WYMONDHAM TOWN COUNCIL
SUMMONS TO ATTEND -NOTICE IS HEREBY GIVEN THAT
A MEETING OF THE TOWN COUNCIL is to be held on
TUESDAY 1¥ March 2022 at 7.00 pm in the

COUNCIL OFFICES
AGENDA
Chairman to ask if anyone wishes to record proceedings and if so to remind
those present that a set of guidelines have been adopted by the Council.
1 Apologies for absences
2 Presentation By Graham Peers (South Norfolk Council Tourism Officer)
followed by short Q&A session by Councillors.
3 Declarations of Interest A
4 To resolve that the minutes of the Council meeting held on 1% February B
2022 are a correct record.
5 To receive an update about progress of items from the last meeting of the
Council on 1* February 2022 / previous meetings.
1. To note the notes and confirm the recommendation of the New C
Cemetery Working Group meetings held on 25" January 2022. And
11% February 2022.
2. To note the notes of the Browick Road Recreation Ground Working | D
Group meeting held on 15% February 2022.
3. To note the notes and confirm the recommendations of the Council | E
Buildings, Health & Safety and Personnel working group meeting
held on 22" February 2022.
6 To note the minutes and ratify the decisions of the Finance & General F
Purposes Committee meeting held on 15" February 2022.
7 To confirm payment of monthly creditors — February 2022. G
8 Public Participation- members of the public may make representations, ask
or answer questions and give evidence in respect of the business on the
agenda below. In accordance with standing order 3 (f) this item is limited to
15 minutes unless directed by the Chairman of the meeting.
9 Town Co-ordinator — To formally establish or otherwise a formal Town
Co-ordinator role.
10 To formally approve a new Whistle-blower policy. H
11 To formally approve job descriptions following the review by the Councils | I
Building, Health & Safety and Personnel working group.
12 Representatives on Outside Bodies
1. To note resignation of Cllr. Halls — Lizard Trustees.
2. To appoint new Trustee — Lizard Trustees.
13 Annual Parish Meeting (26/4/22)— To note guest Speaker — Wymondham
Archive Group.
14 Meeting Room Access — Cllr. Carsok. J
15 Reports from County / District Councillors
16 Reports from representatives on outside committees
23rd February 2022
‘{ el

Trevor Gurney (Town Clerk)
Council Offices Ketts Park
Harts Farm Road
Wymondham
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DECLARATIONS OF INTEREST AT MEETINGS

When declaring an interest at a meeting Members are asked to indicate whether their
interest in the matter is pecuniary, or if the matter relates to, or affects a pecuniary
interest they have, or if it is another type of interest. Members are required to identify the
nature of the interest and the agenda item to which it relates. In the case of other
interests, the member may speak and vote. Ifitis a pecuniary interest, the member must
withdraw from the meeting when it is discussed. If it affects or relates to a pecuniary
interest the member has, they have the right to make representations to the meeting as a
member of the public but must then withdraw from the meeting. Members are also

requested when appropriate to make any declarations under the Code of Practice on
Planning and Judicial matters.

Have you declared the interest in the register of interests as a pecuniary interest? If Yes, you will
need to withdraw from the room when it is discussed.

Does the interest directly:
1. affect yours, or your spouse / partner’s financial position?
2. relate to the detemmining of any approval, consent, licence, permission or registration in
relation to you or your spouse / partner?
3. Relate to a contract you, or your spouse / partner have with the Council
4. Affectland you or your spouse / partner own
S. Affect a company that you or your partner own, or have a shareholding in

If the answer is “yes” to any of the above, it is likely to be pecuniary.

Please refer to the guidance given on declaring pecuniary interests in the register of interest
forms. If you have a pecuniary interest, you will need to inform the meeting and then withdraw
from the room when it is discussed. If it has not been previously declared, you will also need to
notify the Monitoring Officer within 28 days.

Does the interest indirectly affect or relate any pecuniary interest you have already declared, or
an interest you have identified at 1-5 above?

If yes, you need to inform the meeting. When it is discussed, you will have the right to make

representations to the meeting as a member of the public, but must then withdraw from the
meeting.

Is the interest not related to any of the above? If so, it is likely to be an other interest. You will
need to declare the interest, but may participate in discussion and voting on the item.

Have you made any statements or undertaken any actions that would indicate that you have a
closed mind on a matter under discussion? If so, you may be predetermined on the issue: you
will need to inform the meeting, and when it is discussed, you will have the right to make

representations to the meeting as a member of the public, but must then withdraw from the
meeting.

FOR GUIDANCE REFER TO THE FLOWCHART OVERLEAF.
PLEASE REFER ANY QUERIES TO THE MONITORING OFFICER IN THE FIRST INSTANCE



Pecuniary Interest

_J

Related pecuniary interest

Other Interest

DECLARING INTERESTS FLOWCHART - QUESTIONS TO ASK YOURSELF

|[ What matters are being discussed at the meeting?

!

A Have | declared it as a pecuniary interest?
OR

* employment, employers or businesses;

= [and or leases they own or hold
s contracts, licenses, approvals or consents

Do any relate to an interest | have?

B Does it directly affect me, my partner or spouse'’s financial position, in particular:

e« companies in which they are a director or where they have a shareholding of more
than £25,000 face value or more than 1% of nominal share holding

NO

l YES

The interest is pecuniary -
disclose the interest, withdraw
from the meeting by leaving
the room. Do not try to
improperly influence the
decision

The interest is related to a

interests. Disclose the

if you have not already
done so, notify the
Monitoring Officer to
update your declaration
of interests

h 4

pecuniary interest. Disclose YES Does the matter indirectly affects or relates to

the interest at the meeting. <« | apecuniary interest [ have declared, or a

You may make matter noted at B above?
representations as a member
of the public, but then NO
withdraw from the room

The interest is not pecuniary

nor affects your pecuniary YES . -

Have | declared the inferest as an

A

interest at the meeting. You
may participate in the
meeting and vote

You are unlikely to
have an interest. You

other interest on my declaration of
interest form? OR

Does it relate to a matter
highlighted at B that impacts upon
my family or a close associate?
OR

Does it affect an organisation | am

NO involved with or a8 member of? OR

A

do not need to do
anything further.

