AGENDA

Full Council Meeting – March 2022
Councillor Membership: Tucker (Mayor), May (Deputy Mayor), Bennett, Doyle, Grant, Hanks,
Harrison, Hernandez, Jordan, Kirby, Milan, Langan, Ronchetti, Wenmoth, Widdon, Williams
You are hereby summoned to a meeting of Penryn Town Council for the transaction
of the undermentioned business at the following date, time, and location.
Date: Monday 7 March 2022
Time: 7:00 pm
Location: Council Chamber, Penryn Town Hall, Higher Market Street, Penryn TR10 8LT

Helen Perry, Town Clerk
28 February 2022

1. Apologies
To receive apologies for non-attendance.

2. Declarations of interest and dispensations
To receive declarations of interest in respect of any item on this agenda and to consider
requests from Members for dispensations.

3. Public participation
Members of the public wishing to speak regarding items on the agenda will need to make a
request to the Town Clerk before noon (12:00 pm) on the day of the meeting. Please also make
sure you have read the Protocol for Public Speaking at Council Meetings. Full details are
available on our website at www.penryn-tc.gov.uk/public-speaking-at-meetings. Alternatively,
you may visit the Town Council offices to submit your request and access a printed copy of our
public speaking policy. This is a public meeting. It could be filmed or recorded by
broadcasters, the media, or members of the public. We aim to ensure that members of
the public are not filmed without consent but cannot guarantee it. Especially if you are
speaking or taking an active role.
www.penryn-tc.gov.uk
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4. Minutes
Refer to Agenda Pack pages 5 to 8.
To approve as a correct record, minutes 141 to 159 of the meeting of the Council held on 7
February 2022.

5. Committee minutes
Refer to Agenda Pack pages 9 to 18.
To note the minutes of the meeting of the Events Committee held on 1 February 2022
To note the minutes of the meeting of the Staffing Committee held on 17 February 2022
To note the minutes of the meeting of the Planning Committee held on 21 February 2022

6. Minutes from outside groups
Refer to Agenda Pack pages 19 to 21.
To note the minutes of the meeting of the Place Shaping Board held on 1 February 2022

7. Correspondence
To receive items of correspondence relevant to the Council.

8. Mayor’s announcements and engagements
Refer to Agenda Pack page 22.
To note the Mayor’s Engagements between 7 February 2022 and 6 March 2022 and to make
any announcements.

9. Representations and reports
•

To receive a verbal report from the Cornwall Councillor(s) who represent Penryn

•

To receive any reports from Town Councillors attending external meetings

10. Town Clerk’s report
Refer to Agenda Pack pages 23 to 24.
To receive an update report from the Town Clerk

11. Accounts: 1 January to 31 January 2022
Refer to Agenda Pack pages 25 to 35.
AGENDA

Page 2 of 4

Agenda Pack Page 2 of 77

Penryn Town Council

Full Council

To approve the list of accounts paid and the monthly statement for the period 1 January to 31
January 2022

12. Community grants
Refer to Agenda Pack pages 36 to 41.
To consider requests for community grants:
•
•

Action for Children
Falmouth Food Co-op CIC

•

Feel Safe Scheme

13. Town Council’s credit card limit
Refer to Agenda Pack page 42.
To consider a proposal to increase the credit card limit.

14. Insurance
Refer to Agenda Pack pages 43 to 45.
To confirm the expenditure for the Council’s insurance policy for 2022/23 year

15. Investment strategy policy
Refer to Agenda Pack pages 46 to 49.
To review and approve the Investment Strategy Policy

16. Selection of the Deputy Town Mayor for the 2022/23
municipal year
To select the Deputy Town Mayor for the 2022/23 municipal/civic year.

17. Unreasonable customer behaviour policy
Refer to Agenda Pack pages 50 to 62.
To adopt the unreasonable behaviour policy

18. Planning committee membership
Refer to Agenda Pack page 63.
To consider a proposal to reduce the membership of the Planning Committee in the new civic
year
AGENDA
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19. Annual leave policy
Refer to Agenda Pack pages 64 to 68.
To adopt the Annual Leave Policy as amended by the Staffing Committee

20. Time off in lieu policy
Refer to Agenda Pack pages 69 to 72.
To adopt the Time of in Lieu Policy as amended by the Staffing Committee

21. Flag flying policy
Refer to Agenda Pack pages 73 to 77.
To adopt the flag flying policy

AGENDA
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Agenda Item 4

MINUTES OF THE MEETING OF THE COUNCIL OF PENRYN HELD ON MONDAY 7
FEBRUARY 2022 AT 7:00PM IN THE TOWN HALL, HIGHER MARKET STREET, PENRYN
Councillors
Tucker (Town Mayor), Bennett, Doyle, Grant, Hanks, Harrison, Hernandez, Jordan, Kirby,
Langan, Milan, Ronchetti, Wenmoth, Widdon and Williams
In Attendance
Robert Oliver (Finance Officer)
141.

APOLOGIES
Apologies for absence were received from Councillor May (family bereavement)

142.

DECLARATIONS OF INTEREST AND DISPENSATIONS
Councillor Milan declared a non registerable interest in agenda item 12 Community
Grants – she is a member of the Penryn W.I.

143.

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

144.

MINUTES
RESOLVED that minute numbers 126 to 140 of the meeting of the Council held on 10
January 2022 were approved and signed as a correct record
Proposed by Councillor Langan and seconded by Councillor Grant

145.

COMMITTEE MINUTES
The minutes of the meeting of the Planning Committee held on 17 January 2022 were
noted.
The minutes of the meeting of the Staffing Committee held on 20 January 2022 were
noted

146.

MINUTES FROM OUTSIDE GROUPS
The minutes of the meeting of the Place Shaping Board held on 11 January 2022 were
noted.
The minutes of the meeting of the Falmouth and Penryn Community Network Panel
meeting held on 25 January 2022 were noted.

147.

CORRESPONDENCE
There were no items of correspondence.

148.

MAYOR’S ANNOUNCEMENTS AND ENGAGEMENTS
The list of Mayor’s Engagements for the period 10 January to 6 February 2022 were
noted.
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149.

REPRESENTATIONS BY CORNWALL COUNCIL MEMBERS AND REPORTS BY
COUNCILLORS ATTENDING EXTERNAL MEETINGS
Cornwall Councillor Widdon reported;
• Housing – Six new housing wardens have been employed they will be supporting
Cornwall Council housing areas assisting with path scrubbing, weed clearing and
similar tasks.
• Spectrum House - has now been approved.
• Permarin Car Park – Cornwall Council plan to change to a short stay car park.
Councillor Widdon plans to use her Cornwall Council community chest and
undertake a survey of residents, to understand their thoughts before going back to
Cornwall Council.
• Budget – Cornwall Council discussing the budget on the 8 February voting due to
take place on the 22 February 2022.
• Asda Trollies – Retention changes began on the 7 February, please continue to
report where necessary.
• Heating Bills – Cost of heating households has increased, there is support
available from Citizens Advice and Community Energy Plus.

150.

TOWN CLERK’S REPORT
The Town Clerk’s report was noted.
Councillor Grant gave an update on the Museum, explaining that it has now re-opened
following the winter shutdown and Find My Past was available for those visiting.
Councillor Hanks asked about the Christmas decorations damage and the ages of those
involved. The Finance Officer explained the situation and advised the letters of apology
where available to read for those interested.

151.

ACCOUNTS – 1 DECEMBER TO 31 DECEMBER 2021
RESOLVED that the list of accounts paid and the monthly statement for the period 1 to
31 December 2021 be approved.
Proposed by Councillor Langan and seconded by Councillor Grant

152.

COMMUNITY GRANTS
There were two requests for a Community Grants.
Cornwall Air Ambulance
It was RESOLVED that in accordance with sections 1-8 of Part 1 of the Localism Act
2011 (General Power of Competence), a grant of £500 be awarded to the Cornwall Air
Ambulance to continue with day-to-day operations and saving lives.
Proposed by Councillor Grant and seconded by Councillor Langan
Having earlier in the meeting declared a non-registerable interest, Councillor Milan left the
room for the duration of the item and did not take part in the debate or vote.
Penryn W.I.
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It was RESOLVED that that in accordance with sections 1-8 of Part 1 of the Localism Act
2011 (General Power of Competence), a grant of £300 be awarded to Penryn W.I. to
allow further guest speakers at their meetings.
Proposed by Councillor Wenmoth and seconded by Councillor Langan
Following the above resolution Councillor Milan returned to the meeting.
153.

COUNCIL PROJECTS
The Council Projects update was noted.
The Finance Officer gave a further update on the issues with installing wi-fi in the
Temperance Hall, and the current position regarding the repair to the Town Hall Roof.

154.

LETTER TO CORNWALL HOUSING
A brief discussion took place about the condition of the outside of Saracen House.
It was RESOLVED that the Town Council write a letter to Cornwall Housing requesting
the outside of Saracen House is cleaned.
Proposed by Councillor Langan and seconded by Councillor Grant

155.

CCTV CAMERA REPLACEMENT
A discussion took place about the CCTV camera.
It was RESOLVED that the expenditure of £1,727.32 +VAT is approved to replace CCTV
camera OST028
Proposed by Councillor Langan and seconded by Councillor Grant

156.

SELECTION OF TOWN MAYOR FOR THE 2022/23 MUNICIPAL YEAR
The Finance Officer reported that one nomination had been received for Councillor
Tucker, the Town Mayor called for any further nominations
RESOLVED that Councillor Tucker be selected as Town Mayor for the ensuing
2022/23 civic year.
Proposed by Councillor Wenmoth and seconded by Councillor Doyle

157.

PROPOSALS FOR COMMUNITY NETWORK PANEL FUNDING
It was agreed to split the Proposals into two parts, looking at the Lanaton Road and
Round Ring proposals first. A discussion on the proposals followed.
It was RESOLVED that the Town Council submit an expressions of interest for double
yellow lines at Lanaton Road/Treverbyn Rise and the installation of a better pavement
surface at Round Ring.
Proposed by Councillor Langan and seconded by Councillor Wenmoth
A discussion took place about the proposals found on Appendix A.
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It was RESOLVED that the Town Council submit an expression of interest for the
proposals 1. Media/Social Media Campaign 2. Improving Pedestrian Access and 3.
Gateways found on Appendix A.
Proposed by Councillor Langan and seconded by Councillor Ronchetti
158.

RISK MANAGEMENT UPDATE
The updated Risk Management Plan was noted.

159.

REVIEW OF INTERNAL CONTROLS
The Council reviewed the Internal Controls.
It was RESOLVED that no changes are required to the Internal Controls.
Proposed by Councillor Langan and seconded by Councillor Milan

There being no further business to transact the meeting was closed at 8:17pm

CHAIRMAN
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Agenda Item 5 - Events

MINUTES OF THE MEETING OF THE EVENTS COMMITTEE HELD ON TUESDAY 1
FEBRUARY 2022 AT 10:00AM IN THE COUNCIL CHAMBER, TOWN HALL, PENRYN
Councillors
May (Chairman), Tucker, Harrison, Kirby, Milan, Williams and Wenmoth
Co-opted Members
T Doyle, P Hinch, H Spry-Leverton, L Kellgren, D Glasby and A Glasby
In Attendance
Darren Holland (Customer Support Officer)
89.

APOLOGIES
Apologies for absence were received from Councillor Hanks.

90.

DECLARATIONS OF INTEREST AND DISPENSATIONS
There were no declarations of interest or requests for dispensations.

91.

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

92.

MINUTES
RESOLVED that minute numbers 76 to 88 of the meeting of the Events Committee
held on 2 November 2021 be approved and signed as a correct record.
Proposed by T Doyle and seconded by Councillor Tucker

93.

CORRESPONDENCE
Jenny Gluyas has requested to have the Saturday Market on Fair Day.
Mary May stated unable to allow this.

94.

BUDGETS FOR THE TOWN EVENTS FOR 2021/22 FINANCIAL YEAR
The current budget positions were circulated to the committee and noted.
Proposed by Councillor Kirby and seconded by Councillor Tucker

95.

TO RECEIVE FEEDBACK ON THE 2021 CHRISTMAS EVENTS
Councillor May added that the Audio needs to be improved for 2022.
Chairman of Lighting Committee Mark Snowdon was very unhappy on the day with
the speakers.
Costings for hire to be investigated.
The Majorettes had cancelled last minute due to weather although dry.
Councillor Milan stated the procession divided into two and was not guided.
Good feedback on lit up galleon.
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T Doyle said the Shop Window was successful however need to know when judging
taking place as some shops/houses not on display.
Santa Clause was brilliant and will be re-booked and Reindeer handouts well
received.
Snow machine discussed. Customer Services officer to look at pricing for remote
controlled/better machine.
Temperance Hall was too busy! Too many stalls. However, raised £77.
Charity group in Town Hall with Grotto raised around £1,000
Embrace started too early and too loud above Carol singing.
Rynners did a great job decorating Temperance Hall.
Letter to be sent by Customer Services officer
96.

