrate accountability.  

1.3 Documents may be retained in either ‘hard’ paper form or in electronic forms.  For the 
purpose of this policy, ‘document’ and ‘record’ refers to both hard copy and electronic 
records.  

1.4 It is imperative that documents are retained for an adequate period of time.  If 
documents are destroyed prematurely the Council and individual officers concerned 
could face prosecution for not complying with legislation and it could cause 
operational difficulties, reputational damage and difficulty in defending any claim 
brought against the Council.  

1.5 In contrast to the above the Council should not retain documents longer than is 
necessary.  Timely disposal should be undertaken to ensure compliance with the 
General Data Protection Regulations so that personal information is not retained 
longer than necessary.  This will also ensure the most efficient use of limited storage 
space.  

2. Scope and Objectives of the Policy 

2.1 The aim of this document is to provide a working framework to determine which 
documents are:  

• Retained – and for how long; or 

•    Disposed of – and if so by what method. 

2.2 There are some records that do not need to be kept at all or that are routinely 
destroyed in the course of business.  This usually applies to information that is 
duplicated, unimportant or only of a short-term value.  Unimportant records of 
information include: 

•    ‘With compliments’ slips. 

•    Catalogues and trade journals. 

•    Non-acceptance of invitations. 

•    Trivial electronic mail messages that are not related to Council business. 

•    Requests for information such as maps, plans or advertising material.  

•    Out of date distribution lists. 

2.3 Duplicated and superseded material such as stationery, manuals, drafts, forms, 
address books and reference copies of annual reports may be destroyed.  
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2.4 Records should not be destroyed if the information can be used as evidence to prove 
that something has happened.  If destroyed the disposal needs to be disposed of 
under the General Data Protection Regulations 
 
 
 

3. Roles and Responsibilities for Document Retention and Disposal 

3.1 Councils are responsible for determining whether to retain or dispose of documents 
and should undertake a review of documentation at least on an annual basis to ensure 
that any unnecessary documentation being held is disposed of under the General Data 
Protection Regulations. 

3.2 Councils should ensure that all employees are aware of the retention/disposal 
schedule. 

4. Document Retention Protocol 

4.1 Councils should have in place an adequate system for documenting the activities of 
their service.  This system should take into account the legislative and regulatory 
environments to which they work. 

4.2 Records of each activity should be complete and accurate enough to allow employees 
and their successors to undertake appropriate actions in the context of their 
responsibilities to: 

• Facilitate an audit or examination of the business by anyone so authorised. 

• Protect the legal and other rights of the Council, its clients and any other persons 
affected by its actions. 

• Verify individual consent to record, manage and record disposal of their personal 
data. 

• Provide authenticity of the records so that the evidence derived from them is 
shown to be credible and authoritative.  

4.3 To facilitate this the following principles should be adopted: 

•    Records created and maintained should be arranged in a record-keeping system 
that will enable quick and easy retrieval of information under the General Data 
Protection Regulations 

•    Documents that are no longer required for operational purposes but need 
retaining should be placed at the records office. 

4.4 The retention schedules in Appendix A: List of Documents for Retention or Disposal 
provide guidance on the recommended minimum retention periods for specific classes 
of documents and records.  These schedules have been compiled from recommended 
best practice from the Public Records Office, the Records Management Society of 
Great Britain and in accordance with relevant legislation. 

4.5 Whenever there is a possibility of litigation, the records and information that are likely 
to be affected should not be amended or disposed of until the threat of litigation has 
been removed. 

5. Document Disposal Protocol 

39



 

5.1 Documents should only be disposed of if reviewed in accordance with the following: 

•  Is retention required to fulfil statutory or other regulatory requirements? 

•  Is retention required to meet the operational needs of the service? 

•  Is retention required to evidence events in the case of dispute? 

•  Is retention required because the document or record is of historic interest or 
intrinsic value? 

5.2   When documents are scheduled for disposal the method of disposal should be 
appropriate to the nature and sensitivity of the documents concerned.  A record of the 
disposal will be kept to comply with the General Data Protection Regulations. 

5.3 Documents can be disposed of by any of the following methods: 

•    Non-confidential records: place in waste paper bin for disposal. 

•    Confidential records or records giving personal information: shred documents. 

•    Deletion of computer records. 

•    Transmission of records to an external body such as the County Records Office. 

5.4 The following principles should be followed when disposing of records: 

• All records containing personal or confidential information should be destroyed at 
the end of the retention period.  Failure to do so could lead to the Council being 
prosecuted under the General Data Protection Regulations. 

• The Freedom of Information Act or cause reputational damage. 

• Where computer records are deleted steps should be taken to ensure that data is 
‘virtually impossible to retrieve’ as advised by the Information Commissioner. 

• Where documents are of historical interest it may be appropriate that they are 
transmitted to the County Records office. 

•    Back-up copies of documents should also be destroyed (including electronic or 
photographed documents unless specific provisions exist for their disposal). 

5.5 Records should be maintained of appropriate disposals.  These records should contain 
the following information: 

•    The name of the document destroyed. 

•    The date the document was destroyed. 

•    The method of disposal. 

6. Data Protection Act 1998 – Obligation to Dispose of Certain Data 

6.1 The Data Protection Act 1998 (‘Fifth Principle’) requires that personal information 
must not be retained longer than is necessary for the purpose for which it was 
originally obtained.  Section 1 of the Data Protection  Act defines personal information 
as: 

Data that relates to a living individual who can be identified: 
a) from the data, or 
b) From those data and other information which is in the possession of, or is 

likely to come into the possession of the data controller. 
It includes any expression of opinion about the individual and any indication of 
the intentions of the Council or other person in respect of the individual. 
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6.2 The Data Protection Act provides an exemption for information about identifiable 
living individuals that is held for research, statistical or historical purposes to be held 
indefinitely provided that the specific requirements are met. 

6.3 Councils are responsible for ensuring that they comply with the principles of the under 
the General Data Protection Regulations namely: 

•    Personal data is processed fairly and lawfully and, in particular, shall not be 
processed unless specific conditions are met. 

• Personal data shall only be obtained for specific purposes and processed in a 
compatible manner. 

• Personal data shall be adequate, relevant, but not excessive. 

• Personal data shall be accurate and up to date. 

• Personal data shall not be kept for longer than is necessary. 

• Personal data shall be processed in accordance with the rights of the data subject. 

• Personal data shall be kept secure. 

6.4 External storage providers or archivists that are holding Council documents must also 
comply with the above principles of the General Data Protection Regulations. 
 

7. Scanning of Documents 

7.1 In general once a document has been scanned on to a document image system the 
original becomes redundant.  There is no specific legislation covering the format for 
which local government records are retained following electronic storage, except for 
those prescribed by HM Revenue and Customs. 

7.2 As a general rule hard copies of scanned documents should be retained for three 
months after scanning. 

7.3 Original documents required for VAT and tax purposes should be retained for six years 
unless a shorter period has been agreed with HM Revenue and Customs. 

8. Review of Document Retention 

8.1 It is planned to review, update and where appropriate amend this document on a 
regular basis (at least every three years in accordance with the Code of Practice on the 
Management of Records issued by the Lord Chancellor). 