Is it 2 matter | have been, or have
lobbied on?




WYMONDHAM TOWN COUNCIL
MINUTES OF A TOWN COUNCIL
MEETING HELD ON TUESDAY 1* February 2022
in the Council Offices at 7.00 pm.

Councillors Present

S Nuri-Nixon P Broome K Hurn
K Cross P Hubble Y Astley
A Holden J Halls I Flatt

A James K Carsok R Elliott

Member(s) of the Public: 1

Councillor Hurn in the Chair

013/22

APOLOGIES FOR ABSENCE — Cllrs. Savage & Murrell.

014/22

DECLARATIONS OF INTEREST — None.

015/22

MINUTES OF MEETINGS Upon the proposition of Cllr. Broome and seconded
by Cllr. Halls the minutes of the meeting held on 4" January 2022 were
unanimously approved as a correct record.

016/22

PROGRESS UPDATES

e Council Buildings, Health & Safety & Personnel Working Group — notes
of their meeting held on 18" January 2022 were noted and their
recommendations ratified. The businesses data to be updated before
contact is made in order that replies can be considered before the work in
respect of the proposed Town Co-ordinator position is completed.

017/22

LEISURE ENVIRONMENT ENTERPRISE & TOURISM COMMITTEE
minutes of meeting held on 18th January 2022 were noted.

018/22

SUNDRY CREDITORS Upon the proposition of Cllr. Halls and seconded by ClIr.
Elliott it was resolved to pay accounts for January 2022, as per the submitted list
in the sum of £18,483.74 '

In compliance with financial regulations the Clerk tabled a list of salaries paid
from the wages account to the sum of £7,899.28

019/22

PUBLIC PARTICIPATION: None.

020/22

FARMERS MARKET COMMUNITY STALL Cllr. Elliott introduced his paper
to formalise a community stall on the Farmers Market. It was agreed that this
would be for none trading activities and would be free of charge with the emphasis
on Wymondham based organisations. The pitch would be published on the
Councils Facebook and web pages.

Upon the proposition of Cllr. Elliott and seconded by Clir. Cross it was
unanimously resolved that this council agrees that a single market stall, under the
Market Cross canopy, is made freely available for a local Wymondham charity or
community organisation for each Farmers’ Market, starting in February 2022.




021/22

REPRESENTATIVES ON OUTSIDE BODIES
o Resignation of Cllr. Elliott from Greening Wymondham was noted.
e Upon the proposition of Cllr. Elliott and seconded by Cllr. Holden it was
resolved to appoint Cllr. Carsok as the Councils representative to Greening
Wymondham.

022/22

REPORTS FROM COUNTY / DISTRICT COUNCILLORS

Norfolk County Council — Cllr. Hurn on behalf of Cllr. Savage.
e New recycling centre for Wymondham proposed for site at Spooner Row.
e A1l Northbound closed overnight 31/1/22-11/2/22 for road works

South Norfolk Council —Cllr. Halls
e Following flooding issues
o SNC propose to employ a Water Management Officer.
o Work has undertaken to identify ditches that should be maintained.

023/22

REPORTS FROM REPRESENTATIVES ON OUTSIDE BODIES
e (Clir. Holden -Allotment Association — Sheds broken into, and items stolen.
e C(Cllr. James — Wymondham Access Group — formally consultees re
Railway Station Access.
e ClIr. Halls — Lizard Trustees — has formally resigned.

[The meeting closed at 19.46 pm]