ST PIRAN’S DAY 5th MARCH 2022
Councillor May reported that a Coffee morning will take place on 10.30am Saturday
5 March in the Temperance Hall. The Forget-me-Nots will perform and there will be
a talk conducted.
The Prayer Book Rebellion was discussed. Use of Cornish Flags/bunting in
Temperance Hall and down near stone.
Councillor May suggested Daffodils and pansies around the town.
D Glasby will conduct a talk on Cornish Rebellion.
H Spry-Leverton added flag will be raised on the Friday.

97.

CONFIRMATION OF THE DATES OF EVENTS FOR THE 2022/23 FINANCIAL
YEAR
Platinum Jubilee 30th May- 2nd June 2022
Fair Day Saturday 27th August 2022
Autumn Fair Saturday 24th September 2022
Christmas Lights Switch-On Saturday 3rd December 2022
St Piran’s Day Sunday 5th March 2023

98.

PLATINUM JUBILEE 2022
Councillor May gave an overview of events.
Cormac will do red/white/blue baskets. Bunting to be erected.
May 30th Activities in Library /Museum open with book signed by Queen and
Celebration China over the years. have available sweets, refreshments flags to give
away. Children maybe making crowns.
May 31st Talk and walk regarding Royal family, visiting sites that the Royal have
visited over the years
June 1st Judging of Shop Window Competition and School Poetry, Royal Flower and
Cake competitions, presentations, and refreshments, hosted by the mayor.
June 2nd 2pm Tea Dance hosted by the mayor.
Forget-me-not Singers will be singing in the interval
7pm onwards Waterside Pageant at the Quay, stalls, music and some displays.
Queen plus a flotilla of boats, we can hope! With the Queen, the Bishop, Queen's
maid. Loretta has agreed to be queen. Band to play on quay.
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Boats to come in on high tide at 8pm or prior.
Permission needs to be sought from harbour commission.
Sea cadets, rowing clubs and Epic Veteran rowers to be approached.
Brazier to be sourced. Customer Services officer to ask Flushing.
9.15pm torches are lit nationally.
3 June Mayor's Dinner and Dance at the Falmouth Hotel with the Ritzy Belles.
Name for the event to be decided.
4 June 7pm Town Carnival. The Committee discussed this at length.
Suggestions of a shorter route looked at. Possibly starting in town, Memorial
Gardens or Railway car park.
Marine band booked – Free but require pasty and pint (£100 for each)
St Keverne band to be confirmed.
Boys and Girls brigade have been emailed.
Possibly have Hailstorm again
Majorettes also confirmed.
5 June 1pm Party in Park with free drinks, bags of sweets and donuts for the
children.
Have provisionally booked The Qwest and Scruffy Mutts
Punch and Judy happy to come £170
Ice Cream Van? Kerry face painting and look at Bouncy castles.
Customer Services Officer to check 2019 bouncy castle owner.
Also suggested ‘Kids sports’ on the day
99.

PENRYN FAIR DAY 2022
Councillor May gave update.
Soul Sensations booked (£500)
Wrestling to be booked again by Harry. Able to offer a donation also.
Bingo will be in Library, so no bingo bus needed.
D Glasby added that Grand Bard was attending for Prayer Book Rebellion.
12.30pm at the stone
Customer Services Officer to send official invite
Next meeting 1st March 2022

There being no further business to transact, the meeting was closed at 11.10am

CHAIRMAN
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Agenda Item 5 - Staffing

DRAFT MINUTES

Staffing Committee
Minutes of the meeting of Penryn Town Council’s Staffing Committee held at the following date,
time, and location.
Date: Thursday 17 February 2022
Time: 10:30 am
Location: Council Chamber, Penryn Town Hall, Higher Market Street, Penryn TR10 8LT
Councillors Present: Wenmoth (Chairman), Bennett, Grant, Langan, May and Tucker
In attendance: Helen Perry (Town Clerk)

29. Apologies
There were no apologies for absence, all Councillors were present.

30. Declarations of interest and dispensations
There were no declarations of interest or requests for dispensations.

31. Minutes
RESOLVED that minute numbers 25 to 28 of the meeting of the Staffing Committee held on 20
January 2022 were approved and signed as a correct record.
Proposed by Councillor May and seconded by Councillor Tucker

32. Exclusion of press and public
RESOLVED that in accordance with Section 1 of the Public Bodies Admission to Meetings Act
1960, the press and public be excluded from the meeting during consideration of the following
items by reason of the confidential nature of the item. Proceedings, apart from any resolutions
passed, shall remain confidential.
Proposed by Councillor Langan and seconded by Councillor Grant

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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33. Caretaker/Handyperson vacancy
RESOLVED the staffing committee confirmed the appointment, on a three-month probationary
period of Frazer Hinch as the caretaker/handyperson. The Staffing Committee will review his
performance following the completion of the probationary period.
Proposed by Councillor May and seconded by Councillor Grant

34. Confirmation of staff structure for 2022/23
RESOLVED that as required under the Local Government Transparency Code, the staff
structure for the 2022/23 financial year be approved.
Proposed by Councillor Langan and seconded by Councillor May

35. Staff salary grades for the 2022/23 financial year
RESOLVED that the staff salary grades as laid out in the confidential report be approved for the
2022/23 financial year.
Proposed Councillor May and seconded by Councillor Tucker

36. Confirmation of rates for staff attendance at weddings and
specific events
RESOLVED that from the new financial year commencing on 1 April 2022;
a) The wedding attendance fee is increased to £45 for weddings that fall outside of normal
office hours.
b) The Mayor making/choosing fee remains unchanged at £55
Proposed by Councillor Langan and seconded by Councillor May

37. Staff absences
RESOLVED that to ensure staff wellbeing, the use of an Occupational Therapist is explored.
Proposed by Councillor May and seconded by Councillor Grant

38. Administration Officer – working hours
RESOLVED that a trial of flexible working hours be approved for the Administration officer on
the basis that the Library/Council Offices always has sufficient staff cover and the relevant
Councillors are given advance notification of the hours to be worked.
Proposed by Councillor May and seconded by Councillor Langan
DRAFT MINUTES
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39. Staff training
RESOLVED that in the new financial year;
a) the Administration Officer enrols on an online IOSH course
b) following the successful completion of the IOSH course the Administration Officer enrols
on an online NEBOSH course
c) the training requirements of the caretaker/handyperson will be assessed following the
satisfactory completion of the three-month probationary period.
Proposed by Councillor May and seconded by Councillor Tucker

40. H.R. and H&S Consultants
RESOLVED that;
a)
b)
c)
d)

the Council continues to use the services of HR and H&S Consultants
the current supplier is contacted to try to negotiate a reduced fee
additional suppliers are approached.
Consideration should be given to ‘one year’ contracts

Proposed by Councillor May and seconded by Councillor Grant

41. Review of staff policies
RESOLVED that;
a)
b)
c)
d)
e)

Absence Policy – no updates required
Adverse Weather and Travel Policy – no updates required
Annual Leave Policy – minimum annual leave to be increased from ‘21’ days to ‘22’
Compassionate Leave – no updates required
Time off in Lieu – Staff must agree with ‘managers’, ‘managers’ should be replaced with
‘Town Clerk’

Proposed by Councillor Langan and seconded by Councillor Tucker

42. Review of staff workloads and staffing levels
The Town Clerk confirmed that since the relaxation of some of the Covid rules, the footfall in the
library appears to be steadily increasing. The Temperance Hall now has additional bookings
with a dance group on Monday evenings and a youth group on Thursday evenings. The Friday
Market has also decided to change to a Saturday morning one a month.
The Town Hall has a regular Choir booking on Wednesday evenings and there are currently
fourteen weddings booked in.

DRAFT MINUTES
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The Town Clerk informed the Committee that in the last few days the Council had received
numerous Freedom of Information (FOI) requests from one resident. The Council has 20
working days to respond to the FOI, the first date for a required response is the 15 March 2022.
With the new caretaker/handyperson commencing the office staff will no longer be required to
cover the hall bookings.

There being no further business to transact, the meeting was closed at 11:59 am

Chairman

DRAFT MINUTES
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Agenda Item 5 - Planning

MINUTES

Planning Committee
Minutes of the meeting of Penryn Town Council held at the following date, time, and location.
Date: Monday 21 February 2022
Time: 7:00 pm
Location: Council Chamber, Penryn Town Hall, Higher Market Street, Penryn TR10 8LT
Councillors Present: Langan (Chairman), Grant (Vice-Chairman), Bennett, Doyle, Hanks,
Harrison, Hernandez, Jordan, Kirby, May, Widdon and Williams
In attendance: Linda Body (Administration Officer)

86. Apologies
Apologies for absence were received from Councillors Tucker (ill), Milan, Ronchetti (away) and
Wenmoth (away)

87. Declarations of interest and dispensations
There were no declarations of interest or requests for dispensations.

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

89. Planning Minutes
RESOLVED that minute numbers 79 to 85 of the meeting of the Planning Committee held on 17
January 2022 were approved and signed as a correct record.
Proposed by Councillor Widdon and seconded by Councillor Jordan

90. Correspondence
Councillor Hanks reported that she had received two email queries from neighbours regarding
planning applications:
1. Slow planning process for listed buildings

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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2. Double glazing on windows of listed buildings – Cornwall Council policy
Item 1 - Councillors May and Widdon reported that the Planning Department at Cornwall
Council were extremely short staffed at present and there is a huge backlog of applications.
However, this issue would be a matter for Cornwall Council to respond to and not the Town
Council.
Item 2 - Cornwall Council’s Heritage Officer will be presenting and taking questions from
members at the planning meeting scheduled for the 21 March. It was suggested that this issue
may be addressed at that meeting. Councillor Hanks will inform her neighbour of the meeting.

91. Updates on Planning Applications from Cornwall Council
Members (Information Only)
The Cornwall Council member had nothing to report

92. Planning Applications
PA21/12725 – 72 West Street, Penryn
It was RESOLVED that the Town Council has no objections to the application.
Proposed by Councillor Grant and seconded by Councillor May
PA22/00440 – 15 Trelowen Drive, Penryn
It was RESOLVED that the Town Council has no objections to the application.
Proposed by Councillor Williams and seconded by Councillor Doyle
PA21/08451 – Penryn Campus, Penryn
It was RESOLVED that the Town Council has no objections to the application.
Proposed by Councillor Langan and seconded by Councillor Grant
PA21/00827 – Round Ring Gardens, Penryn
It was RESOLVED that the Town Council has no objections to the application.
Proposed by Councillor Grant and seconded by Councillor May
PA22/01321 – 41 St Gluvias Street, Penryn
It was RESOLVED that the Town Council has no objections to the application.
Proposed by Councillor Kirby and seconded by Councillor Bennett
PA22/01373 – 10 Vinery Meadow, Penryn
It was RESOLVED that the Town Council fully supports the application.
Proposed by Councillor Widdon and seconded by Councillor Langan

DRAFT MINUTES
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93. Decision Notices
The list of decision notices received since the last meeting were noted.

94. Green Guide
After a short discussion it was RESOLVED to recommend to Council to support, in principle, the
proposal of contributing to the production of a Green Guide, along with eight other Towns and
Parishes in the local area.
Proposed by Councillor May and seconded by Councillor Grant

95. Saracen Way, Penryn, Feasibility Report (EDG1856)
The feasibility study undertaken by CORMAC regarding the possible introduction of a ‘one way’
system in Saracen Way, Penryn was discussed.
It was RESOLVED that Option 2 is the preferred scheme, and the item is added to the
‘Expression of Interest’ form for submission to the Falmouth and Penryn Community Network
Panel for consideration.
Proposed by Councillor May and seconded by Councillor Langan

96. Falmouth and Penryn Conservation Areas Advisory Committee
(F&PCAAC)
The minutes of the Falmouth and Penryn Conservation Areas Advisory Committee meeting held
on the 10 January 2022 were noted.

There being no further business to transact, the meeting was closed at 7.40 pm

Chairman

DRAFT MINUTES
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Agenda Item 6

MINUTES OF THE MEETING OF THE PLACE SHAPING BOARD OF PENRYN TOWN
COUNCIL HELD ON TUESDAY 1 FEBRUARY 2022 AT 6.00PM REMOTELY VIA TEAMS
Penryn Town Council Representatives
M May, Councillor, Chairman
S Hanks, Councillor
D Ronchetti, Councillor
Penryn Town Council Officers
H Perry, Town Clerk
L Body, Administration Officer
Cornwall Councillors
Councillor Widdon
Cornwall Council Officers
M Brown, Strategic Planning Officer
S Facer, Towns Renewal Officer
Other Representatives of the town
P Williams, Top Gear Electric Bikes and Scooters, Sweet Dreamzz & Bango Kitchen, Penryn
C Cox, Jubilee Wharf, Penryn
K Conchie, Cornwall Chamber of Commerce
T Lea, Architectural Student, Falmouth University
T Howells, Penryn RFC
1.

APOLOGIES FOR ABSENCE
Apologies for absence were received from:
E Richmond, B Brodskis, M Williams, M Ralph

2.

MINUTES
The minutes of the meeting held on the 7 January 2022 were approved.
Proposed by P Williams and seconded by D Ronchetti

3.