8.2 This document has been compiled from various sources of recommended best practice 
and with reference to the following documents and publications: 

• Local Council Administration, Charles Arnold-Baker, 10th edition, Chapter 11 

• Local Government Act 1972, sections 225 – 229, section 234 

• SLCC Advice Note 316 Retaining Important Documents  

• SLCC Clerks’ Manual: Storing Books and Documents 

• Lord Chancellor’s Code of Practice on the Management of Records issued under 
Section 46 of the Freedom of Information Act 2000 

9. List of Documents 

9.1 The full list of the Council’s documents and the procedures for retention or disposal 
can be found in Appendix A: List of Documents for Retention and Disposal.  This is 
updated regularly in accordance with any changes to legal requirements. 
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PENRYN TOWN COUNCIL   
Appendix A: List of Documents for Retention or Disposal 

Document 
Minimum Retention 
Period 

Reason 
 
Location Retained 
 

Disposal 

Minutes Indefinite Archive 5 years retained at 
the Council Offices. 
 
Archived minutes to 
be deposited at 
Cornwall Records 
Office 

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 

Receipt and payment 
accounts 

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 

Bank paying-in books Last completed audit year Audit  Confidential waste 

Cheque book stubs Last completed audit year Audit  Confidential waste 
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Document 
Minimum Retention 
Period 

Reason 
 
Location Retained 
 

Disposal 

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 
3 years 

Audit (requirement) 
Personal injury (best 
practice) 

 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 

Certificates for insurance 
against liability for 
employees 

40 years from date on 
which insurance 
commenced or was 
renewed 

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

 Bin 

Town Park equipment 
inspection reports 

21 years    

Investments Indefinite Audit, Management  N/A 
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Document 
Minimum Retention 
Period 

Reason 
 
Location Retained 
 

Disposal 

Title deeds, leases, 
agreements, contracts 

Indefinite Audit, Management  N/A 

Members’ allowances 
register 

6 years Tax, 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. 

Information from other 
bodies 
e.g. circulars from county 
associations, NALC, principal 
authorities  

Retained for as long as it is 
useful and relevant 

  Bin 

Local/historical information  Indefinite – to be securely 
kept for benefit of the 
Parish  

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 

Magazines and journals Council may wish to keep 
its own publications 
 
For others retain for as 
long as they are useful and 
relevant.  
 
 
 
 
 
 
 
 
 

The Legal Deposit Libraries 
Act 2003 (the 2003 Act) 
requires a local council 
which after  
1st February 2004 has 
published works in print 
(this includes a pamphlet, 
magazine or newspaper, a 
map, plan, chart or table) 
to deliver, at its own 
expense, a copy of them 
to the British Library Board 
(which manages and 
controls the British 
Library). Printed works as 
defined by the 2003 Act 
published by a local 
council therefore 
constitute materials which 
the British Library holds. 
 

 Bin if applicable 
 
 
 
 
 
 
 
 
 
 
 

 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 

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

Management  Documentation no longer 
required will be disposed 
of, ensuring any 
confidential documents 
are destroyed as 
confidential waste.  
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Document 
Minimum Retention 
Period 

Reason 
 
Location Retained 
 

Disposal 

• Electronic files will be 
saved using relevant file 
names 

 

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

General correspondence 
 

Unless it relates to specific 
categories outlined in the 
policy, correspondence, 
both paper and electronic, 
should be kept. 
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. 

Management 
 

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

Correspondence relating to 
staff 
 

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

After an employment 
relationship has ended, a 
council may need to retain 
and access staff records 
for former staff for the 
purpose of giving 
references, payment of 
tax, national insurance 
contributions and 
pensions, and in respect of 
any related legal claims 
made against the council.  

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

Reason 
 
Location Retained 
 

Disposal 

 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 
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 
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Document 
Minimum Retention 
Period 

Reason 
 
Location Retained 
 

Disposal 

For Halls, Centres, 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. 

 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 

Indefinite Archives, Local Authorities 
Cemeteries Order 1977 (SI 
204) 

 N/A 
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Document 
Minimum Retention 
Period 

Reason 
 
Location Retained 
 

Disposal 

• Copy certificates of grant 
of exclusive right of burial 

 Planning Papers 

Applications 1 year Management  Bin 

Appeals 1 year unless significant 
development  

Management  Bin 

Trees 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 

Town/Neighbourhood Plans Indefinite – final adopted 
plans 

Historical purposes  N/A 
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COUNCIL 

 
5 NOVEMBER 2018  
 
Review of General Privacy Notice 

 
 

 
Author:  Helen Perry, Town Clerk 
 

 
1. Background 

 
As part of the General Data Protection Regulations (GDPR) that were introduced in May 
2018, a privacy notice is required for the Town Council’s website.  

 
2. Discussion 

 
The current privacy notice displayed on our website is based on one of the templates 

provided through the Society of Local Council Clerks. 
 
The updated General Privacy Notice expands on the various types of data that the Council 

may hold on individuals. 
 

 
3. Recommendation 
 

That; 
a) The updated General Privacy Notice is approved 

b) The updated General Privacy Notice replaces the current notice on the website 
 
 

4. Appendices 
 

General Privacy Notice – updated October 2018 
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Updated: October 2018 

 

 

 

 

 

 

GENERAL PRIVACY NOTICE 

 

Your personal data – what is it? 

“Personal data” is any information about a living individual which allows them to be 

identified from that data (for example a name, photographs, videos, email address, or 

address). Identification can be directly using the data itself or by combining it with other 

information which helps to identify a living individual (e.g. a list of staff may contain 

personnel ID numbers rather than names but if you use a list a separate list of the ID 

numbers which give the corresponding names to identify the staff in the first list then the 

first list will also be treated as personal data). The processing of personal data is 

governed by legislation relating to personal data which applies in the United Kingdom 

including the General Data Protection Regulation (the “GDPR) and other legislation 

relating to personal data and rights such as the Human Rights Act. 

Who are we?  

This Privacy Notice is provided to you by the Penryn Town Council which is the data 

controller for your data.  

Other data controllers the council works with: 

• Cornwall Council   

• Community groups 

• Charities  

• Other not for profit entities  

• Contractors 

 

 

We may need to share your personal data we hold with them so that they can carry out 

their responsibilities to the council. If we and the other data controllers listed above are 

processing your data jointly for the same purposes, then the council and the other data 

controllers may be “joint data controllers” which mean we are all collectively responsible 

to you for your data. Where each of the parties listed above are processing your data for 

their own independent purposes then each of us will be independently responsible to you 

and if you have any questions, wish to exercise any of your rights (see below) or wish to 

raise a complaint, you should do so directly to the relevant data controller. 

A description of what personal data the council processes and for what purposes is set 

out in this Privacy Notice.  

The council will process some or all of the following personal data where 

necessary to perform its tasks:  

• Names, titles, and aliases, photographs; 

• Contact details such as telephone numbers, addresses, and email addresses; 

• Where they are relevant to the services provided by a council, or where you 

provide them to us, we may process information such as gender, age, marital 
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status, nationality, education/work history, academic/professional qualifications, 

hobbies, family composition, and dependants; 

• Where you pay for activities such as use of a council hall, financial identifiers such 

as bank account numbers, payment card numbers, payment/transaction 

identifiers, policy numbers, and claim numbers; 

• The personal data we process may include sensitive or other special categories of 

personal data such as criminal convictions, racial or ethnic origin, mental and 

physical health, details of injuries, medication/treatment received, political 

beliefs, trade union affiliation, genetic data, biometric data, data concerning and 

sexual life or orientation. 

How we use sensitive personal data  

• We may process sensitive personal data including, as appropriate: 

• information about your physical or mental health or condition in order to monitor 

sick leave and take decisions on your fitness for work; 

• your racial or ethnic origin or religious or similar information in order to monitor 

compliance with equal opportunities legislation; 

• in order to comply with legal requirements and obligations to third parties. 

• These types of data are described in the GDPR as “Special categories of data” and 

require higher levels of protection. We need to have further justification for 

collecting, storing and using this type of personal data.  

• We may process special categories of personal data in the following 

circumstances: 

• In limited circumstances, with your explicit written consent. 