DATED hiS .evvvereeeeiieeeeeeieeeneieeaennns AAY OF <o 2022




ZZ0z Aenuer 1sLe

uewieys Aindsq ey T e
vl ERY'RL 1Z'GRI'L 88'6LZ' VL G9'B0S°2
0448 08'L 06'GE (01014 Aoss|g -1s3 Aoujoeig pI7 SB9 [Bl2JallWioD Jamodn
9G°LLL BS'BL PASA) 0ZEy aloydajal - Liupy jewis|U| pue auaydaja ) 18usaiU] ueiBuy
04'86 ShaL GZ'28 oley Aauoneigauld Uilpy [EjUasST 51UN0I3y a6 abeg RFRELES
slgag 19adig
84'62Z 6l /€769 9/'£90'vl GO'B0G'Z
244901 98'Sh gg'L vl 0€1L9 adueusjuiey 3 7 1 sdijd 150d
B6L L6'6 0€L9 8oueuUSIUBI 38 1 p1e0Qadijou 10j YSILLEA
000 L9'vZ 060F SnoaUE||8osIy - 1s3 sa||ddns uayapy uysen| L0g
944904 00'00L 0o 00°00L 080 sSnoaue||83siy -1s3 uswded govg e1edldnp jo punjey aloH [elaund ajepasoy| (0L
L0904 00'095'L 00’092 00'00€'L 0EL9 aoueusluleN 3 ¢ yed snay sa221] %oEq Jnd “Hied AInguyioy 98] pesp aAoway San|AIasg a1 puepeoid| BBZ
L1904 0E°004"2 08 8Ly LG'LBDEZ  |OFLO aoueuajuiew uslwdinbI 39 7 siledal "ejqed '1al||} JIe 1[aq A 'Siajjll 'epejqJeues|o Led axelig
GL'LE ¥4 '8SL 0ELD aduBURUEB 3 B 1 USeM U8aid5 'sel) a[aed "plamyly uied "afy 'ysnig juled P17 sucg B 90Q jsauil| 862
E24901 7O'pL vEZL 0419 0EL9 80UBUSJUEBR 38 1 J|es 001 )y Py Uosmar| L6Z
244904 00°0F 00'a 00°0F 080 SNOBUE|I8oSIAl - 153 |EMBUAJ U0N108]0.d EBled 800 SI2U0ISS|LIWOY Uohewlo|| 862
12290. 00°9¢ 009 00°0€ 0lEY Kiauoneis/uld - uwpy abeg uc apeBdn - poddns sjoway 1ewa)U Ue|jBuy| G6Z
044904 000zt 000 00021 0G0t Bujues|D - 153 S801Jj0 |12unod jo Bujues|y nes 0 SIN| ¥62
69490L 9L LB0'E 000 9L'L60'E 000 suojsusd suojsued pung uoisuad Y|oLEN | €62
89290/ 0s'LLLE on'n 08142 000F DIN/AAY DIN/FAY 2HWH| 262
294904 DO'E6BY'L 00'Zee 00°0LE'L 0Ly 1pny - 183 22 L 8k o) |pne [eulaiul ieah pipl uamosy Bunpe| LEZ
99904 LS'BZ iy gL'ed Q0ER sialio) auand deos pinbjj e g ¥ ¢ P17 uawdinbg Buiies|d sueld UBnH | 067
£9490. EFEELL L6'RRZ 2a'trp'L 000w SabeMm pue SaLeEg 4e)s punoug Alelodia | jusLiinIoaY sheH | 687
794904 08°L9 0€'0l 0G'LS 009 Siuauholy S05|p paJaquinu dijAIoy P11 JeplO IleN 18 O| BBZ
£9/901 00°00Z"L 000 00’002 L 00.¥ EET JUBlg|  j8ni] uoEAlasald Aem|ley YOHON-PIN 8yl | /BZ
294904 cc'8l ¥0'¢ 8L'GlL 02k asnjay fislawag abieyo \WbiamiaiQ A7 seoiAas 91sep elid| 982
194902 89°Gl Gl'0 €67l 0r09 Joimolg - als3 38 1 LErZL/LE-L2/ZL/L 2813 IX8N NO'3| S82
094904 96°L9L'L 89'E6L 0£'896 060F Snoauejisdsiy - 1s3 1l 01 Jjeday P17 sedineg |7 yeuuelg| #8¢
BG4804 BZ¥L BEZ L8LE Der asnjay Alsjaluag safleun |ejuay P17 s80IMBS BISEA BUIR| €82
B8G2904 00'sLe 000 00°G4Z GGy @duBUSUBWL UBA - 183 XE] 3[2Y8A P17 @30 1504 | 282
LG4904 EG'6/L L6'BZ 986k L 0£1L9 SouBUBUEBN 38 1 1unoaay [and p17 abeleg alebAaqay| 182
95./904 ¥9's A LE'9 OFet aoueUBjuELW - Aiajawan) pays sauBusU[EW JJB1S spunols - qing yBn P [EDL)28[g uospunwpl| ORE
55904 00’08 0oa 00’08 060% Snoaue|8dsii -1s3 S]00YDS - S184dN0A ¥0OQ N0'GEI ¥ 2 dolg yoog AjlUnWIOY WEUPUOWAM| 5.2
5LO04 LLgl ELE racl 0ZEYy auoyda|e] - ujwpy 1agliadsaq - suoyds|s) s,uglispunoln 33| 8.2
£52902 09'egL 09's2 Qo'eeL GGl SoUBLSUIEW UeA - 1] fiayeq uep, P17 S80InIag auh | WieypuoiliAp| 42
254904 09'09 oL'LL 05'55 0B0DY SNoBUe.|BISIN - 153 l12qJc0p ssajaim Alddng U0g g 55010 o UBlY| 9.2
1G/90. no'zol 00'2L 00°G8 OLEY Alsuofejgntld uilpy L2 98(] JO] JaM UD S||Iys pue sl | P17 siejjewiiaN | /2
052904 vEZL 9072 8201 ozey auotdeja] - ulwpy 12wzl pue avoydaja | 16| vz
61490 0£'652Z 19°L2 ¥0'80) 0Ery asngey Aisjewsy uno2dy Uig pajaaym
L9'Le +0'801L 0zZSy asnyay (19uno) JUNooDYy Lig paleaum D17 sealAlag 8lSEM BYIE| £/2
BrLO0L 09°209 00°0 09°20§ 0LBY Lohnguisiq] WeypucluAp Inoqy auizebely weypuowlApp jo Aanlag au0ls pleuaid| 242
191904 GezelL 0€'9 50921 (84014 Ayoujos(g - 153 Lelchilz-Lel LIEE 2313 403 L2
ANDIHD 1NNOWV 1VA SISATYNY [ONIdX3 |DIN S32IAM3S NOILdI¥9S3a 0l aivd| oN
SHOLIJI™I ATHLNOW TIONNOD NMOL WYHONOWAM




220z Aenuer |¢g

CNE.:NF_O \AU_.DQ@D ...... s \.\._, .............

\%.IJ\.#I)(\\J...U
uewJieyd
82°668°'L3 SIV1OL

d/Ad 82'668°'L3 61°99¢°L3 saue|eg Aisjows)

66°€GL3 salejes Ol L

9088513 saliejes qejs3
VP L6L' 73 sole|eg ulwpy Alenuep - seue|eg mojied sAejoieq 0l
JNO3IHD LNNONY 1VA _SISATTVNY _AN3dX3 S3IDIANTS NOILdIYIOS3a Ol divd ON

SARIVIVS TIONNOD NMOL NVHANOWAM




WYMONDHAM TOWN COUNCIL
New Cemetery Working Group
Notes of meeting held on 25™ January 2022 at 2.30pm

and 11" February 2022 at 9.00 am both in the Council Offices.