DISCUSSIONS ON FUTURE TRANSPORT/TRAVEL SURVEYS
The meeting discussed their ambitions going forward, however M May added that
the Council does not have any budget to undertake any surveys at present, unless
they are voluntary. T Widdon added that a Penryn Parking Crisis Group has been
set up and that there is funding available from the Community Network Panels
Highways Scheme and that this funding could possibly be used for some survey
work to be undertaken. The Parking Group and this group could work together on
this. There will be proposals for the funding going to the Town Council’s meeting on
Monday 7 February 2022. She added that she has also established other groups in
order to work with the Place Shaping Board and Town Council, when the
opportunity arose. She proposed that an agenda item for another meeting would
be to investigate further aspirational groups going forward. She will also forward on
to L Body the members of the already established groups so that L Body could send

1
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them the Boards Terms of Reference and its priorities that were confirmed at
previous meetings.
M Brown explained to the meeting that whilst there is a wealth of knowledge
currently on the Place Shaping Board that it could also be useful to consider how
other groups could feed into the wider remit of the group and then tie in other
issues, i.e. transport surveys, which would be meaningful for Penryn. There needs
to be a two-way flow and also ensure that any future projects are joined up. He
added that E Richmond (Falmouth and Penryn Community Network Link Officer) is
currently working on the utilisation of the local element of the Local Transport Plan
budget (around £80k) set aside for the Falmouth and Penryn Network area and
Penryn could receive an element of this.
It was suggested that A Marston, who requested this agenda item, could possibly sit
on the Parking Crisis Group and as he was not present at this meeting then he could
discuss this item further at another meeting.
4.

UPDATES ON PLACE SHAPING PROJECTS FROM OTHER TOWNS – S FACER
S Facer reported to the meeting that since its launch the Town Vitality Fund (TVF)
has engaged with 22 out of a possible 25 towns eligible for Funding. In total
Cornwall Council has committed grant support to the value of just over £1.3m,
which was far in excess of the original £1m allocation. This uplift through internal
Town Centre Revitalisation Fund budget adjustments demonstrates Cornwall
Councils support to towns to drive forward their ambitions for their place.
As the TVF was launched in November 2020, it was always anticipated that most
towns would be developing town teams and place partnerships where they didn’t
exist in the New Year of 2021. A number of other towns including Penryn were
considered in the April tranche with subsequent approval and sign-off by the
Strategic Director with the Portfolio holder in June 2021 – the period of pause
reflected the May elections.
Penryn is in a similar position with its TVF work as towns including Bodmin,
Falmouth, Fowey, Looe, Lostwithiel, Newquay, Redruth, Saltash, St. Austell
The TVF is not a competitive process as each town will need to work through its
own package of activity to prepare project briefs and to commission works
compliantly. The emphasis should be to maintain the partnership approach, to
operate in a clear and transparent way and to do work at your own pace. It does
move town projects to the next phase of their lifecycle and will give towns an ability
to evidence the community and stakeholder buy-in to any scheme and the
springboard to assess any next phase of activity and the funding needed to deliver
– it will also enable towns to assess funding opportunities aligned to their scheme.
Cornwall Council’s learning from the Town Deal process shows that any funder will
want to see places demonstrate strong local partnerships and a package of
proposals that have been well developed over a period of time. The TVF gives towns
the ability to move towards these types of opportunities in the future. It is hoped
that the momentum will be continued so that in time each town will have their own
investment plan and to be at a stage of readiness as and when funds become
available.
Cornwall Council are just starting to roll out some monitoring to towns in a phased
approach way so that they can gauge activity progress and to seek appropriate
feedback. This will be ongoing over the life of the individual projects funded by TVF.
2
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S Hanks reported to the meeting that in regard to forming strong local partnerships
that she is hoping to build a new Penryn Business Enterprise Network. She has
already spoken to some local businesses and there will be an inaugural meeting this
week. M May added that Penryn used to have something similar called the Town
Team but unfortunately had to disband. L Body will send S Hanks their written
constitution which might assist with the new formation.
The Board thanked S Facer for the update.
5.

SOUTH WEST WATER AND BT SITES ON COMMERCIAL ROAD
M May requested support from the Board in sending letters to South West Water
and BT who both have premises on Commercial Road. These buildings are sadly in
decline and there is a need to inform them of our vision and aspirations and to
request that they refurbish the outside of their properties to improved their outlook.
The Board RESOLVED to support this communication to SWW and BT.
Proposed by M May and seconded by P Williams.

6.

NEXT STEPS
•
•
•
•
•

7.

Investigate future integration of groups
Commence the procurement process for the consultants (L Body)
Think about whether a sub-group be set up to work in detail with the new
consultant or only liaise with this main Board
Commence work on a communications strategy to inform of the current
successful bid (S Hanks)
Any suggestions for future agenda items

DATE OF NEXT MEETING
Tuesday 1 March
There being no further business to transact the meeting was closed at 6.51pm

3
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Agenda Item 8

MAYOR’S ENGAGEMENTS
7 February 2022 – 6 March 2022
10 February

Storytime with the children at Jumblies Day Nursery

25 February

Opening of Lily Tots shop, Higher Market Street, Penryn

3 March

Re-opening of Footsteps Community Café, Emmanuel Baptist
Church, Falmouth (Falmouth & Penryn Churches Together)

5 March

Opening the St Piran’s Coffee Morning, Temperance Hall
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Agenda Item - 10

REPORT

Town Clerk Report
For:

Council

Date:

Monday 7 March 2022

Version: 1.0
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
Pay Claim
The pay claim for the financial year April 2021 to March 2022 has finally been settled with a
1.75% increase, this will be backdated to the 1 April 2021.
Planning Application
The listed building consent forms for the installation of grab handrails by the museum entrance,
will be submitted to Cornwall Council soon for consideration.
Permarin Car Park
We have been informed by parking services at Cornwall Council “Proposals for Permarin had
been put forward for consultation, but these were withdrawn” and “Whilst reference to
Permarin were removed from the formal documentation which is forming part of a
current consultation process for other car parks, it appears that an old version of the
informal cover letter has been published online, which was picked up by the local media.”
“At present the car park will remain as an unregulated site, with any future proposals
having a formal consultation process, notices will be displayed on-site to advise of this,
along with direct communications to the Town Council, so that as many people with an
interest in the car park can have their input.”

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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Highways Expression of Interest Form
The highways schemes requested by the Town Council have been submitted to the Community
Link Officer, Cornwall Council members who represent any area of Penryn and the Highways
Department, decisions on which schemes are taken forward will be made at a later date.
Footpaths – Local Maintenance Partnership (LMP) Grant
The LMP grant for the cutting of gold and silver footpaths within the parish for the 2022/2023
financial year will be £309.02

3. Recommendation
That the report be noted.

4. Appendices
None

REPORT

Page 2 of 2
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Agenda Item 11 - Accounts

COUNCIL
7 MARCH 2022
Accounts – 1 to 31 JANUARY 2022
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 £345,301.22 as at 31 January 2022.
Items of expenditure over £500 (excluding salaries) are as follows:
1 January to 31 January 2022
• Cornwall Council
• Cornwall Council
• Cormac Solutions
• Office Furniture Online
• Cormac Solutions
• Cornwall Council
• HMRC
• Cornwall Council

749.00
724.00
3548.70
1321.20
560.31
510.00
2246.99
2716.37

Non-Domestic Rates - Library
Non-Domestic Rates – Town Hall
Grounds Maintenance Apr 20 – Dec 21
Silverline Cupboards & Shelves
Grounds Maintenance Jan 22 – Mar 22
May 2021 Election Recharges
Tax/NI – January 2022
Pensions – January 2022

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

•

3.

Election Expenses (4095 100) – £510 paid for the May 2021 Election Expenses, both
the Penryn and Bissom Wards cost £255 each.
Footpath Maintenance (4185 110) – Invoices received for the maintenance of the
public footpaths; invoices are dated back to April 2020. These invoices have been
chased regularly by the finance officer. A credit was received for the Covid affected
months. Budget now at 152%.
Repairs & Maintenance – Memorial Garden (4615 260) – Invoice received for the
maintenance of the memorial gardens; invoices are dated back to April 2020. These
invoices have been chased regularly by the finance officer. A credit was received for the
Covid affected months. Budget now at 91%.
Recommendations

That the list of accounts paid from 1 January to 31 January 2022 be approved.
4. Appendices
1.
2.
3.
4.

Balance Sheet – January 2022
Accounts Paid – January 2022
Bank Reconciliation – All Accounts January 2022
Budget Monitor Report as at 31 January 2022
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Detailed Balance Sheet - Excluding Stock Movement

15:20

Month 10 Date 31/01/2022
A/c

Description

Actual

Current Assets
100
105
200
210
250

Debtors
VAT Control Account
Lloyds - Treasurer Account
Lloyds - Instant Access
Petty Cash

1,819
689
112,879
231,851
250

Total Current Assets

347,488

Current Liabilities
500

Creditors

15,172

Total Current Liabilities

15,172

Net Current Assets

332,316

Total Assets less Current Liabilities

332,316

Represented by :300
310
326
335
361
362
371
372
373
374
375

Current Year Fund
General Reserves
EMR - Broad St Pavement Fund
EMR - Rent - Permarin
EMR - Permarin P. Park Grant
EMR - Neighbourhood Plan
EMR - Library Transition Fund
EMR - Devolution Package
EMR - Town Hall Roof
EMR - Civic Insignia/Regalia
EMR - Equipment for Halls
Total Equity

57,330
185,550
35,000
1,604
9,839
1,514
10,000
8,950
21,029
1,000
500
332,316
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Lloyds - Treasurer Account

Time: 14:51

List of Payments made between 01/01/2022 and 31/01/2022
Date Paid
01/01/2022
01/01/2022
01/01/2022
01/01/2022
04/01/2022
04/01/2022
04/01/2022
06/01/2022
06/01/2022
06/01/2022
12/01/2022
14/01/2022
14/01/2022
14/01/2022
14/01/2022
14/01/2022
14/01/2022
14/01/2022
14/01/2022
14/01/2022
17/01/2022
19/01/2022
21/01/2022
24/01/2022
24/01/2022
26/01/2022
27/01/2022
27/01/2022
27/01/2022
27/01/2022
31/01/2022
31/01/2022
31/01/2022

Payee Name

Reference

Amount Paid Authorized Ref

Cornwall Council
Cornwall Council
Cornwall Council
Cornwall Council
South West Water - Permarin
South West Water - Town Hall
South West Water - Temp Hall
Bulb - Public Conveniences
Bulb - Town Hall
Bulb - Temperance Hall
Bulb Energy Ltd
Nick Ferris Skip Hire Ltd
Cormac Solutions Ltd
Piran Technologies Ltd
Jackson Lift Services
Office Furniture Online
Biffa Waste Services Ltd
B & Q (Trade UK)
Churchill Contract Services
Pitney Bowes
Barclaycard Commercial
Worldpay
IRIS Business Software Ltd
IRIS Business Software Ltd
St Keverne Band - Switch On
Bulb Energy Ltd
South West Water
Amazon.co.uk
Cormac Solutions Ltd
Cornwall Council
Spar - Acc. up to 31/1/22
Petty Cash
Salaries - January 2022

Std Ord
Std Ord
Std Ord
Std Ord
DD 4/1
D.D 4/1
DD 04/01
DD 6/1
D.D 6/1
DD 06/01
DD 12/1
DD01328
DD01334
DD01330
DD01329
DD01331
DD01333
DD01335
DD01332
DD 14/1
DD 17/1
DD 19/1
DD 21/1
DD 24/1
000914
DD 26/1
DD01338
DD01339
DD01337
DD01336
000916
000915
DD01340

369.00
113.00
724.00
749.00
79.50
26.00
51.00
11.48
156.65
253.46
174.62
216.00
3,548.70
150.57
115.20
1,321.20
55.58
85.35
476.03
59.33
144.00
0.56
17.08
6.62
150.00
243.69
152.99
202.59
560.31
510.00
62.61
5.00
13,113.72

Total Payments

23,904.84

Transaction Detail
NDR - Temp Hall
NDR - Glebe Cemetery
NDR - Town Hall
NDR - Library
Purchase Ledger Payment
Purchase Ledger Payment
Purchase Ledger Payment
Purchase Ledger Payment
Purchase Ledger Payment
Purchase Ledger Payment
Purchase Ledger Payment
Skip Hire - Permarin
G. Maint. Apr 2020 - Dec 2021
Desktop Monitoring - Jan 2022
Annual Lift Service
Silverline Cupboards & Shelves
Waste Services, 25/12 - 21/1
Various - Permarin Tidy
Cleaning Contract - Dec. 2021
Franking Mach.-Quarterly Rental
Office Furniture - Shelving
Card Fees - Dec. 2021
Auto Enrolment Fee - Dec 21
Payslips - December 2021
St Keverne Band - Switch On
Purchase Ledger Payment
Purchase Ledger Payment
Dymo Labeller & Labels
Grounds Maint., Feb & Mar 22
May 2021 Election Recharges
Spar - Acc. up to 31/1/22
Petty Cash Replenish - Jan 22
Salaries - January 2022
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Petty Cash

Time: 14:52

List of Payments made between 01/01/2022 and 31/01/2022
Date Paid
14/01/2022

Payee Name

Reference

Amount Paid Authorized Ref

Sainsbury's - Antibac Wipes

PC520

5.00

Total Payments

5.00

Transaction Detail
Sainsbury's - Antibac Wipes
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Penryn Town Council
Bank - Cash and Investment Reconciliation as at 31 January 2022