• Where we need to carry out our legal obligations. 

• Where it is needed in the public interest. 

• Less commonly, we may process this type of personal data where it is needed in 

relation to legal claims or where it is needed to protect your interests (or 

someone else’s interests) and you are not capable of giving your consent, or 

where you have already made the information public.  

Do we need your consent to process your sensitive personal data? 

• In limited circumstances, we may approach you for your written consent to allow 

us to process certain sensitive personal data. If we do so, we will provide you 

with full details of the personal data that we would like and the reason we need it, 

so that you can carefully consider whether you wish to consent.  

The council will comply with data protection law. This says that the personal 

data we hold about you must be: 

• Used lawfully, fairly and in a transparent way. 

• Collected only for valid purposes that we have clearly explained to you and not 

used in any way that is incompatible with those purposes. 

• Relevant to the purposes we have told you about and limited only to those 

purposes. 

• Accurate and kept up to date. 

• Kept only as long as necessary for the purposes we have told you about. 

• Kept and destroyed securely including ensuring that appropriate technical and 

security measures are in place to protect your personal data to protect personal 

data from loss, misuse, unauthorised access and disclosure. 

We use your personal data for some or all of the following purposes: 
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• To deliver public services including to understand your needs to provide the 

services that you request and to understand what we can do for you and inform 

you of other relevant services; 

• To confirm your identity to provide some services; 

• To contact you by post, email, telephone or using social media (e.g., Facebook, 

Twitter, WhatsApp); 

• To help us to build up a picture of how we are performing;  

• To prevent and detect fraud and corruption in the use of public funds and where 

necessary for the law enforcement functions; 

• To enable us to meet all legal and statutory obligations and powers including any 

delegated functions; 

• To carry out comprehensive safeguarding procedures (including due diligence and 

complaints handling) in accordance with best safeguarding practice from time to 

time with the aim of ensuring that all children and adults-at-risk are provided 

with safe environments and generally as necessary to protect individuals from 

harm or injury; 

• To promote the interests of the council;  

• To maintain our own accounts and records; 

• To seek your views, opinions or comments; 

• To notify you of changes to our facilities, services, events and staff, councillors 

and other role holders;  

• To send you communications which you have requested and that may be of 

interest to you. These may include information about campaigns, appeals, other 

new projects or initiatives; 

• To process relevant financial transactions including grants and payments for 

goods and services supplied to the council 

• To allow the statistical analysis of data so we can plan the provision of services. 

Our processing may also include the use of CCTV systems for the prevention and 

prosecution of crime.  

What is the legal basis for processing your personal data? 

The council is a public authority and has certain powers and obligations. Most of your 

personal data is processed for compliance with a legal obligation which includes the 

discharge of the council’s statutory functions and powers. Sometimes when exercising 

these powers or duties it is necessary to process personal data of residents or people 

using the council’s services.  We will always take into account your interests and rights. 

This Privacy Notice sets out your rights and the council’s obligations to you. 

We may process personal data if it is necessary for the performance of a contract with 

you, or to take steps to enter into a contract. An example of this would be processing 

your data in connection with the use of sports facilities, or the acceptance of an 

allotment garden tenancy 

Sometimes the use of your personal data requires your consent. We will first obtain your 

consent to that use. 

Sharing your personal data 

This section provides information about the third parties with whom the council may 

share your personal data. These third parties have an obligation to put in place 

appropriate security measures and will be responsible to you directly for the manner in 

which they process and protect your personal data. It is likely that we will need to share 

your data with some or all of the following (but only where necessary): 

• The data controllers listed above under the heading “Other data controllers the 

council works with”; 

• Our agents, suppliers and contractors. For example, we may ask a commercial 

provider to publish or distribute newsletters on our behalf, or to maintain our 

database software; 
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• On occasion, other local authorities or not for profit bodies with which we are 

carrying out joint ventures e.g. in relation to facilities or events for the 

community.  

How long do we keep your personal data? 

We will keep some records permanently if we are legally required to do so. We may keep 

some other records for an extended period of time. For example, it is currently best 

practice to keep financial records for a minimum period of 8 years to support HMRC 

audits or provide tax information. We may have legal obligations to retain some data in 

connection with our statutory obligations as a public authority. The council is permitted 

to retain data in order to defend or pursue claims. In some cases, the law imposes a 

time limit for such claims (for example 3 years for personal injury claims or 6 years for 

contract claims). We will retain some personal data for this purpose as long as we 

believe it is necessary to be able to defend or pursue a claim. In general, we will 

endeavour to keep data only for as long as we need it. This means that we will delete it 

when it is no longer needed. 

Your rights and your personal data  

You have the following rights with respect to your personal data: 

When exercising any of the rights listed below, in order to process your request, we may 

need to verify your identity for your security. In such cases we will need you to respond 

with proof of your identity before you can exercise these rights. 

1. The right to access personal data we hold on you 

• At any point you can contact us to request the personal data we hold on you as 

well as why we have that personal data, who has access to the personal data and 

where we obtained the personal data from. Once we have received your request 

we will respond within one month.  

• There are no fees or charges for the first request but additional requests for the 

same personal data or requests which are manifestly unfounded or excessive may 

be subject to an administrative fee.  

2. The right to correct and update the personal data we hold on you 

• If the data we hold on you is out of date, incomplete or incorrect, you can inform 

us and your data will be updated.  

3. The right to have your personal data erased 

• If you feel that we should no longer be using your personal data or that we are 

unlawfully using your personal data, you can request that we erase the personal 

data we hold.  

• When we receive your request, we will confirm whether the personal data has 

been deleted or the reason why it cannot be deleted (for example because we 

need it for to comply with a legal obligation).  

4. The right to object to processing of your personal data or to restrict it to 

certain purposes only 

• You have the right to request that we stop processing your personal data or ask 

us to restrict processing. Upon receiving the request, we will contact you and let 

you know if we are able to comply or if we have a legal obligation to continue to 

process your data.  

5. The right to data portability 

• You have the right to request that we transfer some of your data to another 

controller. We will comply with your request, where it is feasible to do so, within 

one month of receiving your request. 

6. The right to withdraw your consent to the processing at any time for any 

processing of data to which consent was obtained 
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• You can withdraw your consent easily by telephone, email, or by post (see 

Contact Details below). 

7. The right to lodge a complaint with the Information Commissioner’s Office.  

• You can contact the Information Commissioners Office on 0303 123 1113 or via 

email https://ico.org.uk/global/contact-us/email/ or at the Information 

Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. 

Transfer of Data Abroad 

Any personal data transferred to countries or territories outside the European Economic 

Area (“EEA”) will only be placed on systems complying with measures giving equivalent 

protection of personal rights either through international agreements or contracts 

approved by the European Union. Our website is also accessible from overseas so on 

occasion some personal data (for example in a newsletter) may be accessed from 

overseas.  

Further processing 

If we wish to use your personal data for a new purpose, not covered by this Privacy 

Notice, then we will provide you with a new notice explaining this new use prior to 

commencing the processing and setting out the relevant purposes and processing 

conditions. Where and whenever necessary, we will seek your prior consent to the new 

processing. 

Changes to this notice 

We keep this Privacy Notice under regular review and we will place any updates on 

www.penryntowncouncil.co.uk. This Notice was last updated in October 2018. 

Contact Details 

Please contact us if you have any questions about this Privacy Notice or the personal 

data we hold about you or to exercise all relevant rights, queries or complaints at: 

The Data Controller, Penryn Town Council, The Library, St Thomas Street, Penryn, 

Cornwall, TR10 8JN  

Email: townclerk@penryntowncouncil.co.uk  
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COUNCIL 

 
5 NOVEMBER 2018  
 
Free Parking Day – Festive Period 
Cornwall Council Car Parks 

 
 
 

Author:  Helen Perry, Town Clerk 
 

 
1. Background 
 

Last year Cornwall Council offered the use of their pay and display car parks (for free) 
within the town for one day during the festive season.  The Town Council chose the day 

of the Christmas Lights switch on. 
 