Present ; Clir. A Holden

Cllr. J Halls

Cllr. P Broome

Cllr. Hum

Cllr. Holden

Town Clerk | T Gurney

Apologies for absence: None.

Declarations of Interest; None.

recommend that tﬁe full bni 1 ___e of the Commumty Infrastructure Levy (CIL) be
red 'to_the Cemeter Resel =

_ (This meeting closed at 15.30pm)

New Cemetery Working Group
_Notes of meeting held on 11" February 2022

Attendees — As meeting on 25™ January 2022 together with Ben Copeland & Anne
Jennings representing CDS.

A general discussion took place on the proposed positioning of a building which
would incorporate an assembly room for mourners and equipment storage/welfare
facilities and a secure compound. This needs to be determined so that the proper
investigations can take place in respect of soil and drainage. Road/path layouts were
discussed as was the need for the following:

e Baby section

e Non- faith section

e Potential private family burial plots

e Cremation remains section




e Full interments (double plots)
e Possible future glade area.

The importance of installing infrastructure at the beginning was emphasised so as to
mitigate possible disruption in the future.

Car parking for approx. 30 cars plus an overflow (grasscrete) area was discussed.
Planning will require a drainage strategy, Environment strategy and geo-technical

surveys together with a visual appraisal. Improvements to biodiversity, landscaping
and potential wildflower areas are key, as is the choice of native species.




WYMONDHAM TOWN COUNCIL
Browick Road Recreation Ground Review Working Group

Notes of meeting held on 15™ February 2022 at 17.00pm in the Council Offices.

Present: Cllr. Nuri - Nixon

Cllr. K Carsok

Cllr. K Humm

Cllr. P Broome

Town Clerk | T Gumey

1 APOLOGIES — Cllr. James.
2 DECLARATIONS OF INTEREST — N
3 MEETING 16" DECEMBER 2021 It
meeting.
4
2021 None.
5 GENERAL DISCUSSION

tyle Collective who had
00K to £1m.

could cost in the region of £15,000 and it may
ding from SNC. Once an approved plan is in
ught.

1. Arrange meeting with Steve Peet (SNC) for week commencing
23/3/22

Seek funding for consultants.

Consider maintenance costs.

Should there be a small building (Café)

Age groups — what facilities are required

Consider parking arrangements.

SNV ERN

[The meeting closed at 17.55 pm]
DATED this ..ccovrveeenvnrireneeennne day of ....ccceeeeenen.ne.. 2022




WYMONDHAM TOWN COUNCIL
NOTES OF A MEETING OF
THE COUNCIL BUILDING, HEALTH AND SAFETY
& PERSONNEL WORKING GROUP MEETING
HELD ON 22" FEBRUARY 2022 AT 9.00am

Present: Clilrs. Cllr. P Broome
Cllr. R Savage
CllIr. S Nuri- Nixon

1. APOLOGIES FOR ABSENCE — ClIr. Halls

2. DECLARATIONS OF INTEREST- None.

3. EXCLUSION OF PRESS AND PUBLIC It was resolved und
(Admissions to meetings) Act 1960 to exclude Press and the P
Council in order to discuss matters where publicity would be pr
confidential nature of the business to be transacted.

5. MATTERS ARISING — None.

6. TOWN CO-ORDINATOR Clerk re- ite: at'a draft Job specification had been prepared
following the previous working group e business contact list supplied by Cllir. Carsok
had been amalgamated with the dir ¢ Council resulting in 34 contacts. As agreed, an
email had been sent to these aski i iorities resaiting in five business responses and one from the
Baptist Church. These were con, sure their thoughts were covered by the job description which was

then completed.d

¢ above decisions to be ratified by full Council.

[Meeting closed at 10.45 am)



Wymondham Town Centre Co-ordinator

Primary responsibility Provision of a responsive/reactive business support service
including signposting and providing advice on funding and grants. Delivering tailored
support for a wide range of businesses and stakeholders and to promote the attributes of
the Town to residents and visitors.

Reporting to Town Clerk

16 hours per week —one year fixed term contract.

Job Purpose

To communicate with other partners & stakeholders in respect of the management
of the infrastructure, environment, and publtc realm:for the wellbeing of the town as
far as reasonably practical. _ '

To co-ordinate promotion of Wymondham and its hinteflénd

To work with partners to create a town where shoppmg, working, living, and doing
business are positive experlences

Key Responsibilities

To liaise with the Clerk and external partn_"e'rs to ensure that the town is routinely
checked and Rept safe, elean, tidy, and we?comlng

To liaise with relevant organlsatlons to ensure the development maintenance, and
enhancement of a first-class public realm to sustain and enhance the “welcome” of
the town, and be a great place to-live, work and run a business.

To promote the attributes of the Town..

Design and deliver pro-active -business support activities including workshops.
Systematically gather and record business intelligence using it to inform the design
and delivery of support activities.

Tobea pririt":i'pal point of contact for all routine town related matters including
events, markets, street trading, pedlars etc

Maximise the use of the Council’'s communication channels to provide current and
relevant information to businesses.

Develop and maintain relationships between businesses, Wymondham Town
Council, South Norfolk Council, Norfolk County Council, the Police, Resident’s,
community groups and other town groups.