Account Description

Balance

Bank Statement Balances
1
2
3
4
5
6

31/01/2022
31/01/2022
31/01/2022
31/01/2022
30/11/2020
31/01/2022

Lloyds - Treasurer Accounts
Lloyds - 30 Day Account
Investment Holding Account
Petty Cash
Procurement Card
Triodos Investment Account

113,205.50
231,850.72
0.00
245.00
0.00
0.00
345,301.22

Unpresented Payments
1
1
1
1

31/12/2021
24/01/2022
31/01/2022
31/01/2022

000913
000914
000915
000916

108.63
150.00
5.00
62.61
326.24
344,974.98

Receipts not on Bank Statement
4

31/01/2022

000915

5.00
344,979.98

Closing Balance
All Cash & Bank Accounts
1
2
3
4
5
6

5.00

Lloyds - Treasurer Account
Lloyds - Instant Access
Investment Holding Account
Petty Cash
Procurement Card
Triodos Investment
Other Cash & Bank Balances

112,879.26
231,850.72
0.00
250.00
0.00
0.00
0.00

Total Cash & Bank Balances

344,979.98
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15:24
Detailed Income & Expenditure by Budget Heading 31/01/2022
Month No: 10

Budget Report

Actual
Transfer
Current Mth

Actual Year

Current

Variance

Committed

Funds

To Date

Annual Bud

Annual Total

Expenditure

Available

% Spent
to/from EMR

100 Administration
4000
4001
4002
4020
4021
4022
4030
4031
4035
4050
4055
4060
4065
4070
4075
4080
4085
4090
4091
4095
4100
4105
4110
4115
4120
4125
4135

Gross Salaries - Administration
Gross Salaries - Caretakers
Gross Salaries - Civic
Pensions - Employees
Pensions - Employers
Pensions - ADC
Mileage
Travel
Staff Clothing
Training
Bank Charges
Postage
Photocopier Lease
Printing
Advertising
Stationery
Telephone/Fax/Internet
Consultancy & Audit
Professional Fees
Election Expenses
Office - Other
Computer Related
Subscriptions
Insurance
Canteen
Disclosure and Barring Service
Museum Reopening - Covid
Administration :- Indirect Expenditure

9,189
958
0
592
1,864
260
0
0
0
0
3
49
0
0
0
222
0
0
0
510
187
979
0
0
28
0
0

91,777
12,415
175
5,914
18,611
2,680
26
0
20
376
75
801
889
716
0
392
2,261
250
4,673
510
1,012
6,233
2,204
4,080
553
0
315

114,500
17,000
375
8,000
24,750
3,200
500
75
450
3,750
200
1,000
1,000
1,100
200
1,000
4,600
2,300
4,800
11,500
1,750
5,500
2,500
5,000
900
110
0

22,723
4,585
200
2,086
6,139
520
474
75
430
3,374
125
199
111
384
200
608
2,339
2,050
127
10,990
738
(733)
296
920
347
110
(315)

14,843

156,961

216,060

59,099

(14,843)

(156,961)

(216,060)

(59,099)

0

283

283

(0)

0
0
280
0
0
0

283
0
2,054
0
951
581

283
800
1,356
750
950
730

(0)
800
(698)
750
(1)
149

679

679

22,723
4,585
200
2,086
6,139
520
474
75
430
3,374
125
199
111
384
200
608
2,339
2,050
127
10,990
738
(1,412)
296
920
347
110
(315)

80.2%
73.0%
46.7%
73.9%
75.2%
83.8%
5.2%
0.0%
4.5%
10.0%
37.4%
80.1%
88.9%
65.1%
0.0%
39.2%
49.2%
10.9%
97.4%
4.4%
57.8%
125.7%
88.1%
81.6%
61.5%
0.0%
0.0%

58,420

73.0%

0

Net Expenditure

110 Amenities
1000 Footpath Maintenance Income
Amenities :- Income
4181
4185
4190
4195
4200

Refilling Grit Bins
Footpath Maint
Seats Maint.
Treluswell Verge
Packsaddle Verge

100.0%

119

800
(698)
750
(1)
30

100.0%
0.0%
151.5%
0.0%
100.1%
95.9%

0

Continued over page
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15:24
Detailed Income & Expenditure by Budget Heading 31/01/2022
Month No: 10

Budget Report

Actual
Transfer
Current Mth

4205
4210
4215
4230
4240

Other General Maint.
Quay Hill Shelter
Doorstep Green/Glasney
Floral Displays/Penryn Pride
Weed Clearing

Actual Year

Current

Variance

Committed

Funds

To Date

Annual Bud

Annual Total

Expenditure

Available

0
0
0
0
0

70
386
2,095
736
1,948

1,000
500
2,600
2,000
1,948

930
114
505
1,264
0

280

8,821

12,634

3,813

(280)

(8,537)

(12,351)

(3,814)

0
0
0
0

525
900
380
200

600
400
130
0

75
(500)
(250)
(200)

Cemetery :- Income
4250 Non-Domestic Rates
4255 Burial Ground Maint.
4260 Other Burial Ground Costs

0
113
46
0

2,005
1,128
5,953
0

1,130
1,079
8,750
100

(875)
(49)
2,797
100

Cemetery :- Indirect Expenditure

159

7,081

9,929

2,848

(159)

(5,076)

(8,799)

(3,723)

125
270
142
0
75
0
0

1,043
1,525
3,411
215
3,611
1,810
574

1,500
1,500
5,000
700
4,000
2,000
600

457
(25)
1,589
485
389
190
26

611

12,188

15,300

3,112

(611)

(12,188)

(15,300)

(3,112)

(474)
0
10
0

2,670
4,870
452
275

3,842
7,200
2,250
250

1,172
2,331
1,798
(25)

(464)

8,266

13,542

5,276

464

(8,266)

(13,542)

(5,276)

Amenities :- Indirect Expenditure

431
1,332
1,882

% Spent
to/from EMR

930
114
74
(68)
0

7.0%
77.1%
97.2%
103.4%
100.0%

1,932

84.7%

0

Net Income over Expenditure

120 Cemetery
1050
1055
1060
1070

Burial Income
Exclusive Right Burial Income
Memorials Income
Plot Reservations

87.5%
225.0%
292.3%
0.0%

1,510

177.4%
104.6%
85.3%
0.0%

0

(49)
1,287
100

1,510

1,338

86.5%

0

457
(25)
1,589
485
389
190
26

69.5%
101.6%
68.2%
30.7%
90.3%
90.5%
95.7%

3,112

79.7%

1,172
2,331
1,583
(25)

69.5%
67.6%
29.6%
110.0%

5,061

62.6%

Net Income over Expenditure

130 Capital Expenditure
4300
4305
4307
4308
4340
4341
4342

Office Equipment
Furniture & Fittings
Equipment for Halls
Grit Bins
Christmas Light Displays
Bunting
Bollards
Capital Expenditure :- Indirect Expenditure

0

0

Net Expenditure

140 Car Parks
4250
4380
4390
4395

Non-Domestic Rates
Permarin - Lease/Rent
Permarin - Maint.
Shute Meadow Maint.
Car Parks :- Indirect Expenditure

215
215

0

Net Expenditure

Continued over page
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15:24
Detailed Income & Expenditure by Budget Heading 31/01/2022
Month No: 10

Budget Report

Actual
Transfer
Current Mth

Actual Year

Current

Variance

Committed

Funds

To Date

Annual Bud

Annual Total

Expenditure

Available

% Spent
to/from EMR

150 Civic
4430
4431
4435
4436
4440

Civic - General
Mayor Making Reception
Mayor's Allowance
Deputy Mayor's Expenses
Civic Insignia/Regalia
Civic :- Indirect Expenditure

127
0
250
0
0

853
0
2,500
0
0

1,000
500
3,000
500
1,000

147
500
500
500
1,000

377

3,353

6,000

2,647

(377)

(3,353)

(6,000)

(2,647)

0

1,676

4,000

2,324

0

1,676

4,000

2,324

0

(1,676)

(4,000)

(2,324)

0
2
0
835
(835)

283,849
20
9,337
3,822
13,410

0
120
9,337
0
819

(283,849)
100
0
(3,822)
(12,591)

0.0%
16.3%
100.0%
0.0%
1637.3%

2

310,437

10,276

(300,161)

3021.0%

2

310,437

10,276

(300,161)

0

6,783

8,000

1,217

0

6,783

8,000

1,217

0

(6,783)

(8,000)

(1,217)

566
0
(566)

566
201
0

1,250
500
0

684
299
0

0
0
0
150

768
2,344
2,236
751

1,750
4,000
4,000
1,000

982
1,656
1,764
249

0

147
500
500
500
1,000

85.3%
0.0%
83.3%
0.0%
0.0%

2,647

55.9%

2,324

41.9%

2,324

41.9%

0

Net Expenditure

160 Grants
4480 Grants - Community
Grants :- Indirect Expenditure

0

0

Net Expenditure

170 Income
1076
1090
1110
1115
1150

Precept Received
Interest Received
Council Tax Support
CIL Income
Other Income
Income :- Income

0

Net Income

180 Other Services
4520 C.C.T.V.
Other Services :- Indirect Expenditure

0

1,217

84.8%

1,217

84.8%

0

Net Expenditure

190 Projects & Events
1201 Penryn Town Fair Income
1352 Penryn Week Income
1353 Fair Day Income
Projects & Events :- Income
4560 Penryn Week Expenditure
4561 Penryn Town Fair
4563 Penryn Christmas Lights

45.3%
40.2%
0.0%
1,656
1,764
249

43.9%
58.6%
55.9%
75.1%

0

Continued over page
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15:24
Detailed Income & Expenditure by Budget Heading 31/01/2022
Month No: 10

Budget Report

Actual
Transfer
Current Mth

4566
4571
4577
4579
4584
4587
4588
4590

Neighbourhood Plan
Bee Friendly Planting & Project
Commercial Road Enhancement
Library Heating Project
Wall Repair
Climate Emergency
St Pirans Day
Highways Scheme

Actual Year

Current

Variance

Committed

Funds

To Date

Annual Bud

Annual Total

Expenditure

Available

% Spent
to/from EMR

450
0
0
0
0
0
0
0

764
176
0
1,821
340
0
0
0

0
1,000
3,000
0
1,500
750
250
2,000

(764)
824
3,000
(1,821)
1,160
750
250
2,000

75

(839)
824
3,000
(1,821)
1,160
750
250
2,000

0.0%
17.6%
0.0%
0.0%
22.7%
0.0%
0.0%
0.0%

600

8,431

17,500

9,069

75

8,994

48.6%

(600)

(7,663)

(15,750)

(8,087)

0
0
15
0
397
0

205
827
123
159
3,967
0

0
700
170
400
5,500
110

(205)
(127)
47
241
1,533
110

(205)
(127)
47
241
740
110

0.0%
118.2%
72.3%
39.8%
86.6%
0.0%

412

5,281

6,880

1,599

806

88.3%

(412)

(5,281)

(6,880)

(1,599)

468

2,723

2,000

(723)

Temperance Hall :- Income
Non-Domestic Rates
Water
Gas
Electricity
Repairs & Maintenance
Annual Contracts
Miscellaneous Expenditure

468
369
0
901
211
0
0
0

2,723
3,693
549
2,160
992
380
171
100

2,000
3,984
700
3,000
1,500
2,000
200
0

(723)
291
151
840
508
1,620
29
(100)

Temperance Hall :- Indirect Expenditure

1,481

8,044

11,384

3,340

(1,013)

(5,321)

(9,384)

(4,063)

310
0

2,828
50

1,200
0

(1,628)
(50)

Projects & Events :- Indirect Expenditure

0

Net Income over Expenditure

200 Public Conveniences
4250
4600
4610
4615
4620
4650

Non-Domestic Rates
Water
Electricity
Repairs & Maintenance
Annual Contracts
Consumables

Public Conveniences :- Indirect Expenditure

793
793

0

Net Expenditure

220 Temperance Hall
1300 Temperance Hall Hire Income
4250
4600
4605
4610
4615
4620
4900

136.1%

231

231

136.1%
92.7%
78.4%
72.0%
66.2%
30.6%
85.4%
0.0%

0

291
151
840
508
1,389
29
(100)
3,109

72.7%

0

Net Income over Expenditure

230 Town Hall
1350 Town Hall Hire Income
1351 Town Crier Wedding Income

235.7%
0.0%

Continued over page
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Page 5

15:24
Detailed Income & Expenditure by Budget Heading 31/01/2022
Month No: 10

Budget Report

Actual
Transfer
Current Mth

1360 Museum Donations
4250
4600
4605
4610
4615
4620
4700

Actual Year

Current

Variance

Committed

Funds

To Date

Annual Bud

Annual Total

Expenditure

Available

0

207

50

(157)

Town Hall :- Income
Non-Domestic Rates
Water
Gas
Electricity
Repairs & Maintenance
Annual Contracts
Museum Expenditure

310
724
0
722
213
0
0
239

3,085
7,236
288
1,617
717
4,216
587
771

1,250
7,959
400
1,500
1,100
3,000
600
1,200

(1,835)
724
112
(117)
383
(1,216)
13
429

Town Hall :- Indirect Expenditure

1,897

15,431

15,759

328

(1,587)