2. Discussion 

 
Due to the success of the scheme last year Cornwall Council are once again offering the 

use of their pay and display car parks for free, for one day during the festive season. 
 

To accept the offer the Town Council needs to respond by 16 November. 
 
3. Recommendation 

 
That Council selects a day within the festive period when it wishes the Cornwall Council 

pay and display car parks to be free to use, and responds prior to the deadline of 16 
November 2018  
 

4. Appendices 
 

Letter from Councillor Geoff Brown (Cornwall Council) 
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COUNCIL 

 
5 NOVEMBER 2018  
 
Experimental Traffic Regulation Order 
Bronescombe Close 
 

 
Author:  Helen Perry, Town Clerk 

 
 

1. Background 
 
An experimental traffic regulations order (ETRO) came into force at Bronescombe 

Close/Glasney Terrace on the 8 October 2018 
 

2. Discussion 
 
The experimental double yellow lines have been put in place at the location, with the 

consultation period running from 8 October 2018 to 7 April 2019. 
 

3. Recommendation 
 
That Council  

a) confirms if it wishes to support the experimental double yellow lines installed at 
Bronescombe Close/Glasney Terrace being made permanent 

b) delegates the Town Clerk to respond to the consultation on Council’s behalf 
 
4. Appendices 

 
a) Consultation Letter 

b) Consultation Plan 
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Your ref:  

My ref: EDG1149-101478 

Date: 27th September 2018 

  

  

 

Dear Sir/Madam 

 

Bronescombe Close, Penryn – Experimental Waiting Restrictions 

 

Following discussions between Cornwall Council, the Local Member and local residents it 

has been agreed to introduce a ‘No waiting at any time’ restriction on Glasney Terrace at 

its junction with Bronescombe Close, on a trial basis to gauge the effects.     

 

Currently there are safety concerns regarding vehicles parking on Glasney Terrace at its 

junction with Bronescombe Close. This causes obstruction and visibility issues around the 

junction mouth, which is frustrating to drivers when entering or leaving the junction; 

vehicles which need to wait for traffic to clear the junction area can also affect the 

movement on Glasney Terrace, where parking also occurs. Therefore, no waiting at any 

time (double yellow lines) will be implemented here to help to alleviate the situation. 

 

Double yellow lines in the vicinity of this junction will prevent parking in the junction 

mouth, which will improve visibility and eliminate obstruction. As a result of these changes, 

danger will be avoided to persons or other traffic and they will facilitate the passage of 

vehicular traffic using the roads to which the order relates. 

 

Please refer to drawing EDG1406_CSL_HSN_SW779345_DE_D_33_05.DWG for details. 

 

The ‘No waiting at any time’ restrictions will be implemented as an Experimental Traffic 

Regulation Order (ETRO) which will be brought into force on 8th October 2018. 

 

The ETRO will stay in force for a period of 6 months, whilst its effects are monitored and 

assessed, before any decision is made to make these arrangements permanent.   

 

Any objections or representations must be made in writing within the 6 months of the 

experimental period, starting when the Order comes into force, in the following ways: 

 

1. Use Cornwall Council’s Consultation finder, an on-line facility for viewing and 

responding to traffic consultations. This can be accessed by visiting 

www.cornwall.gov.uk/TrafficConsult. Once registered you will be able to 

submit responses to this and other current traffic consultations. 

2. E-mail the Engineering Design Group on traffic@cormacltd.co.uk, quoting 

scheme name and scheme reference and indicating your objection or 

representation to the proposal. 

3. Respond in writing using the attached Consultation Response Form, indicating your 

objection or representation to the proposal and return it to the address shown at 

the foot of the form. 

 

Yours faithfully 

 

 

 

 

Gary Leeson 

Technician 

Engineering Design Group 

CORMAC Consultancy 

CORMAC 

Tel: 01872 326726 

Email: traffic@cormacltd.co.uk 
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COUNCIL 

 
5 NOVEMBER 2018  
 
BMX Track 

 
 

 
Author:  Helen Perry, Town Clerk 
 

 
1. Background 

 
The Town Council has a management agreement for Glasney Playing Field, at the far end 
of the field is the BMX track. 

 
2. Discussion 

 
The BMX track is inspected annually by a RoSPA (Royal Society for the Prevention of 

Accidents) qualified inspector.  The current reports show that there are a number of pot 
holes within the track. 
 

The usage of the BMX track has declined, hence the amount of greenery shown in the 
attached two photographs. 

 
3. Recommendation 
 

That Council decides 
a) If it wishes to retain and repair the BMX track 

Or 
b) If it the BMX track can be removed 

And 

c) That funds are added to 2019/2020 budget to either repair or remove the BMX 
track 

 
4. Appendices 
 

Pictures: 
• 2 x pictures – Glasney Field’s BMX track 

• 1 x picture – a BMX track that is used. 
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BMX track – current condition (above) 

 

 
 

 Picture of a BMX track that is used 
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COUNCIL 

 

5 NOVEMBER 2018 
 

Grit/Salt Bins 
 

 

 
Author:  Helen Perry, Town Clerk 

 
 
1. Background 

 
At the Council meeting on 3 September 2018 it was resolved to contact Cormac to 

enquire whether they offer an annual contract to refill the grit bins and report back to 
Council once they had replied. 
 

2. Discussion 
 

The response form Cormac regarding entering into a contract is as follows: 
 
“The position is that we can supply services on request, within available resources as 

indicated below.  Whilst Cormac would like to be in the position of providing more 
significant services to our local town and parish partners and will continue to do so where 

possible, I regret in the winter months in particular, our limited core resources must be 
prioritised towards serving the Cornwall Council winter service. 
 

By all means let me know if you would like us to provide any ad-hoc grit/bins and we will 
be able to get this progressed for you within available resource”. 

 
The map attached as appendix b to the report shows the last held locations of the grit 
bins, I have checked whether the bins are still in those locations: 

 
SB118 – No longer in situ (Hill Head meets Hillside Meadow) 

SB119 – Yes (top of Bronescombe Close) 
SB120 – Yes (Saracen Way meets Helston Road) 

SB121 – Yes (Saracen Place) 
SB122 – Yes (Poltisko Road meets Poltisko Terrace) 
SB123 – Yes (Treliever Road meets Station Road) 

SB124 – Yes (Greenwood Crescent top of Hill 60) 
SB125 – Yes (Bohelland Road meets Church Hill) 

SB126 – Yes (Bohelland Rise meets Round Ring) 
 
Additional bins – not shown on the list: 

Greenwood Road – next to telephone box 
Bohelland Rise – Bohelland Rise meets Bohelland Road 

 
Removed bin 
Lanaton Road – where it meets Treverbyn Rise 

 
 

The condition of the grit bins varies, with the majority appearing to be in fair to poor 
condition, I did not look in the bins and viewed the bins from a vehicle, please note I only 
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went to the locations listed on the map and the additional bins were ‘spotted’ when 
driving past. 
 

Cornwall Council’s advice continues to be “Bags of salt are available for public purchase at 
builders’ merchants and we would advise you to use these in the first instance”. 

 
3.  Recommendation 
 

That Council considers whether it would like to take over the responsibility for the grit 
bins with associated risks and costs. 