Actively promote stakeholder meetings and events

Secure sponsorship and other funding support, including grants to deliver Town
enhancements

Undertake specific projects as determined by the Town Council from their inception
to completion and prepare and present reports at Town Council meetings



Person Specification

Category

Criteria

How Assessed

Experience

Educated to degree standard or relevant
experience of working in town management or
shopping centre or retail development role,
management or in regeneration

A track record of successful project
management and delivery

Working knowledge and understanding of
current business and social enterprise legislation

and issues at a national, regi_cm'at- and local level

Experience in market_in_"g, promotion, and Public
Relations — '

Experience of working under pressure
including tight timescales

An understandiﬁ_g and experience of the

_private sector, ideally retail and town
{ management s = =

Flexible approach to working arrangements
(evening work may be required)

Application
form/interview

Skills, abi_lit_ies,
knowledge

A good understanding of IT systems and the

ability to use 's"t:andard IT software systems
including Word, Excel, Internet Explorer and
Outlook

An 'qbifli.ty to exercise a high degree of

personal initiative and independent action,
with strong organisational and time
management skills

Ability to write funding bids to secure
external funding

Understanding of how Local Government
works and partnership working

Ability to adopt a problem solving and flexible
approach

Application
form/interview




Ability to apply consistently strong and
effective written and verbal communication
and presentation skills that inspire
confidence, trust, and respect

Excellent interpersonal skills with the ability
and confidence to persuade, advise,
negotiate and influence audiences from a
variety of organisations

Operational Knowledge of Social Media
platforms

Key Performance Indicators

Category Criteria How Assessed
Funding To secure a minimum of New money not funding
£100,000 pa grant funding | available from South
for infrastructure and realm | Norfolk or Norfolk County
improvement purposes Councils.
_ Receipt of funds
Funding _To secure.minimum grant 2New money not funding
funding of a minimum of available from South
£50,000 towards the Norfolk or Norfolk County
shortfall for the access Councils.
- | improvements to
‘Wymondham Railway Receipt of funds
Station
Tourism An increase from 2019 base- | Record of coach visits
| line of 2 additional tourist
‘coaches per week visiting
town in July and August
either direct or via the Mid
Norfolk Railway and 1
additional coach in the
months of June &
September
Tourism A 10% increase in footfall Measured by car park ticket

through the Town Centre
over the 2019 base- line

sales and/or Mid Norfolk
railway passenger numbers

Town Centre Footfall

Increase footfall, profits and
turnover

Business liaison and
reporting of activity levels




WYMONDHAM TOWN COUNCIL
MINUTES OF A MEETING OF THE FINANCE & GENERAL
PURPOSES COMMITTEE held on Tuesday 15" February 2022
in the Council Offices commencing at 7.00 pm

Present:
Cllrs | Hurn
Halls
Flatt
Cross
Elliott (Chair)
Also Present Cllrs. Carsok, Broome & Nuri-Nixon.

F01/22

APOLOGIES FOR ABSENCE — None

F02/22

DECLARATIONS OF INTEREST
e Cllr. Hurn — Scouts grant application — allocated South Nerfolk Council
members grant — non-pecuniary.

F03/22

MINUTES OF MEETING On the proposition of Clir. Halls and seconded by Cllr.
Flatt it was resolved to approve the minutes of the Finance & General Purposes
Committee meeting held on 15% February 2022 as a cotrect record.

F04/22

PROGRESS UPDATES None.

F05/22

PUBLIC PARTICIPATION

e Cllr. Carsok referred to the grant application from Wymondham in Bloom
to encourage more businesses to participate.

F06/22

COUNCIL FEES / CHARGES After discussion in respect of fees charged by
neighbouring Council’s upon the proposition of Cllr. Hurn and seconded by Cllr.
Flatt it was resolved to recommend a new scale of fees and charges to the full
Council with effeet from 1% April 2022, in accordance with the schedule
appended to these minutes.

F07/22

INTERNAL AUDIT - Letter from Larking Gowen advising ‘Whilst we did not
identify any instances of non-compliance, we take this opportunity to record one
good practice suggestion below — ‘Whistleblowing policy’ was noted.

F08/22

GRANT APPLICATION Upon the proposition of Cllr. Hurn and seconded by
Cllr. Halls it was unanimously resolved to award a grant of £1050 to
Wymondham Scouts to assist in the replacement of their building’s roof and
electrical works.

F09/22

GRANT APPLICATION After discussion upon the proposition of Cllr. Cross and
seconded by Cllr. Flatt it was resolved to award a grant of £2700 to Wymondham
in Bloom being a maximum of £2,500 towards a 50% subsidy of hanging baskets

and £200 for entry fees, printing of flyers costing £400.




F10/22

PLANTER SPONSORSHIP Paper prepared by Cllr. Carsok on a sponsorship
scheme for planters was discussed. Upon the resolution of Cllr.Hurn and
seconded by Cllr. Halls it was unanimously resolved that for one standard
Amberol planter the sponsorship fee per year would be £50. This charge would
not include the cost of producing the signage. If a business wish to sponsor three
or more planters simultaneously a bulk discount would be offered being £145 for
one year or £280 for two years. The new four-tiered planter next to the public
toilets will be charged at £100 per annum.

Scheme to be advertised on Council website.

F11/22

DRAFT INTERNAL INTERIM ACCOUNTS Clerk gave an outline of the

financial position of the Council as at 315 December 2021 as shown by the ‘Draft
Internal” accounts that had been prepared. Income is in surplus against budget by
£5809 with expenditure below budget by £13827 Clerk then outlined some of the
significant variances gave explanations and answered questions raised.

[The meeting closed at 20.06 pm]

DATED this ....oocoiiviiiiiiiiniiiiaiennnns. day of ....... vt s eaeene 2022
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WYMONDHAM TOWN COUNCIL
Whistle Blowing Policy

1. INTRODUCTION

1.1

1.2

1.3

The Whistleblowing Procedure sets out the framework for dealing with
allegations of illegal and improper conduct. Wymondham Town Council is
committed to the highest standards of transparency, probity, integrity, and
accountability.