(12,346)

(14,509)

(2,163)

% Spent
to/from EMR

413.3%

3,520

3,520

246.8%
90.9%
71.9%
107.8%
65.2%
257.9%
97.8%
64.3%

0

724
112
(117)
383
(4,736)
13
429
(3,192)

120.3%

0

Net Income over Expenditure

240 Penryn Library
1400 Library Income
4250
4600
4605
4610
4615
4620
4635

547

1,024

400

(624)

Penryn Library :- Income
Non-Domestic Rates
Water
Gas
Electricity
Repairs & Maintenance
Annual Contracts
Library Activity Supplies

547
749
30
0
165
100
96
0

1,024
7,485
291
1,220
2,950
5,496
866
73

400
8,234
750
2,200
3,300
3,500
1,500
250

(624)
749
459
980
350
(1,996)
634
178

Penryn Library :- Indirect Expenditure

1,140

18,381

19,734

1,353

(594)

(17,356)

(19,334)

(1,978)

0

683

2,500

1,817

0

683

2,500

1,817

0

(683)

(2,500)

(1,817)

122
187

246
1,370

350
1,500

104
130

309

1,616

1,850

234

(309)

(1,616)

(1,850)

(234)

256.1%

459
391
850

256.1%
90.9%
38.8%
55.5%
89.4%
170.1%
83.8%
29.0%

0

749
459
980
350
(2,455)
243
178
503

97.5%

0

1,817

27.3%

1,817

27.3%

104
130

70.3%
91.3%

234

87.3%

Net Income over Expenditure

250 Health & Safety
4625 Annual Inspections
Health & Safety :- Indirect Expenditure

0

0

Net Expenditure

260 Memorial Garden
4610 Electricity
4615 Repairs & Maintenance
Memorial Garden :- Indirect Expenditure

0

0

Net Expenditure

Continued over page
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15:24
Detailed Income & Expenditure by Budget Heading 31/01/2022
Month No: 10

Budget Report

Actual
Transfer
Current Mth

Actual Year

Current

Variance

Committed

Funds

To Date

Annual Bud

Annual Total

Expenditure

Available

Grand Totals:- Income

1,326

320,325

17,089

(303,236)

Expenditure

21,646

262,994

361,072

98,078

(20,320)

57,330

(343,983)

(401,313)

(20,320)

57,330

% Spent
to/from EMR

1874.4%
9,756

88,322

75.5%

Net Income over Expenditure

Movement to/(from) Gen Reserve
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Agenda Item 12 - Grants

REPORT

Community Grants
Community Grant Requests – March 2022
For:

Council

Date:

Monday 7 March 2022

Version: 1.0
Author: Helen Perry – Town Clerk

1. Background
For the year ending 31 March, the Council has allocated a total fund for community grants of
£4,000, of which £1,324 is unallocated. All community grants are considered in accordance
with the Town Council’s Community Grants Policy.

2. Discussion
Community Grant requests have been received from:
Group

Amount
requested

Action for Children

£300

Falmouth Food co-op CIC: Love Land Project

£300

Devon and Cornwall Community Watch Association – The Feel Safe Scheme

£750

Total

£1,350

Remaining balance

(£26)

3. Recommendation
That the Council considers each request for a Community Grant

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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Penryn Town Council

Community Grants March 2022

4. Appendices
1

Action for Children Grant Application

2

Falmouth Food co-op CIC Grant Application

3

Something Devon and Cornwall Community Watch Association

REPORT

Page 2 of 2
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Penryn Town Council
GRANT APPLICATION FORM
PLEASE COMPLETE IN BLOCK CAPITALS

Name of
Organisation

Action for Children

Registered Charity
No. (if applicable)

1097940/SC038092

Purpose of
Organisation

Action for Children
We protect and support children and young people. We do this by
providing practical and emotional care and support. We make sure
their voices are heard.

Total No. of
Members
(if applicable)

We are just starting up,
so we have no actual
figures for members and
is a drop-in basis.

Contact Name

Bronagh Perry

Amount Applied For

£300

Purpose of Grant

Grant for new Connect youth group in Penryn. We will be doing
baking workshop, music workshop, art workshop and many more
activities for the next 12 weeks in Penryn on a Thursday night, in the
Temperance Hall, for young people aged 11-19 (25 SEN) in the
Penryn, Falmouth & surrounding areas. Grant is for resources to
supply these workshops and food and drink provided on each night
for young people.

Have you received a grant from Penryn
Town Council in the last 3 years? If yes,
please give date(s) and amount received
Details of Other
Bodies Approached

Organisation

Total No. of
Members in the
Parish of Penryn
(if applicable)

No

Amount Applied
For

Awarded
Yes/No/Pending

We have not applied for any other funding from any other bodies, we are just starting up
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Penryn Town Council
GRANT APPLICATION FORM
PLEASE COMPLETE IN BLOCK CAPITALS

Name of
Organisation

Falmouth Food Coop CIC: Love Land Project

Registered Charity
No. (if applicable)

N/A

Purpose of
Organisation

Falmouth Food Coop CIC (FFC) is a not-for-profit community
organisation supported and run by local people, with the aim of
making good food available to all. To achieve this, FFC has three
arms; the Food Hub, that provides accessible local produce to the
community whilst supporting local farmers and producers; the Kitchen
(FFCK), that delivers hot meals to those in need and cooks food at a
social eating space, and thirdly, Love Land, a community field offering
access and opportunity for people to grow and enjoy food. The Love
Land community field’s aims and objectives are to:
● Be a welcoming space for the benefit of all local people and to unite
those from different socio-economic and cultural backgrounds through
activities on the land.
● To practise and teach the production of local sustainable food
through producing, harvesting and sharing food with the community.
● To practise and teach the importance of biodiversity and the
environmental value of land through encouraging wildlife habitats,
planting trees and growing food sustainably.
We believe in the power of people coming together around a common
space that everyone’s to take care of and grow within.

Total No. of Members
(if applicable)

Total No. of
Members in the
Parish of Penryn
(if applicable)

Contact Name

Sally Westaway

Amount Applied For

£300

Purpose of Grant

Following a year of community consultation in 2021, we would like
support to help develop and implement our plans for the community
field. The consultation highlighted an interest for developing
educational opportunities at the field, in a space dedicated to growing
food in an environmentally-friendly way, and for more space that can
provide the benefits of connecting with nature, more opportunities for
children to play, and for people to meet and connect.
Our plans include a community market garden, medicinal herb and
flower garden, tree nursery and an orchard and in 2022 we have
started to implement these plans. This fund would help us to purchase
equipment and materials to help to develop these growing spaces
whilst involving local people at each stage at our weekly Thursday
and Saturday volunteer days.
There are many costs involved in setting up a new project and we are
requesting assistance from Penryn Town Council of £300 towards the
cost of seed compost, tools for the community growing group, and
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building materials for creating sheltered space.
Seed compost is relatively expensive but is vital for our community
growing projects, we can start seeds and grow plants together and
increase the success of plantings. Tools are always needed, and as
more people get involved in the community field we want to be able to
provide everyone with tools to use. Shelter space is something in high
demand in the coastal climate and is important to make the field
welcoming to all people, especially children, in all weather.
Have you received a grant from Penryn
Town Council in the last 3 years? If yes,
please give date(s) and amount received
Details of Other
Bodies Approached

Organisation

No

Amount Applied
For

Awarded
Yes/No/Pending

National Lottery

£9,750

PENDING

Cornwall Community
Foundation

£4,226

YES

Cornwall Council CIL

Council

£27,682

NO

Cornwall Council Social
Inclusion Fund

Council

£2,256

YES

Cornwall Council Grow
Nature Seed Fund

Council

£940

YES
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Penryn Town Council
GRANT APPLICATION FORM
PLEASE COMPLETE IN BLOCK CAPITALS

Name of Organisation

THE FEEL SAFE SCHEME
Devon & Cornwall Community Watch Association

Registered Charity No.

1074233

Purpose of Organisation

I am writing to introduce a new initiative that Devon and Cornwall
Community Watch Association (DaCCWA) is launching in your area. The
DaCCWA Feel Safe Scheme aims to help people feel safer in their own
homes and through our network of Community Watch Offices within Police
stations, we will provide small actionable help that we know can make big
difference to peoples’ lives. Focused on those who have either become, or
at risk of becoming a victim of crime and anti-social behaviour, all of the
DaCCWA Feel Safe Scheme works are undertaken free of charge by our
approved and fully insured contractors. Funded entirely by supporters of
DaCCWA, works range from fitting a door chain or window locks through to
putting a stronger bolt on a back gate, mending a fence, and installing CCTV
along with security lighting. The scheme is open to everyone, irrespective of
age, and anyone can make a referral for someone who they feel may benefit
from the service. We are already receiving referrals from our partners
Devon and Cornwall Police, and we would welcome referrals from other
agencies, charities, churches, and community groups via completion of the
simple referral form.

Total No. of Members
(if applicable)

Up to 20 but ongoing
referral system

Contact Name

Bernard Watters

Amount Applied For

£750

Purpose of Grant

Small works support. What kind of small works support does the scheme
offer:
Window Locks
Door/window/gate bolts
Door spy holes
Door chains
Security lights (solar power or battery only)
Path clearance
Hedge cutting
CCTV (solar or battery)

Have you received a grant from Penryn Town
Council in the last 3 years?
Details of Other Bodies
Approached

Organisation

Total No. of Members in
the Parish of Penryn
(if applicable)

6 so far but the referral
system is ongoing

No
Amount Applied For

Awarded
Yes/No/Pending

Falmouth Town Council

Town Council

£750

Yes

Cornwall Community Fund

Community
Foundation

£4,000

Pending

Proceeds of Crime

Police/Home Office

£3,000

Pending
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Agenda Item 13 - Credit Card

REPORT

Credit Card Limit
To consider a proposal to increase the limit on the Council’s
Government Procurement Credit Card
For:

Council

Date:

Monday 7 March 2022

Version: 1.0
Author: Helen Perry – Town Clerk

1. Background
The Town Council has a Government Procurement credit card with Barclaycard, with a credit
limit of £1,000. The statement date for the account is the 2 nd of the month, with the card being
settled in full by direct debit on the 16th of the month.

2. Discussion
At various times of the year, especially around large Town events, we have encountered an
issue where, there has been insufficient funds available on the credit card, and many
businesses will no longer issue pro forma invoices to enable the payment to be made by bank
transfer.

3. Recommendation
That the Town Council agrees an increase of £500 in the credit limit of the procurement card
taking the limit to £1,500.

4. Appendices
None

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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Agenda Item 14 - Insurance

REPORT

Insurance Policy
For:

Council

Date:

Monday 7 March 2022

Version: 1.0
Author: Helen Perry – Town Clerk

1. Background
The Town Council’s insurance policy is with Zurich Municipal and is about to enter the final year
of a three-year agreement.

2. Discussion
The Town Council’s policy covers the period 25 March to 24 March each year, the renewal
figure is as follows:
Insurance Policy

3,493.69

Inspection Contract

328.63

Total

3,822.32

Vat

65.73 (inspection contract only)

Tax

419.25 (insurance premium tax IPT)

Total Payable

4,307.30

3. Recommendation
That the expenditure of £4,307.30 be approved for the renewal of the insurance policy for the
third and final year of the current contract.