 
4.  Appendices 
 

a. Current Price List 
b. Last held map of locations from Cormac 
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  Items required:     
Price (inc. delivery 
and VAT @ 20%)  

              

Salt bin 0.17 m³ - Empty (Dimensions mm L x W x H 790 x 500 x 

755)  £184.14  

Salt bin 0.17 m³ filled with salt (holds 204 kg)  
£194.31  

Fill salt bin 0.17 m³ 
£117.78  

Salt bin 0.28 m³ - Empty (Dimensions mm L x W x H 1085 x 500 

x 730)  £217.11  

Salt bin 0.28 m³ filled with salt (holds 340kg)  
£234.08  

Fill salt bin 0.28 m³  £124.58  

1 Tonne Dumpy bag of salt  £236.63  
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COUNCIL 

 
5 NOVEMBER 2018  
 
Standing Orders 

 
 

 
Author:  Helen Perry, Town Clerk 
 

1. Background 
 

The Council’s standing orders are reviewed annually, NALC (National Association of Local 
Councils) updated the model standing orders in July 2018 
 

 
2. Discussion 

 
The Standing Orders in Bold type are either legal or statutory requirements, items in red 

type have been amended to correspond to the Council’s working practices. 
 
On pages 11 and 12 the items listed in blue are items that are frequently taken to the 

Annual Council (Mayor Making) meetings, that do not generally appear on the Town 
Council’s agenda. 

 
 
3. Recommendation 

 
That the draft Standing Orders attached as an appendix to the report are amended as 

required and subject to those amendments be adopted.  
 
 

4. Appendices 
 

Draft Standing Orders – 5 November 2018 
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Penryn Town Council 

 

 

STANDING ORDERS 2018  
 
 
 
 
 
 
Version: 5 November 2018 (draft)  
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HOW TO USE THESE STANDING ORDERS  

 

Standing orders are the written rules of a local council. Standing orders are essential 

to regulate the proceedings of a meeting. A council may also use standing orders to 

confirm or refer to various internal organisational and administrative arrangements. 

The standing orders of a council are not the same as the policies of a council but 

standing orders may refer to them.  

Local councils operate within a wide statutory framework, standing orders incorporate 

and reference many statutory requirements to which councils are subject.  

The standing orders do not include Council’s financial regulations. Financial 

regulations are standing orders to regulate and control the financial affairs and 

accounting procedures of a local council. The financial regulations, as opposed to the 

standing orders of a council, include most of the requirements relevant to the 

council’s Responsible Financial Officer.. 

Standing orders that are in bold type contain legal and statutory requirements. 

Standing orders not in bold are designed to help councils operate effectively but they 

do not contain statutory requirements so they may be amended to suit a council’s 

needs.  

For convenience, the word “councillor” is used in standing orders and, unless the 

context suggests otherwise, includes a non-councillor with or without voting rights.  
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 RULES OF DEBATE AT MEETINGS 

 

a Motions on the agenda shall be considered in the order that they appear unless 

the order is changed at the discretion of the chairman of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been 

moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by 

the chairman of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn 

by the proposer only with the consent of the seconder and the meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall not 

negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 

amended) becomes the substantive motion upon which further amendment(s) 

may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given 

at the meeting and, if requested by the chairman of the meeting, is expressed 

in writing to the chairman.  

h A councillor may move an amendment to his own motion if agreed by the 

meeting. If a motion has already been seconded, the amendment shall be with 

the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the chairman of the 

meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chairman of the 

meeting.  

k One or more amendments may be discussed together if the chairman of the 

meeting considers this expedient but each amendment shall be voted upon 

separately. 

l A councillor may not move more than one amendment to an original or 

substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  

n Where a series of amendments to an original motion are carried, the mover of 

the original motion shall have a right of reply either at the end of debate on the 

first amendment or at the very end of debate on the final substantive motion 

immediately before it is put to the vote. 
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o Unless permitted by the chairman of the meeting, a councillor may speak once 

in the debate on a motion except: 

i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been 

amended since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of 

order or a personal explanation and the councillor who was interrupted shall 

stop speaking. A councillor raising a point of order shall identify the standing 

order which he considers has been breached or specify the other irregularity in 

the proceedings of the meeting he is concerned by.  

q A point of order shall be decided by the chairman of the meeting and his 

decision shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 

mandatory statutory or legal requirements. 

s Before an original or substantive motion is put to the vote, the chairman of the 

meeting shall be satisfied that the motion has been sufficiently debated and 

that the mover of the motion under debate has exercised or waived his right of 

reply.  

t Excluding motions moved under standing order 1(r), the contributions or 

speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed three minutes without the consent of the chairman of the 

meeting. 
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 DISORDERLY CONDUCT AT MEETINGS 

 
a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the chairman of the 

meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chairman of the meeting to moderate 

or improve their conduct, any councillor or the chairman of the meeting may 

move that the person be no longer heard or be excluded from the meeting. The 

motion, if seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chairman of the 

meeting may take further reasonable steps to restore order or to progress the 

meeting. This may include temporarily suspending or closing the meeting. 

 

 MEETINGS GENERALLY 

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

● a Meetings shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other premises 

are available free of charge or at a reasonable cost.  

● 

 

b The minimum three clear days for notice of a meeting does not include 

the day on which notice was issued, the day of the meeting, a Sunday, a 

day of the Christmas break, a day of the Easter break or of a bank 

holiday or a day appointed for public thanksgiving or mourning. 

● c The minimum three clear days’ public notice of a meeting does not include 

the day on which the notice was issued or the day of the meeting.  

● 

● 

d Meetings shall be open to the public unless their presence is prejudicial 

to the public interest by reason of the confidential nature of the 

business to be transacted or for other special reasons. The public’s 

exclusion from part or all of a meeting shall be by a resolution which 

shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, answer questions and give 

evidence at a meeting which they are entitled to attend in respect of the 

business on the agenda. 

 f The period of time designated for public participation at a meeting in 

accordance with standing order 3(e) shall not exceed thirty minutes unless 
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directed by the chairman of the meeting. 

 g Subject to standing order 3(f), a member of the public shall not speak for 

more than three minutes. 

 h In accordance with standing order 3(e), a question shall not require a 

response at the meeting nor start a debate on the question. The chairman of 

the meeting may direct that a written or oral response be given. 

 i A person shall raise his hand when requesting to speak and stand when 

speaking (except when a person has a disability or is likely to suffer 

discomfort). The chairman of the meeting may at any time permit a person to 

be seated when speaking. 

 j A person who speaks at a meeting shall direct his comments to the chairman 

of the meeting. 

 k Only one person is permitted to speak at a time. If more than one person 

wants to speak, the chairman of the meeting shall direct the order of 

speaking. 

● 

● 

l Subject to standing order 3(m), a person who attends a meeting is 

permitted to report on the meeting whilst the meeting is open to the 

public. To “report” means to film, photograph, make an audio recording 

of meeting proceedings, use any other means for enabling persons not 

present to see or hear the meeting as it takes place or later or to report 

or to provide oral or written commentary about the meeting so that the 

report or commentary is available as the meeting takes place or later to 

persons not present. 

● 

● 

m A person present at a meeting may not provide an oral report or oral 

commentary about a meeting as it takes place without permission.    

● 

● 

n The press shall be provided with reasonable facilities for the taking of 

their report of all or part of a meeting at which they are entitled to be 

present.  

● o Subject to standing orders which indicate otherwise, anything 

authorised or required to be done by, to or before the Chairman of the 

Council may in his absence be done by, to or before the Vice-Chairman 

of the Council (if there is one). 