This procedure is intended to provide a means of making serious allegations
about standards, conduct, financial irregularity or possible unlawful action in a
way that will ensure confidentiality and protect those making such allegations
in the reasonable belief that it is in the public interest to do so from being
victimised, discriminated against or disadvantaged.

This procedure is intended to ensure that the Wymondham Town Council
complies with its duty under the Public Interest Disclosure Act 1998.

2. SCOPE

21

2.2

2.3

This procedure applies to all employees, including volunteers and contractors.

This procedure does not replace other Wymondham Town Council policies or
procedures.

This procedure applies to, but is not limited to, allegations about any of the
following:

0 Conduct which is an offence or breach of the law
Alleged miscarriage of justice

Serious Health and Safety risks

The unauthorised use of public funds

Possible fraud and corruption

Sexual, physical or verbal abuse, or bullying or intimidation of employees,
customers or service users

Abuse of authority
Other unethical conduct

oo oo d

O 4



3. REPORTING

3.1 Contact Details for Reporting: (in writing) Town Clerk, Wymondham Town
Council, Ketts Park, Harts Farm Road, Wymondham, NR18 QUT.

3.2  Wymondham Town Council recognises that the decision to make an
allegation can be a difficult one to make. However, whistle-blowers who make
serious allegations in the reasonable belief that it is in the public interest to do
so have nothing to fear because they are doing their duty to the Council and
to those for whom they are providing a service.

3.3  The Council will take appropriate action to protect a whistle-blower, who
makes a serious allegation in the reasonable belief that it is in the public
interest to do so, from any reprisals, harassment or victimisation.

4, CONFIDENTIALITY

4.1  All allegations will be treated in confidence and every effort will be made not
to reveal a whistle-blower’s identity unless the whistle-blower otherwise
requests. However, if the matter is subsequently dealt with through other
procedures such as the Disciplinary Procedure, there might be a need to give
evidence in order for a case to be successful.

4.2  Similarly, if the allegation results in court proceedings then the whistle-blower
may have to give evidence in open court if the case is to be successful.

4.3  The Council will not, without the whistle-blower’s consent, disclose the identity
of a whistle-blower to anyone other than a person involved in the
investigation/allegation.

5. ANONYMOUS ALLEGATIONS

5.1 This procedure encourages whistle-blowers to put their name to an allegation
wherever possible as anonymous allegations may often be difficult to
substantiate or prove. Allegations made anonymously are much less powerful
but anonymous allegations will be considered at the discretion of either the
Clerk or if the matter is raised with the Chairman, they can decide together
and in consultation with a Committee Chairman.

5.2 In exercising discretion to accept an anonymous allegation, the factors to be
taken into account include:

O The seriousness of the issue raised
[ The credibility of the allegation; and

00 Whether the allegation can realistically be investigated from factors or
sources other than the complainant

Wymondham Town Council Whistle Blowing Policy.
Adopted March 2022.



6. UNTRUE ALLEGATIONS

6.1 No disciplinary or other action will be taken against a whistle-blower who
makes an allegation in the reasonable belief that it is in the public interest to
do so even if the allegation is not substantiated by an investigation. However,
disciplinary action may be taken against a whistle-blower who makes an
allegation without reasonable belief that it is in the public interest to do so
(e.g. making an allegation frivolously, maliciously or for personal gain where
there is no element of public interest).

7. PROCEDURE FOR MAKING AN ALLEGATION

7.1 It is preferable for allegations to be made to the Clerk, to whom there is
currently direct reporting. However, circumstances vary, and this may depend
on the seriousness and sensitivity of the issues involved and who is
suspected of the malpractice. It might also be the case, in the future, that
there are other line managers within the organisation to whom an employee
reports; in such cases, if the whistle-blower believes that their manager is
involved it would be inappropriate to raise it directly with them. The whistle-
blower may then make an allegation direct to any of the following:

O The Clerk

O If the matter concerns the Clerk, to the Chairman (or in their absence the
Vice Chairman), who will decide together and in consultation with a
Committee Chairman

7.2  If the allegation relates to fraud, potential fraud or other financial irregularity
the Responsible Financial Officer will be informed within 5 working days of
receipt of the allegation, unless the alleged matter relates to their malpractice.
They will then determine whether the allegation should be investigated and
the method of investigation.

7.3  The recipient of an allegation shall ensure that it is referred appropriately for
investigation where it is a relevant matter and following discussion with the
whistle-blower to check that they wish to proceed with the allegation being
investigated.

8. ALLEGATION

8.1  Whether a written or oral report is made it is important that relevant
information is provided including:

0 The name of the person making the allegation and a contact point.

O The background and history of the allegation (giving relevant dates and
names and positions of those who may be in a position to have
contributed to the allegation);

J The specific reason for the allegation. Although someone making an
allegation will not be expected to prove the truth of any allegations, they

Wymondham Town Council Whistle Blowing Policy.
Adopted March 2022.



will need to provide information to the person they have reported to, to
establish that that there are reasonable grounds for the allegation.

8.2 Someone making an allegation may be accompanied by another person of
their choosing during any meetings or interviews in connection with the
allegation. However, if the matter is subsequently dealt with through another
procedure the right to be accompanied will at that stage be in accordance with
the relevant procedure.

8.3  Action on receipt of an allegation

8.3.1 The Clerk or other relevant recipient of the allegation will record details
of the allegation gathering as much information as possible, (within 5
working days of receipt of the allegation) including:

0 The record of the allegation:
0O The acknowledgement of the allegation;
O Any documents supplied by the whistle-blower

8.3.2 The investigator will ask the whistle-blower for their preferred means of
communication and contact details and use these for all
communications with the whistle-blower in order to preserve
confidentiality.