4. Appendices
a) Public Liability
b) Employer’s Liability

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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To Whom It May Concern
Name of Insured:

Penryn Town Council

This is to confirm that Penryn Town Council have in force with this Company
until the policy expiry on 24th March 2023 insurance incorporating the following
essential features:
Zurich Municipal is a
trading name of Zurich
Insurance plc. A public
limited company
incorporated in Ireland.
Registration No. 13460.
Registered Office: Zurich
House, Ballsbridge Park,
Dublin 4, Ireland. UK
Branch registered in
England and Wales
Registration No.
BR7985. UK Branch
Head Office: The Zurich
Centre, 3000 Parkway,
Whiteley, Fareham,
Hampshire PO15 7JZ.
Zurich Insurance plc is
authorised and regulated
by the Central Bank of
Ireland. Authorised by
the Prudential
Regulation Authority and
with deemed variation of
permission. Subject to
regulation by the
Financial Conduct
Authority and limited
regulation by the
Prudential Regulation
Authority. Details of the
Temporary Permissions
Regime, which allows
EEA-based firms to
operate in the UK for a
limited period while
seeking full
authorisation, are
available on the
Financial Conduct
Authority’s website. Our
FCA Firm Reference
Number is 203093.
Communications may be
monitored or recorded to
improve our service and
for security and
regulatory purposes

Policy Number:
Renewal Date:
Limits of Indemnity:

YLL-272002-2493
25th March 2023
Public Liability:

£10,000,000 minimum*
any one event
Products Liability: £10,000,000 minimum*
for all claims in the
aggregate during and one
period of insurance
Pollution Liability: As per Products Liability
Employers’ Liability: £10,000,000 any one event inclusive
of costs
Official’s Indemnity: As below

*Please refer to your Policy Schedule for your exact Limit of Indemnity

Zurich’s Public Liability cover includes financial loss for your councillors. We
indemnify them in respect of all sums which you may become legally liable to pay
as damages and claimants costs and expenses for financial loss arising as a result of
a negligent act or accidental error or omission, alleged or committed.
Whilst other insurers will offer separate officials indemnity; we feel our Public
Liability cover offers a bespoke solution for the needs of Parish and Town Councils
Excess:
Public Liability/Products Liability/Pollution Liability:

Employers’ Liability:

£100 each and every claim in respect
of Third Party Property Damage
Nil any one claim

Indemnity to Principals
Covers include a standard Indemnity to Principals Clause in respect of contractual
obligations.
Full Policy
The policy documents should be referred to for details of full cover.
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Certificate of Employers’ Liability Insurance(a)
(Where required by regulation 5 of the Employers’ Liability (Compulsory
Insurance) Regulations 2008 (the Regulations), a copy of this certificate must be
displayed at all places where you employ persons covered by the policy or an
electronic copy of the certificate must be retained and be reasonably accessible to
each employee to whom it relates).
Policy No.
1. Name of policyholder

YLL-272002-2493
Penryn Town Council

2. Date of commencement of
insurance policy

25/03/2022

3. Date of expiry of
insurance policy

24/03/2023
We hereby certify that subject to paragraph 2:

Zurich Municipal is a trading
name of Zurich Insurance
plc. A public limited company
incorporated in Ireland.
Registration No. 13460.
Registered Office: Zurich
House, Ballsbridge Park, Dublin
4, Ireland. UK Branch
registered in England and
Wales Registration No.
BR7985. UK Branch Head
Office: The Zurich Centre, 3000
Parkway, Whiteley, Fareham,
Hampshire PO15 7JZ.
Zurich Insurance plc is
authorised and regulated by the
Central Bank of Ireland.
Authorised by the Prudential
Regulation Authority and with
deemed variation of permission.
Subject to regulation by the
Financial Conduct Authority and
limited regulation by the
Prudential Regulation Authority.
Details of the Temporary
Permissions Regime, which
allows EEA-based firms to
operate in the UK for a limited
period while seeking full
authorisation, are available on
the Financial Conduct
Authority’s website. Our FCA
Firm Reference Number is
203093.
Communications may be
monitored or recorded to
improve our service and for
security and regulatory
purposes

1. The policy to which this certificate relates satisfies the requirements of the relevant law
applicable in Great Britain, Northern Ireland, the Isle of Man, the Island of Jersey, the
Island of Guernsey and the Island of Alderney (b)
2. (a) the minimum amount of cover provided by this policy is no less than £5 million (c)
Signed on behalf of Zurich Insurance plc (Authorised Insurer).
Signature

Tim Bailey
Chief Executive Officer of Zurich Insurance plc, UK Branch
Notes
(a) Where the employer is a company to which regulation 3(2) of the Regulations applies,
the certificate shall state in a prominent place, either that the policy covers the holding
company and all its subsidiaries, or that the policy covers the holding company and all its
subsidiaries except any specifically excluded by name, or that the policy covers the holding
company and only the named subsidiaries.
(b) Specify applicable law as provided for in regulation 4(6) of the Regulations.
(c) See regulation 3(1) of the Regulations and delete whichever of paragraphs 2(a) or 2(b)
does not apply. Where 2(b) is applicable, specify the amount of cover provided by the
relevant policy.
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Agenda Item 15 - Investment

POLICY

Investment Strategy Policy

Amended and Adopted: Monday 1 February 2021
Reviewed: Monday 7 March 2022

www.penryn-tc.gov.uk

• townclerk@penryn-tc.gov.uk • 01326 373 086
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Penryn Town Council

Investment Strategy Policy

Table of contents
1. Introduction .............................................................................................. 3
2. Investment Objectives ............................................................................. 3
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5. Non-specified Investments ...................................................................... 4
6. Liquidity of Investments .......................................................................... 4
7. Long-term Investments ............................................................................ 4
8. End of Year Investment Report ............................................................... 4
9. Review and Amendment of Regulations ................................................ 4

POLICY
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Penryn Town Council

Investment Strategy Policy

1. Introduction
Penryn Town Council acknowledges the importance of prudently investing the temporarily
surplus funds held on behalf of the community.
This Policy is reviewed under guidance issued by the Ministry of Housing, Communities and
Local Government in 2018 Statutory Guidance on Local Government Investments (3rd Edition)

2. Investment Objectives
The Council’s investment priorities are the security of reserves and liquidity of its investments.
The Council will aim to achieve the optimum return on its investments commensurate with
proper levels of security and liquidity.
All investments will be made in sterling.
The Department for Communities and Local Government maintains that borrowing of monies
purely to invest, or to lend and make a return, is unlawful and this Council will not engage in
such activity.
Where external investment managers are used, they will be contractually required to comply
with the Policy.

3. Policy
The Town Council shall diversify its reserves between multiple relatively highly rated UK banks
and/or building societies. Preference will be given to the use of Green and Ethical Banks,
subject to satisfactory risk reviews.
The Town Council shall retain a minimum of four months estimated expenditure in current and
deposit account giving immediate access.
A significant percentage of the Council’s reserves shall be placed in interest bearing deposits
such as a Fixed Term Deposit.
To retain liquidity Fixed Term Deposits should be placed with phased end dates.
Investments shall be decided and placed by the Town Clerk & Responsible Finance Officer
following a due diligence exercise.

4. Specified Investments
Specified Investments are those offering high security and high liquidity, made in sterling and
with a maturing of no more than a year. Such short-term investments made with the UK
Government or a local authority or Town or Parish Council will automatically be Specified
Investments.
POLICY
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Penryn Town Council

Investment Strategy Policy

For the prudent management of its treasury balances, maintaining sufficient levels of security
and liquidity, the Council will use:
•
•

Deposits with banks, building societies, local authorities or other public authorities
The debt management agency of HM Government

5. Non-specified Investments
These investments have greater potential risk – examples include investment in the money
market, stock and shares.
Given the unpredictability and uncertainties surrounding such investments, the Council will not
use this type of investment.

6. Liquidity of Investments
The Finance Officer in consultation with the Responsible Finance Officer will determine the
maximum periods for which funds may prudently be committed so as not to compromise
liquidity.

7. Long-term Investments
Long term investments are defined in the Guidance as greater than 36 months.
The Council does not currently hold any long-term investments.

8. End of Year Investment Report
At the end of the financial year, the Finance Officer will report on investment activity to the
Council.

9. Review and Amendment of Regulations
The Policy will be reviewed annually. The annual strategy for the coming financial year will be
prepared by the Finance Officer and presented for approval at a Council meeting.
The Council reserves the right to made variations to the Policy at any time, subject to the
approval of the full Council. Any variations will be made available to the public.

POLICY
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Agenda Item 17 - Unreasonable Behaviour Policy

POLICY

Unreasonable Customer Behaviour Policy

Draft Presented to Council: Monday 7 March 2022 / Version 1.0
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Penryn Town Council

Unreasonable Customer Behaviour Policy

Table of contents
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Penryn Town Council

Unreasonable Customer Behaviour Policy

1. Purpose of the Policy
The aim of this policy is to help customers and staff to understand how the Council manages
unreasonably persistent and unreasonable behaviour by customers. It gives clear guidance as
to the definition of unreasonable behaviour and explains what actions staff should take when
presented with such behaviour or when they receive unreasonable or vexatious requests for
information. This Policy will apply to Penryn Town Council and has been based on guidance
issued by the Local Government and Social Care Ombudsman (LGSCO) and the Information
Commissioner’s Office (ICO).

2. Summary
Dealing with correspondence from customers, a complaint or information requests is usually a
straightforward process. However, in a minority of cases, people pursue correspondence in a
way that can impede the investigation of their complaint or can have significant resource
implications for the Council. This policy has been formulated to deal with the small number of
customers who make it necessary for special arrangements to be made. It should be noted that
with regards to requests for information there are differences between Freedom of Information
(FOI) and non-FOI related cases and these are outlined later, although the general principles
below apply to both instances.
When referencing FOI in this Policy, this also applies to Environmental Information Regulation
(EIR) requests. Requests that relate to the environment, land or property fall under the EIR
regime rather than FOI but are dealt with in a similar manner. Requests for personal
information may fall under the General Data Protection Regulation (GDPR) which are dealt with
separately.
We always aim to deal with any correspondence or complaints in a way which is open, fair and
transparent and we will always ensure that complaints, or requests for information are dealt with
impartially. We have developed this policy so that people who complain and the staff who
manage those complaints understand what to do if people start to behave unreasonably.

3. Background
We do not normally limit the contact people have with us. Whether they are complaining,
making a request for service, a FOI request or seeking help and guidance, we are committed to
dealing with all requests fairly and impartially and to providing a high quality of service. We are
keen to resolve any dispute and/or complaint as early as possible.
Occasionally, the behaviour of some customers can make it very difficult for us to deal with their
concerns. In a small number of cases the actions of some customers become unacceptable
because they involve abuse or violence and aggression to staff or other people. When this
happens, we have a duty to take appropriate steps to limit the customers contact with the
Council. On other occasions we have to consider whether a customer’s actions are having an
POLICY
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impact on our ability to do our work and to provide a service to others. Such actions can occur
either while the complaint is being investigated, or once we have completed the investigation.
We understand that people sometimes feel frustrated about matters, but we will not tolerate
behaviour which we deem to be unacceptable, threatening, abusive or unreasonably persistent
towards staff or Councillors or imposes such a burden on the council that it is an unreasonable
drain on our resources.

4. Scope
We define unreasonably persistent and unreasonable customers, referred to as Vexatious or
Manifestly Unreasonable under FOI/EIR and Manifestly Unfounded under GDPR, as those
customers, who because of the frequency or nature of their contacts with us, hinder our
consideration of their or other people’s issues or complaints.
These are generally covered under 2 key areas:•
•

customers who feel that the Council has not dealt with their issue, complaint or
information request properly and are not prepared to leave it there; and
customers who may have a justified dispute, complaint, information request or grievance,
but these are either being pursued in inappropriate ways, or customers may be intent on
pursuing the issue which appears to have no substance, or which may have already
been investigated and determined. Their contacts with the Council may be amicable but
still place very heavy demands on employee time, or they may be very emotionally
charged and distressing for all involved.

Sometimes a situation between the Council and a customer can escalate and the behaviour
moves from being unreasonable and unreasonably persistent to behaviour which is
unacceptable, for example, abusive, offensive or threatening behaviour. The Council is
committed to ensuring that disruptive and abusive customers within its premises are managed
in an appropriate and consistent manner, which provides a safe and pleasant environment,
conducive to the effective access to and use of Council resources and services.
Any decision resulting from the use of the policy normally applies to the nature of the dispute,
complaint or subject matter and not to the customer themselves. However, it is very likely that
the customer’s previous behaviour will have some bearing on how to proceed with unrelated
future correspondence or contact with the Council, particularly where there has been an
element of extreme behaviour or verbal abuse. The Council aims to provide a safe workplace
for all staff, contractors and visitors to Council premises. The Council operates a zero-tolerance
policy towards any harm, abuse or threats directed towards staff, and any behaviour which may
be deemed disruptive or constitutes a criminal offence. Any conduct of this kind will be dealt
with under our duty of care and occupational health and safety responsibilities.
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It should be noted that it is not the substance of the complaint or information request that should
be considered when this policy is used as there are routes that a customer can follow if they
consider that the council has not resolved a matter to their satisfaction. The policy considers if
the contact itself is unreasonably persistent, or in the case of information requests, vexatious or
unreasonable.

5. Examples of unreasonable behaviour and actions
The following is a list of some of the actions and behaviours which may be deemed as
unreasonable, unreasonably persistent, or vexatious/manifestly unreasonable under FOI/EIR.
The list is by no means exhaustive and is designed to give an indication of the type of behaviour
that is considered to be unreasonably persistent:•

Refusing to specify the grounds of a dispute and/or complaint, despite offers of
assistance from Council employees;

•

Refusing to co-operate with the complaints investigation process while still wishing their
complaint to be resolved;

•

Refusing to accept that certain issues are not within the scope of the Council’s
complaints procedure;

•

Insisting on the dispute and/or complaint being dealt with in ways which are
incompatible with the Council’s adopted complaints procedure or with good practice;
Making unjustified complaints about employees who are trying to deal with the issues,
and seeking to have them replaced or harbouring personal grudges;

•
•

Changing the basis of the complaint as the investigation proceeds;

•
•

Denying or changing statements made at an earlier stage;
Introducing trivial or irrelevant new information at a later stage;

•

Raising numerous, detailed and unimportant questions and insisting they are all fully
answered;

•

Covertly recording meetings and conversations without the prior knowledge and
consent of other persons involved;
Submitting falsified documents from themselves or others;

•
•

Adopting a ‘scattergun’ approach: pursuing parallel disputes and/or complaint(s) on the
same issue with a variety of officers, departments or services;

•

Making unnecessarily excessive demands on the time and resources of employees
whilst a dispute and/or complaint is being looked into. Making excessive telephone
calls or sending emails to numerous Council employees, writing lengthy complex letters
every few days and expecting an immediate response;

•

Submitting repeat complaints or information requests after the complaints/information
request process has been completed about the same issue(s) or with minor
additions/variations which the customer insists make these a ‘new’ dispute and/or
complaint;
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•

Being abusive or using aggressive language;

•

Rejecting attempts by the Council to assist and advise and showing no willingness to
engage with Council officers;

•
•
•

Explicitly stating that it is their intention to cause disruption to the Council;
Refusing to accept the decision; repeatedly arguing points with no new evidence;
Using other family members or membership of a group or body to attempt to re-open a
complaint already pursued by a complainant or to try to further requests or complaints
already pursued or;
Frequently using public questions at a meeting of the Council to pursue a complaint or
information requests; or

•
•

Combinations of some or all of the above.