● p The Chairman of the Council, if present, shall preside at a meeting. If 

the Chairman is absent from a meeting, the Vice-Chairman of the 

Council (if there is one) if present, shall preside. If both the Chairman 

and the Vice-Chairman are absent from a meeting, a councillor as 

chosen by the councillors present at the meeting shall preside at the 

meeting. 

● 

● 

q Subject to a meeting being quorate, all questions at a meeting shall be 

decided by a majority of the councillors and non-councillors with voting 
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● rights present and voting.  

● 

● 

● 

r The chairman of a meeting may give an original vote on any matter put 

to the vote, and in the case of an equality of votes may exercise his 

casting vote whether or not he gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the 

election of the Chairman of the Council at the annual meeting of the Council. 

● s Unless standing orders provide otherwise, voting on a question shall be 

by a show of hands. At the request of a councillor, the voting on any 

question shall be recorded so as to show whether each councillor 

present and voting gave his vote for or against that question. Such a 

request shall be made before moving on to the next item of business on the 

agenda. 

 t The minutes of a meeting shall include an accurate record of the following: 

i. the time and place of the meeting;  

ii. the names of councillors who are present and the names of councillors 

who are absent;  

iii. interests that have been declared by councillors and non-councillors 

with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-councillors 

with voting rights; 

v. whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

● 

● 

● 

 

 

u A councillor or a non-councillor with voting rights who has a 

disclosable pecuniary interest or another interest as set out in the 

Council’s code of conduct in a matter being considered at a meeting is 

subject to statutory limitations or restrictions under the code on his 

right to participate and vote on that matter. 

● 

 

 

v No business may be transacted at a meeting unless at least one-third of 

the whole number of members of the Council are present and in no case 

shall the quorum of a meeting be less than three. 

See standing order 4d(viii)  for the quorum of a committee or sub-committee 

meeting.  
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● 

● 

● 

w If a meeting is or becomes inquorate no business shall be transacted 

and the meeting shall be closed. The business on the agenda for the meeting 

shall be adjourned to another meeting.  

 x A meeting shall not exceed a period of three hours. 

 

 COMMITTEES AND SUB-COMMITTEES 

 

a Unless the Council determines otherwise, a committee may appoint a 

sub-committee whose terms of reference and members shall be 

determined by the committee. 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-

councillors. 

d The Council may appoint standing committees or other committees as may be 

necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a 

standing committee up until the date of the next annual meeting of the 

Council; 

iii. shall permit a committee, other than in respect of the ordinary meetings 

of a committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of the substitute members to a committee whose role is to 

replace the ordinary members at a meeting of a committee if the ordinary 

members of the committee confirm to the Proper Officer two days before 

the meeting that they are unable to attend; 

vi. shall, after it has appointed the members of a standing committee, 

appoint the chairman of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its 

own chairman at the first meeting of the committee;  

viii. shall determine the place, notice requirements and quorum for a meeting 

of a committee and a sub-committee which, in both cases, shall be no 

less than three; 
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ix. shall determine if the public may participate at a meeting of a committee; 

x. shall determine if the public and press are permitted to attend the 

meetings of a sub-committee and also the advance public notice 

requirements, if any, required for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-

committee that they are permitted to attend; and 

xii. may dissolve a committee or a sub-committee. 

 

 ORDINARY COUNCIL MEETINGS  

 

a In an election year, the annual meeting of the Council shall be held on or 

within 14 days following the day on which the councillors elected take 

office. 

b In a year which is not an election year, the annual meeting of the Council 

shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take 

place at 6pm. 

d In addition to the annual meeting of the Council, at least three other 

ordinary meetings shall be held in each year on such dates and times as 

the Council decides. 

e The first business conducted at the annual meeting of the Council shall 

be the election of the Chairman and Vice-Chairman (if there is one) of the 

Council. 

f The Chairman of the Council, unless he has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until his successor is elected at the next annual meeting of the Council.  

g The Vice-Chairman of the Council, if there is one, unless he resigns or 

becomes disqualified, shall hold office until immediately after the election 

of the Chairman of the Council at the next annual meeting of the Council. 

h In an election year, if the current Chairman of the Council has not been 

re-elected as a member of the Council, he shall preside at the annual 

meeting until a successor Chairman of the Council has been elected. The 

current Chairman of the Council shall not have an original vote in respect 

of the election of the new Chairman of the Council but shall give a casting 

vote in the case of an equality of votes. 

i In an election year, if the current Chairman of the Council has been re-

elected as a member of the Council, he shall preside at the annual 

meeting until a new Chairman of the Council has been elected. He may 
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exercise an original vote in respect of the election of the new Chairman of 

the Council and shall give a casting vote in the case of an equality of 

votes. 

j Following the election of the Chairman of the Council and Vice-Chairman (if 

there is one) of the Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chairman of the Council and 

councillors of their acceptance of office forms unless the Council 

resolves for this to be done at a later date. In a year which is not an 

election year, delivery by the Chairman of the Council of his 

acceptance of office form unless the Council resolves for this to be 

done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of the 

Council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff 

and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 4; 

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of arrangements (including legal agreements) with other local 

authorities, not-for-profit bodies and businesses. 

xi. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xii. In an election year, to make arrangements with a view to the Council 

becoming eligible to exercise the general power of competence in the 

future; 

xiii. Review of inventory of land and other assets including buildings and 

office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

xv. Review of the Council’s and/or staff subscriptions to other bodies; 

xvi. Review of the Council’s complaints procedure; 
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xvii. Review of the Council’s policies, procedures and practices in respect of 

its obligations under freedom of information and data protection 

legislation (see also standing orders 11, 20 and 21); 

xviii. Review of the Council’s policy for dealing with the press/media; 

xix. Review of the Council’s employment policies and procedures; 

xx. Review of the Council’s expenditure incurred under s.137 of the Local 

Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council up to 

and including the next annual meeting of the Council.  

 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND 

SUB-COMMITTEES 

 

a The Chairman of the Council may convene an extraordinary meeting of 

the Council at any time.  

b If the Chairman of the Council does not call an extraordinary meeting of 

the Council within seven days of having been requested in writing to do 

so by two councillors, any two councillors may convene an extraordinary 

meeting of the Council. The public notice giving the time, place and 

agenda for such a meeting shall be signed by the two councillors. 

c The chairman of a committee or a sub-committee may convene an 

extraordinary meeting of the committee or the sub-committee at any time.  

d If the chairman of a committee or a sub-committee does not call an 

extraordinary meeting within seven days of having been requested to do so by 

two members of the committee or the sub-committee, any two members of the 

committee or the sub-committee may convene an extraordinary meeting of the 

committee or a sub-committee.  

 

 PREVIOUS RESOLUTIONS 

 

a A resolution shall not be reversed within six months except either by a special 

motion, which requires written notice by at least two councillors to be given to 

the Proper Officer in accordance with standing order 9, or by a motion moved 

in pursuance of the recommendation of a committee or a sub-committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, 

no similar motion may be moved for a further six months. 
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 VOTING ON APPOINTMENTS 

 

a Where more than two persons have been nominated for a position to be filled 

by the Council and none of those persons has received an absolute majority of 

votes in their favour, the name of the person having the least number of votes 

shall be struck off the list and a fresh vote taken. This process shall continue 

until a majority of votes is given in favour of one person. A tie in votes may be 

settled by the casting vote exercisable by the chairman of the meeting. 