8.3.3 If the allegation discloses evidence of a criminal offence it will
immediately be reported for the purpose of disciplinary or other
procedures, as appropriate and a decision will be made as to whether
to inform the Police. If the allegation concerns suspected harm to
children, the appropriate authorities will be informed immediately.

8.3.4 If the issue is around suspected harm to vulnerable adults, appropriate
advice should be sought and the matter dealt with lawfully,
appropriately and sensitively.

8.4  Timetable
The allegation will be acknowledged in writing within 10 working days with

An indication of how the Council proposes to deal with the matter
An estimate of how long it will take to provide a final response
An indication of whether any initial enquiries have been made
Information on whistle-blower support mechanisms

Indication whether further investigations will take place and if not, why
not

O 0O0o0ood

Where the allegation has been made internally and anonymously, the Council
will be unable to communicate what action has been taken.

Wymondham Town Council Whistle Blowing Policy.
Adopted March 2022.



8.5 Support

8.5.1 The Council will take steps to minimise any difficulties which may be
experienced as a result of making an allegation. For instance, if a
whistle-blower is required to give evidence in criminal or disciplinary
proceedings the Council will arrange for them to receive advice about
the procedure and advise on the support mechanisms that are
available.

8.5.2 The Council accepts that whistle-blowers need to be assured that the
matter has been properly addressed. So, subject to legal constraints,
the Council will inform those making allegations of the outcome of any
investigation.

9. RESPONSIBILITY FOR THE PROCEDURE

9.1  The Council has overall responsibility for the operation of this procedure and
for determining the administrative processes to be followed and the format of
the records to be kept. Accordingly, this policy will be reviewed at least
annually.

10. MONITORING
10.1 A register will record the following details:

The name and status (e.g. employee) of the whistle-blower

The date on which the allegation was received

The nature of the allegation

Details of the person who received the allegation

Whether the allegation is to be investigated and, if yes, by whom
The outcome of the investigation

Any other relevant details

s Y

10.2 The register will be confidential, and records shall be maintained appropriately
by the Clerk.

10.3 The Clerk will report to the Councils Buildings, Health & Safety and Personnel
working group on the operation of the procedure and on the whistle-blowing
allegations made during the period covered by the report. The report will be in
a form which does not identify whistle-blowers. The Chairman (or Vice
Chairman) will report and ensure that an appropriate person maintains records
where matters relate to the Clerk.

Wymondham Town Council Whistle Blowing Policy.
Adopted March 2022,



WYMONDHAM TOWN COUNCIL

JOB DESCRIPTION — TOWN CLERK/RESPONSIBLE FINANCIAL OFFICER

The Town Clerk will be the Proper Officer of the Council and as such is under a statutory
duty to carry out all the functions, and in particular to serve or issue all the notifications
required by law of a local authority’s Proper Officer.

The postholder will also carry out the duties of a Responsible Finance Officer and as such
will be responsible for all financial records of the Council and the careful administration of
its finances.

The Clerk will be responsible for ensuring that the lawful instructions of the Council in
connection with its function as a Local Authority are carried out. The Clerk is expected to
advise the Council on and assist in the formation of overall policies to be followed in respect
of the Authority’s activities and in particular to produce all the information required for
making effective decisions and to implement constructively all decisions.

The person appointed will be accountable to the Council for the effective management of all
its resources (including its buildings and land) and will report to them as and when required.

The Clerk will advise on investment and general financial policy, in conjunction with external
advisors as necessary.

The Clerk will develop, on instructions from the Council, positive links with other
organisations, statutory, private, voluntary and community.

Specific responsibilities

1. To ensure that Statutory and other provisions governing or effecting the running
of the Council are observed and properly undertaken.

2. To undertake the duties of Responsible Financial Offer under S151 and to be
responsible for the preparation and submission of records for audit purposes and
VAT in line with current legislation. To undertake the duties of the of Data
Protection Officer in accordance with the General Data Protection Regulations.

3. To ensure that the Town Council’s Standing Order and Financial Regulations are
properly observed and implemented.

4. To ensure the Council’s obligations for Risk Assessment and insurance are
properly met.

5. To prepare, (in consultation with appropriate members) advertise and distribute
(in accordance with the requirements of the law) agenda for meetings of the



10.

11.

12

13.

14.

15.

Council, its Committees and sub-committees and to attend such meetings and
prepare minutes for approval, (other than where such duties have been
delegated to another Officer).

To receive correspondence and documents on behalf of the Council and to deal
with the correspondence or documents or bring such items to the attention of
the Council. To issue correspondence as a result of instructions of, or the known
policy of, the Council.

To study reports and other data on activities of the Council and on matters
bearing on those activities. Where appropriate, to discuss such matters with
administrators and specialists in particular fields and to produce reports for
circulation and discussions by the Council.

To draw up both on his/her own initiative and as a result of suggestions by
Councillors proposals for consideration by the Council and to advise on
practicability and likely effects of specific courses of action.

To monitor the implemented policies of the Council to ensure they are achieving
the desired result and where appropriate suggest modifications. To be the
Council’s principal advisor on all policy issues, to keep services and activities
under continuous review and to identify, plan and implement improvements in
quality, effectiveness. To keep up to date with changes in legislation and
forthcoming changes and advise the Council accordingly ensuring that all council
policies and procedures meet statutory requirements.

To attend to the day to day management of the Council’s property and/or areas
of responsibility.

To supervise other members of staff as their line manager in keeping with the
policies of the Council and to undertake all necessary activities in connection
with the management of salaries, working practices, annual appraisals,
conditions of employment and work of other staff.