6. What actions can be taken to stop or limit behaviour?
The actions we take will depend upon the nature and extent of the behaviours that are shown in
this policy. Any violence or aggression that is demonstrated towards staff, Officers or
Councillors, is dealt with under different provisions. Any action taken should be appropriate and
proportionate to the nature and frequency of the customer’s contacts with the Council. If the
contact and its persistence adversely affects the Council’s ability to do its work, is
disproportionally resource intensive and/or adversely affects the Council’s ability to provide a
service to another, the Council may need to address their behaviour in the following ways.
•

Initially the customer may be sent a letter which will explain that their conduct is
becoming a concern. The letter will ask that the behaviour exhibited is moderated and
will suggest, where appropriate, that a single point of contact is used to contact the
Council and will set out who this will be.

Should this request not be heeded there are 2 stages which must be followed for a customer to
be made unreasonably persistent or their unreasonable behaviour recognised as such.
Stage 1 (prior warning)
If the customer ignores the initial letter and is deemed to be unreasonably persistent or
demonstrating unreasonable behaviour, the Town Clerk will issue a prior warning letter,
including the following points:
•

A further explanation of why the customer’s behaviour is deemed unacceptable;

•

An offer of a meeting, if deemed appropriate by the Council, with an Officer from the
Council to try and resolve the dispute / complaint / issue and explain to the customer
why their behaviour is unacceptable;
Advising of a named officer/point of contact for any further correspondence;

•
•

POLICY
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Referencing and including a copy of the Unreasonable Customer Behaviour policy.

Any arrangements for limiting a customer’s contact must take account of the customer’s
individual circumstances. However, such actions may include blocking a customer’s email
address, denying the customer the ability to email the Council and/or refusing to take telephone
calls from the customer.
Should such action be necessary the customer’s name will be added to the Council’s register as
having been sent a prior warning letter.
Stage 2 (full implementation of the policy)
•

Full implementation of the policy will be undertaken by the Town Clerk, or nominated
representative, in liaison with the Council on the provision of the following being
undertaken and recorded;

•

Before the policy can be fully implemented, the Town Clerk, or their nominated
representative, must be satisfied that the customer is behaving in an unreasonable or
persistent manner (as per the policy), that the complaint / issue / dispute has been
dealt with properly and in accordance with this policy.

•

Once satisfied, the Town Clerk, or their nominated representative will take a report
(factual and unbiased) to the Council detailing a history of the dispute / complaint, the
reasons why the customer’s behaviour is felt to be unreasonable or persistently
unreasonable, a log of contact with the customer (to include dates, times and nature
of contact) and any other related information which is of relevance. The role of the
Council is to consider if the customer’s contact with the Council is unreasonably
persistent, it will not examine the complaint overall.

•

If the Council takes the decision to make the customer unreasonably persistent, the
Town Clerk, or their nominated representative will write to the customer advising them
of this, explaining how long the restrictions will remain in place and what the customer
can do to have the decision reviewed;
Should a customer who has been declared unreasonably persistent raise new issues
or complaints, these will be reviewed on their own merits and consideration given to
any restrictions on the customer which have previously been applied before the new
issues are processed.

•

•

The customer will be added to the Council’s register as being declared by the Council
as a persistent complainant, also ensuring relevant staff, Officers and Councillors are
made aware.

7. What happens if a customer continues to contact the Council?
A named Officer/Councillor should be appointed to deal with and review any future
correspondence or contact from the customer. When reviewing any future correspondence, the
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Officer/Councillor should consider whether this relates to an existing issue or whether it is a new
concern.
Where a customer continues to contact us about an existing issue to which this policy has been
applied but provides no further new evidence to support their complaint, no further action should
be taken on the issue and a letter will be sent to the complainant advising of this and then no
further correspondence will be entered into.
If a customer raises a new complaint or provides further new evidence to support their existing
complaint, the Town Clerk, or their nominated representative will make a decision as to how this
will be dealt with and whether any existing restrictions (as per this policy) are still appropriate.
If a customer’s behaviour becomes abusive or threatening, we may take the decision to inform
the police.
Customers should not seek to circumvent this policy by asking someone else who is connected
to them, such as a family member, someone of close association, advocate, or use membership
of a group or body to submit the same or identical complaints on their behalf. Should we
consider that someone is acting in place of or with a declared unreasonably persistent
complainant, the customer who has submitted the duplicate complaint will be treated in the
same manner.
Should a customer seek to circumvent this policy by contacting their local MP or Cornwall
Councillor, we will engage with the MP or Cornwall Councillor, and we will ask that they assist
us in maintaining the customer’s status, subject to their own investigations into the matter.
The ability for customers who are declared unreasonably persistent to ask questions during the
public question sessions of Council or Committees of the Council will be considered on a caseby-case basis by the Town Clerk in accordance with the Council Procedure Rules.
Further, should a customer to whom the Policy has been applied, continue to act in breach of
this policy, Councillors have the right to not reply or respond to this communication without this
being considered as a breach of the Code of Conduct for Councillors.

8. What can a customer do to challenge the Council’s decision?
If a customer is unhappy with the decision the Council has taken under this policy or is unhappy
with how they have been treated, they may make a complaint to the LGSCO about how they
have been treated or they are free to seek their own independent legal advice.

9. How does the Council review the decision?
Where restrictions (in line with this policy) have been applied to a customer, they will normally
be in place for a year, but will be subject to a review at 6 months by the Town Clerk with the
customer being advised of this in writing.
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At the end of the restriction period, the Council will review the case; and the Town Clerk (or their
nominated representative) will write to the customer to advise them of the outcome of the
Council’s deliberations in writing. Where any restrictions are to continue, the customer will be
notified of this alongside an explanation of why and when the next review is scheduled to take
place.

10. Confidentiality, legal requirements and non-compliance
•

All personal data provided to the Council will be processed in accordance with GDPR and the
Data Protection Act 2018;

•

Any breach of the policy may result in the Council being referred to the LGSCO.

For FOI/EIR related cases (sections 11 – 14)
The following sections cover FOI/EIR cases where it is deemed that a request is Vexatious under
Section 14(1) of the Freedom of Information Act (FOIA) or Manifestly Unreasonable under regulation
12(4)(b) of the Environmental Information Regulations (EIRs).
The Council does not have to deal with requests that are vexatious under s14(1) of the FOIA.
However, s14(1) can only be applied to the request and not the requestor and there needs to be
careful consideration given as to whether the request is vexatious before it is classed as such.
Section 14(1) is designed to protect public authorities by allowing them to refuse any requests which
have the potential to cause a disproportionate or unjustified level of disruption, irritation or distress.
Court cases have recognised the need to protect council resources from unreasonable requests.
The Information Commissioner (ICO) sets out the following as indicators as to whether a request is
vexatious or not;
•

Abusive or aggressive language is used;

•
•

The requests are placing an undue burden on the authority;
The rests are part of a personal grudge;

•
•

The requests are unreasonably persistent;
The requestor is intransigent;

•
•

There are frequent or overlapping requests on the same issue;
The requests are designed to cause annoyance;

•

The requests require a disproportionate effort to fill; and

•

The requestor is using the information request route to pursue other complaints or
grievances against the council.

This is not something that is to be used only as a last resort but should be considered where it is
believed that the request is disproportionate or unjustified.
If you are in any doubt as to whether a request is vexatious you should contact the Corporate and
Information Governance Manager.
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11. What actions can be taken to stop or limit the behaviour?
Where it becomes apparent that the nature of a request or string of requests is potentially making a
request vexatious or manifestly unreasonable, consideration should be given to warning the
requestor that if they are to submit any further requests on the same issue, it is likely that these
requests will be deemed as vexatious under FOI or manifestly unreasonable under EIR.
Consideration will be given to a form of dialogue with the requestor having regard to the facts of each
matter and any specific history in relation to the issue.

12. What happens if a customer continues to contact the Council?
If a further request is received on the same or similar subject matter under FOI/EIR then a decision
will be taken by the Council that the request is vexatious/manifestly unreasonable and the requestor
will be informed of the decision, along with the reasons for the decision being taken. Only the request
itself can be considered vexatious and not the individual who submitted it. Therefore, any further
requests from the same requestor should be treated and assessed independently.
Where the time (or cost) of dealing with the request is the main issue, consideration will be given to
applying Section 12 of the FOIA or Regulation 12(4)(d) under the EIR where the time/cost of dealing
with a request is unreasonable and consideration given to asking the requestor to narrow down or
reduce the scope of the request to bring it within an appropriate time frame (18 hours under the
FOIA).
The requestor will then be added to the Council’s register of customers who have been made
vexatious as defined by this Policy, also ensuring relevant staff, officers/Councillors are made aware.
Customers should not seek to circumvent this policy by asking someone else who is connected to
them, such as a family member, someone of close association, MP, Cornwall Councillor or
advocate, or simply to submit the same or identical complaints on their behalf. Should we consider
that someone is acting in place of or with a declared unreasonably persistent complainant, the
customer who has submitted the duplicate complaint will be treated in the same manner.

13. What can a customer do to challenge the Council’s decision?
If a requestor is unhappy with the decision to make their information request vexatious/manifestly
unreasonable, they have the right to ask the Council to carry out an Internal Review. The case will
then be considered by an independent Senior Officer who will review the case and notify the
requestor of the decision. If following the Internal Review the requestor is still unhappy, they have the
right to contact the Information Commissioner’s Office (ICO) who will then decide on the evidence
supplied, whether to investigate the case.
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14. How does the Council review the decision?
Where a request has been made vexatious or manifestly unreasonable, no further requests to
similar matters raised will be considered within a 12-month timeframe. Any new request will be
reviewed within this timeframe and a decision will be taken as to whether this is a new request (and
dealt with as a fresh request) or falls within the subject matter made vexatious/manifestly
unreasonable.

15. Dealing with requests that are manifestly unfounded or excessive
A request for personal information made under subject access granted by GDPR can be refused if it
is considered that it is manifestly unfounded or excessive.

16. What does manifestly unfounded mean?
A request may be manifestly unfounded if:
•

•

the individual clearly has no intention to exercise their right of access. For example, an
individual makes a request, but then offers to withdraw it in return for some form of benefit
from the organisation; or
the request is malicious in intent and is being used to harass an organisation with no real
purposes other than to cause disruption.

For example:
•

the individual has explicitly stated, in the request itself or in other communications, that they
intend to cause disruption;

•
•

the request makes unsubstantiated accusations against you or specific employees;
the individual is targeting a particular employee against whom they have some personal
grudge; or
the individual systematically sends different requests to you as part of a campaign, e.g., once
a week, with the intention of causing disruption.

•

This is not a simple tick list exercise that automatically means a request is manifestly unfounded.
You must consider a request in the context in which it is made, and you are responsible for
demonstrating that it is manifestly unfounded.
Also, you should not presume that a request is manifestly unfounded because the individual has
previously submitted requests which have been manifestly unfounded or excessive or if it includes
aggressive or abusive language.
The inclusion of the word “manifestly” means there must be an obvious or clear quality to it being
unfounded. You should consider the specific situation and whether the individual genuinely wants to
exercise their rights. If this is the case, it is unlikely that the request will be manifestly unfounded.
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17. What does excessive mean?
A request may be excessive if:
•
•

it repeats the substance of previous requests and a reasonable interval has not elapsed; or
it overlaps with other requests.

However, it depends on the particular circumstances. It will not necessarily be excessive just
because the individual:
•

•

requested a large amount of information, even if you might find the request burdensome.
Instead, you should consider asking them for more information to help you locate what they
want to receive;
wanted to receive a further copy of information they have requested previously. In this
situation a controller can charge a reasonable fee for the administrative costs of providing this
information again and it is unlikely that this would be an excessive request;

•

made an overlapping request relating to a completely separate set of information; or

•
•

previously submitted requests which have been manifestly unfounded or excessive.
when deciding whether a reasonable interval has elapsed you should consider:

•
•

the nature of the data – this could include whether it is particularly sensitive;
the purposes of the processing – these could include whether the processing is likely to
cause detriment (harm) to the requester if disclosed; and
how often the data is altered – if information is unlikely to have changed between requests,
you may decide you do not need to respond to the same request twice. However, if you have
deleted information since the last request you should inform the individual of this.

•

18. Refusal to comply with a request
Where the Council is refusing to comply with a request, you must inform the individual without undue
delay and within one month of receipt of the request of:
•
•

the reasons you are not taking action;
their right to make a complaint to the ICO or another supervisory authority; and

•

their ability to seek to enforce this right through a judicial remedy.