 

 MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE 

GIVEN TO THE PROPER OFFICER  

 

a A motion shall relate to the responsibilities of the meeting for which it is tabled 

and in any event shall relate to the performance of the Council’s statutory 

functions, powers and obligations or an issue which specifically affects the 

Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the 

mover has given written notice of its wording to the Proper Officer at least five 

clear days before the meeting. Clear days do not include the day of the notice 

or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 9(b), correct obvious grammatical or 

typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in accordance 

with standing order 9(b) is not clear in meaning, the motion shall be rejected 

until the mover of the motion resubmits it, so that it can be understood, in 

writing, to the Proper Officer at least two clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 

Proper Officer shall consult with the chairman of the forthcoming meeting or, as 

the case may be, the councillors who have convened the meeting, to consider 

whether the motion shall be included in the agenda or rejected.  

f The decision of the Proper Officer as to whether or not to include the motion on 

the agenda shall be final.  

g Motions received shall be recorded and numbered in the order that they are 

received. 

h Motions rejected shall be recorded with an explanation by the Proper Officer of 

the reason for rejection.  
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 MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

 

a The following motions may be moved at a meeting without written notice to the 

Proper Officer: 

i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential 

or other information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 

statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

 MANAGEMENT OF INFORMATION  

See also standing order 20. 

 

a The Council shall have in place and keep under review, technical and 

organisational measures to keep secure information (including personal 

data) which it holds in paper and electronic form. Such arrangements 

shall include deciding who has access to personal data and encryption of 

personal data.  
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b The Council shall have in place, and keep under review, policies for the 

retention and safe destruction of all information (including personal data) 

which it holds in paper and electronic form. The Council’s retention 

policy shall confirm the period for which information (including personal 

data) shall be retained or if this is not possible the criteria used to 

determine that period (e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting 

shall not disclose or otherwise undermine confidential information or 

personal data without legal justification.  

d Councillors, staff, the Council’s contractors and agents shall not disclose 

confidential information or personal data without legal justification. 

 

 DRAFT MINUTES  

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

 a If the draft minutes of a preceding meeting have been served on councillors 

with the agenda to attend the meeting at which they are due to be 

approved for accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding meeting 

except in relation to their accuracy. A motion to correct an inaccuracy in the 

draft minutes shall be moved in accordance with standing order 10(a)(i). 

 c The accuracy of draft minutes, including any amendment(s) made to them, 

shall be confirmed by resolution and shall be signed by the chairman of the 

meeting and stand as an accurate record of the meeting to which the 

minutes relate.  

 d If the chairman of the meeting does not consider the minutes to be an 

accurate record of the meeting to which they relate, he shall sign the minutes 

and include a paragraph in the following terms or to the same effect: 

“The chairman of this meeting does not believe that the minutes of 

the meeting of the [relevant meeting] held on [date] in respect of 

[Minute No.] were a correct record but his view was not upheld by 

the meeting and the minutes are confirmed as an accurate record of 

the proceedings.” 

● 

● 

● 

 

e If the Council’s gross annual income or expenditure (whichever is 

higher) does not exceed £25,000, it shall publish draft minutes on a 

website which is publicly accessible and free of charge not later than 
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one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing order 

12(e) and standing order 20(a) and following a resolution which confirms the 

accuracy of the minutes of a meeting, the draft minutes or recordings of the 

meeting for which approved minutes exist shall be destroyed. 

 

 CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

 

a All councillors and non-councillors with voting rights shall observe the code of 

conduct adopted by the Council. 

b Unless he has been granted a dispensation, a councillor or non-councillor with 

voting rights shall withdraw from a meeting when it is considering a matter in 

which he has a disclosable pecuniary interest. He may return to the meeting 

after it has considered the matter in which he had the interest. 

c Unless he has been granted a dispensation, a councillor or non-councillor with 

voting rights shall withdraw from a meeting when it is considering a matter in 

which he has another interest if so required by the Council’s code of conduct. 

He may return to the meeting after it has considered the matter in which he had 

the interest. 

d Dispensation requests shall be in writing and submitted to the Proper 

Officer as soon as possible before the meeting, or failing that, at the start of 

the meeting for which the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made by the Proper 

Officer and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or 

other interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which 

the dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

g Subject to standing orders 13(d) and (f), a dispensation request shall be 

considered by the Proper Officer before the meeting or, if this is not possible, at 

the start of the meeting for which the dispensation is required. 
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h A dispensation may be granted in accordance with standing order 13(e) if 

having regard to all relevant circumstances any of the following apply: 

i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a 

proportion of the meeting transacting the business as to impede the 

transaction of the business;  

ii. granting the dispensation is in the interests of persons living in the 

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

 CODE OF CONDUCT COMPLAINTS  

 

a Upon notification by the Unitary Council that it is dealing with a complaint that a 

councillor or non-councillor with voting rights has breached the Council’s code 

of conduct, the Proper Officer shall, subject to standing order 11, report this to 

the Council. 

b Where the notification in standing order 14(a) relates to a complaint made by 

the Proper Officer, the Proper Officer shall notify the Chairman of Council of 

this fact, and the Chairman shall nominate another staff member to assume the 

duties of the Proper Officer in relation to the complaint until it has been 

determined and the Council has agreed what action, if any, to take in 

accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to 

investigate the complaint or is a legal requirement; 

ii. seek information relevant to the complaint from the person or body with 

statutory responsibility for investigation of the matter; 

d Upon notification by the Unitary Council that a councillor or non-

councillor with voting rights has breached the Council’s code of conduct, 

the Council shall consider what, if any, action to take against him. Such 

action excludes disqualification or suspension from office. 
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 PROPER OFFICER  

 

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) 

nominated by the Council to undertake the work of the Proper Officer when the 

Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a 

committee or a sub-committee, 

• serve on councillors by delivery or post at their residences or by 

email authenticated in such manner as the Proper Officer thinks 

fit, a signed summons confirming the time, place and the agenda 

(provided the councillor has consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, place 

and agenda (provided that the public notice with agenda of an 

extraordinary meeting of the Council convened by councillors is 

signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting of a 

full council and standing order 3(c) for the meaning of clear days for a 

meeting of a committee; 

ii. subject to standing order 9, include on the agenda all motions in the order 

received unless a councillor has given written notice at least five days 

before the meeting confirming his withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chairman 

of the Council, occasioned by a casual vacancy in his office; 

iv. facilitate inspection of the minute book by local government 

electors; 

v. receive and retain copies of byelaws made by other local 

authorities; 

vi.  hold acceptance of office forms from councillors; 

vii. hold a copy of every councillor’s register of interests; 

viii. assist with responding to requests made under freedom of information 

legislation and rights exercisable under data protection legislation, in 

accordance with the Council’s relevant policies and procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there 

is one); 

x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 
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xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 

regarding any payments to be made by the Council in accordance with its 

financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 

response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chairman or in 

his absence Vice-Chairman (if there is one) of the Planning Committee 

within two working days of receipt to facilitate an extraordinary meeting if 

the nature of a planning application requires consideration before the 

next ordinary meeting of the Planning committee; 

xvi. manage access to information about the Council via the publication 

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall not 

be used without a resolution to that effect. 

(see also standing order 23). 

 

 RESPONSIBLE FINANCIAL OFFICER  

 

a The Council shall appoint appropriate staff member(s) to undertake the work of 

the Responsible Financial Officer when the Responsible Financial Officer is 

absent. 

 

 ACCOUNTS AND ACCOUNTING STATEMENTS 

 

a “Proper practices” in standing orders refer to the most recent version of 

“Governance and Accountability for Local Councils – a Practitioners’ Guide”. 

b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council’s financial 

regulations.  

c The Responsible Financial Officer shall supply to each councillor as soon as 

practicable after 30 June, 30 September and 31 December in each year a 
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statement to summarise: 

i. the Council’s receipts and payments (or income and expenditure) for 

each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) for the year to date; 

iii. the balances held at the end of the quarter being reported and 

which includes a comparison with the budget for the financial year and 

highlights any actual or potential overspends. 

d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 

i. each councillor with a statement summarising the Council’s receipts and 

payments (or income and expenditure) for the last quarter and the year to 

date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 2 of the annual governance and accountability return, as required 

by proper practices, for consideration and approval. 

e The year-end accounting statements shall be prepared in accordance with 

proper practices and apply the form of accounts determined by the Council 

(receipts and payments, or income and expenditure) for the year to 31 March. 