You should also provide this information if you request a reasonable fee or need additional
information to identify the individual.
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Customer acting as unreasonable, or, unreasonably persistent

For non-FOI related cases
Town Clerk to investigate whether
customer is unreasonably persistent

For FOI related cases

Town Clerk makes decision if
vexatious/manifestly
unreasonable

Town Clerk discusses with Council

Customer identified as unreasonably
persistent and prior warning letter (stage
1) issued, asking customer to limit their
behaviour and single point of contact
identified

Consideration given whether to
answer requests in this instance,
but to advise that any future
requests will be classed as
vexatious

If customer continues to be
unreasonable, Town Clerk to seek further
guidance from Council

Consideration given to invoking the
wider unreasonably persistent policy
(follow non-FOI process)

Explanation of decision to customer

Requestor informed that request is
vexatious, along with any further
requests on the same subject

Council review case and take a decision
as to whether or not to make customer
unreasonably persistent

Customer is made unreasonably
persistent for a period of 12 months
(reviewed after 6 months). At the end of
the 12-month period, the case will be
reviewed by the Standards Committee
and the customer informed of the
outcomes.

Customer added to the Council’s
unreasonable/vexatious list
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Unreasonable persistent policy
also invoked if appropriate

No further request on the same
subject will be considered within 12
months, but unrelated requests
from the requestor will be

Report to next Standards Committee
to inform of any new vexatious
customers
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REPORT

Planning Committee Membership
To consider a proposal to reduce the membership of the planning
committee in the new civic year.
For:

Council

Date:

Monday 7 March 2022

Version: 1.0
Author: Helen Perry – Town Clerk

1. Background
Section 101 of the Local Government Act 1972 allows local Councils to appoint one or more
Committees or Sub-Committees to discharge any of its functions. The Town Council has three
standing committees Planning, Staffing and Events. The Town Mayor and Deputy Town Mayor
are ex officio on all committees.

2. Discussion
The Town Council has resolved that all sixteen members of the Council will be members of the
planning committee, usually committees will have few members than the whole of the Council.
A proposal has been put forward to reduce the membership of the planning committee in the
new civic year i.e. following the Annual Meeting of the Council.
A suggestion has been made to reduce the Planning Committee to ten members (including the
Mayor and Deputy as ex officio). Based on a quorum being a third of all members, rounded up,
the quorum for a planning committee of ten members would be four members.

3. Recommendation
That the Council considers the proposal to reduce the membership of the Planning Committee
from the new civic year.

4. Appendices
None
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1. Annual Leave Entitlement
The Council takes a positive view on work/life balance issues and believes that employees
should take responsibility for regularly taking annual leave to ensure their own health, safety
and wellbeing.
The annual leave year is from 1 April to 31 March.
The minimum paid annual leave entitlement is 22 days, rising to 25 days after five years’
continual local government service. For clarification, if an employee has transferred from
another Council, the date the employee commenced their previous employment will be used for
the purpose of calculation annual leave entitlement.
Employees are entitled to two extra statutory holidays per year, the timing of these will be
decided by Council. Part-time employees will be entitled to leave on a pro-rata basis.
Employees who join and/or leave the Council during the annual leave year will receive a holiday
entitlement proportionate to their completed service within the leave year.
In the event of an employee leaving the Council, any excess leave taken above their entitlement
will be deducted from their final wage payment, any leave entitlement not taken will be paid in
their final salary.

2. Bank and Public Holidays
All employees are entitled to be paid for bank and public holiday.
The Council currently recognises eight bank holidays during the year, these are:
•
•

New Year’s Day
Good Friday

•
•
•

Easter Monday
May Day
Whit Monday

•

August Bank Holiday

•

Christmas Day

•

Boxing Day

Part-time employees have a pro-rata entitlement to bank/public holiday leave.
The Council will also recognise additional bank holidays as notified by the Government.

3. Carry Over of Annual Leave
All annual leave should be taken during the year that it is accrued.

POLICY

Page 3 of 5

Agenda Pack Page 66 of 77

Penryn Town Council

Annual Leave Policy

In exceptional circumstances – some leave may be carried over to the next leave year with the
written permission of the Chairman of the Staffing Committee.

4. Timing of Annual Leave
Requests for annual leave should generally not be made more than 12 months in advance of
the planned leave.
The maximum single period of leave, under normal circumstances will be two weeks, longer
periods of leave will be considered.
To reduce the operational impact on the Town Council, single days’ annual leave should be
kept to a minimum.
Annual leave should be planned over the year and not ‘saved’ until the end of the financial year.
The Council (in some years) may require employees to retain annual leave for use during a
period of Council/office closure e.g. Christmas period. Employees will be notified at the start of
the leave year of any closure periods. The maximum number of days an employee may be
asked to retain is five.
Every effort will be made to accommodate requests for annual leave. All annual leave must be
approved by the Town Clerk.
Where multiple requests are received for leave for employees working in the same areas, it may
not be possible to approve all requests. In such circumstances, approval will be granted on
when the request was received. In subsequent years where employees request the same
period a rota arrangement will be applied.
The operational needs of the Council will be given priority over any annual leave requests.
Any amendments to annual leave will need to be resubmitted to the Town Clerk for approval.

5. Unapproved Leave
Any leave taken without the prior approval of the Town Clerk will be classified as unauthorised.
This may result in disciplinary action being taken, and pay being withheld, subject to the
outcome of the disciplinary action.

6. Procedure for Requesting/Approval for Annual Leave
All requests for annual leave should be submitted to the Town Clerk using the Annual Leave
Request Form.
The needs of the Council must be taken in to consideration prior to any annual leave being
approved.
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Employees should not commit themselves to leave plans, prior to the request for annual leave
being approved. The Council will not accept any responsibility for loss of deposits.
If leave is refused the Town Clerk will notify staff as soon as possible, but no later than 7 days.
Approved annual leave should be reported to the Finance Officer, to enable the dates to be
recorded in the payroll package.

7. Disputes
If an employee wishes to make a complaint, regarding the implementation of the policy, they
should follow the Council’s Grievance Procedure.
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1. Introduction
The success of this Council is founded on the skills, energies, and commitment of its
employees. Many, on occasions, are required to work outside what are considered ‘core’ hours
of work or beyond their contracted hours in order to meet the needs of the service. Without this
goodwill and adaptability, it would be impossible to provide a responsive service or cope with
work demands.
However, the Town Council also recognises its duty to protect the health and safety of its staff
by ensuring that they do not work too many hours and that they are recompensed by taking time
off in lieu (TOIL) for any extra time that they do have to work. This policy seeks to set out both
a definition of the TOIL system and some guidelines for its implementation.

2. Definition
Lieu time is time off which you are allowed to take in lieu of (i.e., instead of) overtime pay for
hours worked beyond the working day (i.e., evenings and weekends). Under no circumstances
can overtime be paid other than in time off, and all references to ‘overtime’ in this document
mean unpaid overtime.
TOIL allows staff to respond flexibly to unexpected service or personal needs as well as
respond to the occasional need to vary the timings of service provision, such as irregular
weekend events or seminars.
For example, if a meeting occurs during lunch time, or there is a need to work after or before
normal working hours to complete an urgent report or to attend a meeting, this time is logged
and taken back within an agreed timeframe. However, all staff must have at least a 20-minute
break if they work for six hours or more.
In addition, if a staff member has an unexpected commitment in their personal life, time off can
be agreed and made up at a later date.

3. General Principles
TOIL is not a tool to be used to accrue time to enable extra days leave to be taken. Most duties
should be carried out as part of normal contractual working hours.
TOIL is an exceptional rather than a routine occurrence. It is to ensure that when staff attend
meetings, conferences or events that extend beyond normal working hours, this time can be
taken back. It also allows for staff to respond to crises in their personal lives.
TOIL should not result in changes to normal working arrangements, for example, every Friday
afternoon becoming a ‘TOIL’ afternoon, or working through lunch times and leaving work early
each day.
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The scheme must be utilised in the best interests of effective service provision. This requires
cooperation between staff to ensure adequate cover is provided as necessary.
Some staff may be excluded by the nature of their workload, or variations agreed for operational
reasons.
The success of the scheme is based on trust. Any member of staff who is found to have
abused the TOIL scheme may have it withdrawn and be subject to disciplinary action up to and
including dismissal.

4. Rules on Accruing and Taking T.O.I.L.
Staff must agree with managers any time to be worked outside of normal working hours in
advance. If this is not practical for any reason, staff must contact the Town Clerk as soon as
possible afterwards.
Staff must obtain the Town Clerk’s approval before taking any TOIL, in the same way that
annual leave is approved.
Employees will be responsible for completing their own TOIL recording sheet. This will be kept
by the employee, signed and passed to the Town Clerk for agreement at each credit/debit. The
recording sheet should be readily available for the Town Clerk to see at any time.
Staff will not accrue more than twenty hours TOIL at any one time, except in exceptional
circumstances and with prior consent of the Town Clerk. Lieu time accrued above this limit will
be considered lost.
Existing procedures will remain for all other authorised absences, such as annual leave,
sickness, or compassionate leave.
On termination of employment, all TOIL must be at a zero balance. Employees will not be paid
in lieu of accrued TOIL which has not been taken by the final date of employment. Any such
accrued TOIL will be lost.
Time off must be equal to time actually worked: i.e., there is no provision for time-and-a-half,
double time, etc.
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1. Background
This policy sets out Penryn Town Council’s policy for flag flying.
Flags are traditionally flown by the Town Council for a variety of reasons; to show allegiance,
support, or respect or to celebrate.
Penryn Town Council has one flagpole situated in the Memorial Gardens, Quay Hill.

2. The Union Flag
The Union Flag will be flown on the following dates:
•

6 February – Her Majesty’s Accession

•
•

1 March – St David’s Day
17 March – St Patrick’s Day

•
•
•

21 April – Birthday of Her Majesty the Queen
23 April – St George’s Day
2 June – Coronation Day

•
•

June – Official Celebration of Her Majesty’s Birthday (date varies each year)
June – Armed Forces Day (date varies each year)

•
•

November – Remembrance Sunday (2nd Sunday of the month)
11 November Armistice Day

•

14 November – Birthday of the Prince of Wales (heir apparent)

•

30 November – St Andrew’s Day

The Town Clerk in consultation with the Mayor and Deputy Mayor will have the discretion to fly
the Union Flag at other times, these include but are not exhaustive:
•
•

To celebrate and support sporting events of significance
In recognition of a royal visit (in consultation with the Lord Lieutenant)

•
•

In respect of a formal visit by another significant dignitary
A special event in the Town

•

Formal Town Council Civic occasions.

3. How should the Union Flag be flown?
The correct way for the Union Flag to be flown, is with the wider diagonal strip at the top lefthand side of the flag nearest the flagpole.
If additional flagpoles are erected in the future, the Union Flag must always be flown in the
‘Superior’ position.
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CORRECT

INCORRECT

4. Flying Flags at Half Mast
Half-mast means the flag is flown two-thirds of the way up the flagpole, with at least the height
of the flag between the top of the flag and the top of the flagpole.
When the flag is to be flown at half-mast, it should first be raised all the way to the top of the
mast, then lowered to half-mast position.
When a flag is being lowered from half-mast, it should again be raised to the top of the mast
before being fully lowered.

5. Occasions when Flags should be flown at Half Mast
Flags should be flown at half-mast on the following occasions (these cover Royal and national
mourning):
1.

2.

3.

4.

5.

6.

7.

From the announcement of the death until the funeral of the Sovereign, except on
Proclamation Day when flags are flown at full mast following the proclamation.
From the announcement of the death until the funeral of a member of the Royal Family
styled ‘Royal Highness’, subject to special commands from the Sovereign in each case
On the day of the announcement of the death and on the day of the funeral of other
members of the Royal Family, subject to special commands from the Sovereign in each
case.
The funerals of foreign rulers, subject to special commands from the Sovereign in each
case.
The funerals of prime ministers and ex-prime ministers of the United Kingdom, subject to
special commands of the Sovereign in each case
The funerals of first ministers and ex-first ministers of Scotland, Wales and Northern
Ireland, subject to special commands from the Sovereign in each case. Unless otherwise
commanded by the Sovereign, this only applies to flags in their respective countries.
Any other occasion where the Sovereign has given special command.
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Flags will also be flown at half-mast in the following circumstances:
•
•

Death of a Serving Town Councillor – the flag will fly at half-mast on the day of the
announcement of the death and on the day of the funeral.
At the discretion of the Town Clerk in consultation with the Mayor and Deputy Mayor, to
commemorate local civic and community dignitaries who have recently passed away.

6. Commonwealth Flag
The Commonwealth Flag will be flown on the following date:
•

March – Commonwealth Day (2nd Monday of the month)

7. St Piran’s Flag
The St Piran’s Flag will be flow on the following dates (except on days when the Union Flag
should be flown):
•

5 March – St Piran’s Day

•

6 June until 17 August – Prayer Book Rebellion

8. Town/Town Council Flag
The Town/Town Council flag will be the default flag flown when there is no other requirement.

9. Other Considerations
Flags will not be flown when there is a severe weather warning or any planned maintenance to
the flagpole.
Flags will only be erected by named volunteers, members of the Town Council or Town Council
staff.
One set of flags, along with a key to the flagpole will be kept by the named volunteer, a further
set of flags and key will be kept at the Town Council.
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