A completed draft annual governance and accountability return shall be 

presented to all councillors at least 14 days prior to anticipated approval by the 

Council. The annual governance and accountability return of the Council, which 

is subject to external audit, including the annual governance statement, shall 

be presented to the Council for consideration and formal approval before 30 

June. 

 

 FINANCIAL CONTROLS AND PROCUREMENT 

 

a. The Council shall consider and approve financial regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in 

respect of the following: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the independent internal auditor in accordance with proper 

practices and the receipt of regular reports from the internal auditor, 

which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the 
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Council’s accounts and/or orders of payments; and  

v. whether contracts with an estimated value below £25,000 due to special 

circumstances are exempt from a tendering process or procurement 

exercise.  

b. Financial regulations shall be reviewed regularly and at least annually for 

fitness of purpose. 

c. A public contract regulated by the Public Contracts Regulations 2015 with 

an estimated value in excess of £25,000 but less than the relevant 

thresholds in standing order 18(f) is subject to Regulations 109-114 of the 

Public Contracts Regulations 2015 which include a requirement on the 

Council to advertise the contract opportunity on the Contracts Finder 

website regardless of what other means it uses to advertise the 

opportunity unless it proposes to use an existing list of approved 

suppliers (framework agreement). 

d. Subject to additional requirements in the financial regulations of the Council, 

the tender process for contracts for the supply of goods, materials, services or 

the execution of works shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of 

works shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 

specification (ii) the time, date and address for the submission of tenders 

(iii) the date of the Council’s written response to the tender and (iv) the 

prohibition on prospective contractors contacting councillors or staff to 

encourage or support their tender outside the prescribed process; 

iii. the invitation to tender shall be advertised in a local newspaper and in 

any other manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at least 

one councillor after the deadline for submission of tenders has passed;  

vi. tenders are to be reported to and considered by the appropriate meeting 

of the Council or a committee or sub-committee with delegated 

responsibility. 

e. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 

f. A public contract  regulated by the Public Contracts Regulations 2015 

with an estimated value in excess of £181,302 for a public service or 

supply contract or in excess of £4,551,413 for a public works contract (or 

other thresholds determined by the European Commission every two 
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years and published in the Official Journal of the European Union (OJEU)) 

shall comply with the relevant procurement procedures and other 

requirements in the Public Contracts Regulations 2015 which include 

advertising the contract opportunity on the Contracts Finder website and 

in OJEU. 

g. A public contract in connection with the supply of gas, heat, electricity, 

drinking water, transport services, or postal services to the public; or the 

provision of a port or airport; or the exploration for or extraction of gas, 

oil or solid fuel with an estimated value in excess of £363,424 for a 

supply, services or design contract; or in excess of £4,551,413 for a 

works contract; or £820,370 for a social and other specific services 

contract (or other thresholds determined by the European Commission 

every two years and published in OJEU) shall comply with the relevant 

procurement procedures and other requirements in the Utilities Contracts 

Regulations 2016. 

 

 HANDLING STAFF MATTERS 

 

a A matter personal to a member of staff that is being considered by a meeting of 

the Staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the chairman of the Staffing committee 

or, if he is not available, the vice-chairman (if there is one) of the Staffing 

committee at its next meeting. 

c The chairman of Council or in his absence, the chairman of the Staffing 

Committee shall upon a resolution conduct a review of the performance and 

annual appraisal of the work of Town Clerk. The reviews and appraisal shall be 

reported in writing and are subject to approval by resolution by the Staffing 

committee. 

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the chairman of the Staffing committee or in his absence, the vice-chairman of 

the Staffing committee in respect of an informal or formal grievance matter, and 

this matter shall be reported back and progressed by resolution of the Staffing 

committee. 

e Subject to the Council’s policy regarding the handling of grievance matters, if 

an informal or formal grievance matter raised by Town Clerk relates to the 

chairman or vice-chairman of the Staffing committee, this shall be 

communicated to another member of the Staffing committee, which shall be 

reported back and progressed by resolution of the Staffing committee.  

f Any persons responsible for all or part of the management of staff shall treat as 
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confidential the written records of all meetings relating to their performance, 

capabilities, grievance or disciplinary matters. 

 
g In accordance with standing order 11(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 

19(f).  

 

 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

 

a In accordance with freedom of information legislation, the Council shall 

publish information in accordance with its publication scheme and 

respond to requests for information held by the Council.   

b.  If gross annual income or expenditure (whichever is the higher) exceeds 

£200,000. The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency Requirements) 

(England) Regulations 2015. 

 

 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
 

See also standing order 11. 

 

a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning his personal data.  

c The Council shall have a written policy in place for responding to and 

managing a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising 

the facts relating to the personal data breach, its effects and the remedial 

action taken. 

e The Council shall ensure that information communicated in its privacy 

notice(s) is in an easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 
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 RELATIONS WITH THE PRESS/MEDIA 

 
a Requests from the press or other media for an oral or written comment or 

statement from the Council, its councillors or staff shall be handled in 

accordance with the Council’s policy in respect of dealing with the press and/or 

other media. 

 

 EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii) and (xvii). 

 

a A legal deed shall not be executed on behalf of the Council unless authorised 

by a resolution. 

b Subject to standing order 23(a), the Council’s common seal shall alone be 

used for sealing a deed required by law. It shall be applied by the Proper 

Officer in the presence of two councillors who shall sign the deed as 

witnesses. 

The above is applicable to a Council with a common seal.  

 

 COMMUNICATING WITH UNITARY COUNCILLORS 
 

a An invitation to attend a meeting of the Council shall be sent, together with the 

agenda, to the ward councillor(s) of the Unitary Council representing the area 

of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 

Unitary Council shall be sent to the ward councillor(s) representing the area of 

the Council. 

 

 
 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

 

a. Unless duly authorised no councillor shall: 

i. inspect any land and/or premises which the Council has a right or duty to 

inspect; or 

ii. issue orders, instructions or directions. 
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 STANDING ORDERS GENERALLY 

 

a All or part of a standing order, except one that incorporates mandatory 

statutory or legal requirements, may be suspended by resolution in relation to 

the consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing 

orders, except one that incorporates mandatory statutory or legal requirements, 

shall be proposed by a special motion, the written notice by at least two 

councillors to be given to the Proper Officer in accordance with standing order 

9. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor as soon as possible. 

d The decision of the chairman of a meeting as to the application of standing 

orders at the meeting shall be final. 

 

 SARACEN AWARDS 

 
a The Council will consider nominations for Saracen Awards biannually (from 

2015) at the November meeting of full Council (subject to Standing Order 27(h)  

b Nominations for Saracen Awards will be invited by notice in the local press and 

through the Town Council’s noticeboard, website and social media in the first 

week of October, and announced at the October meeting of the full Council 

(subject to Standing Order 28(h) below). 

c No more than two awards may be granted in any one year. 

d Awards will be restricted to individuals who have at some time resided or 

worked in the Parish of Penryn, or to organisations based or serving in Penryn. 

e Current serving members of Penryn Town Council will be ineligible 

f Councillors or the Council as a body are permitted to nominate. 

g The Council is not obliged to make two, or any awards in any year. 

h The Town Mayor mayexercise prerogative regarding the frequency and timing 

of the awards 
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