. The Town Clerk to have delegated power after consultation with the Buildings,

Health & Safety and Personnel Working Group Committee to progress any
staffing matters. To manage attendance, short term sickness absence, return to
work interviews, annual leave, maternity leave, paternity leave, adoption leave,
carer’s leave, compassion leave, flexible leave requirements, and staff inductions
in line with current agreed council policies.

To advise on and implement changes to staff structure as required and
authorised by the Council.

To prepare and balance final accounts in accordance with the regulations and
report thereon to Finance and General Purposes Committee and Council.

To produce accounts and records for internal & external audit in accordance with
the regulations.



16.

17.
18.

19

20.

21.

22.

23.

24,

25.

26.

27.

To monitor compliance with the council’s financial regulations and to ensure
correct financial systems and controls are in place. The purpose of financial
regulations is to set out the arrangements for governing the conduct of the
financial transactions of the council and to ensure compliance with the
accounting requirements of the regulations.

To maintain the council’s register of property and assets.

To be responsible for drawing up specifications for all goods and services
required by the Council, obtaining quotation and tenders, negotiating terms, and
monitoring the quality of such goods and services obtained.

. To be responsible for Health & Safety matters in conjunction with the council’s

Health & Safety Risk Advisor.

To represent the Council, on Working Parties and meetings of external bodies, as
specifically instructed by the Council, producing written reports for the Council
(other that where such duties have been delegated to another Officer).

To prepare, in consultation with the Chairman, press releases about activities of
or decisions of the Council and to prepare for publication the Council’s
newsletters.

To undertake overall responsibility as instructed by the council for the
organisation of civic events and functions.

To be responsible for the management of the Town Council’s website and
uploading of information.

To uphold the Council’s status of being able to use the ‘General Power of
Competence’ by being/becoming a qualified clerk who holds a the CiLCA
qualification including achievement of General Power of Competence
Management.

To maintain high standards of professional knowledge through training,
possessing, or seeking the status of a qualified Clerk, and membership of the
Society of Local Council Clerks and the Institute of Local Council Management.
To attend training courses on the work and role of Town Clerk and Responsible
Financial Officer as authorised by the Council. To attend, if appropriate the
Conference of the National Association of Local Council, Society of Local Council
Clerks and other relevant bodies, as a representative of the Council as required.
To undertake such other duties commensurate with the level of the post and job
purposes as required by the Council from time to time.



WYMONDHAM TOWN COUNCIL

JOB DESCRIPTION- Finance & Administrative Officer

Job Title: Finance & Administrative Officer

Responsible To: Town Clerk

Hours of Work: 37 Hours per week (variable)

Leave Entitlement: 22 days per year (rising to 25 after 5 years’ service) plus 2 statutory days.

plus public holidays

To carry out financial duties as listed below and assist with a range of administrative duties related
to specific activities and functions of the Council at the direction and under the supervision of the
Town Clerk. Also, to be familiar with and undertake, at the direction and under the supervision of
the Town Clerk, administrative duties normally carried out by other administrative staff during their
temporary absence from work due to holidays, sickness or for any other approved reasons.

SPECIFIC RESPONSIBILITIES
1.Accounts

v s WwN

10.
11.

12.

13.
14.
15.

To maintain accurate and complete financial records. Prepare year-end Accounts to trial
balance stage and assist with the preparation of the statutory accounts, annual report, and
audit thereon. The submission of all returns to HMRC.

Maintenance of Pension records and completion of statutory returns.

Assisting the Responsible Financial Officer with the yearly budget setting process.

To process monthly and yearly payroll requirements using SAGE Payroll software.

To advise, provide information, and support the Town Clerk on financial matters including
preparation of financial statements for Council meetings.

To manage Council’s routine financial processes. This will require a good working knowledge
of SAGE 50.

To receive, verify and check all invoices for the supply of goods and services and negotiate
with suppliers, particularly contracts for services such as utilities and vehicle maintenance.
To process Sales and Purchase ledgers.

To ensure the scheduling and completion in good time of annually recurring tasks such as
vehicle and equipment servicing and taxing, Public Works Loan Board repayments, Insurance
renewals etc.

Maintain Asset Register.

To support the Town Clerk to make timely payments. To ensure accurate recording of
payments to and from the Council including cash, cheques, e-transactions, invoicing, bank
reconciliations. Credit Control, and compilation and submission of VAT returns.

In all aspects of the Council’s finances to maintain sound practice policy and procedures
ensuring compliance with current local government, CIPFA and Auditors’ standards.

To work with the internal and external auditor to ensure successful audits.

To work with the Town Clerk in the development of projects and business plans.

To comply with the requirements of the Annual Governance Statement, and prepare the
Annual Accounting Statement for the Annual Governance and Accountability Return (AGAR).



16. To take the initiative to solve problems as they arise and introduce new procedures with the
agreement of the Town Clerk where appropriate.

17. To represent the Council in a calm, non-confrontational and courteous manner and to
ensure that any complaints are followed up and resolved constructively.

2.Streetlighting

To receive reports of faulty streetlights, input these into our computerised database and forward to

our Contractors, or in the case of non-parish owned streetlights, e-mail Norfolk County Council with
information.

3.Markets

To take bookings for the hire of Council’s Market facilities, and maintain Council booking system and
all associated forms and notices.

4.General Administrative Support

1. To assist the Town Clerk in the word processing, printing and distribution of reports,
correspondence and information as maybe required.

2. To liaise with colleagues to resolve queries in respect of all aspects of the Council’s business.

3. To assist in the filing / electronic filing of all minutes, correspondence, documents, records
and accounts and the general maintenance of the Council's filing system.

4. To assist with queries from email, telephone and personal callers to the office and, if unable
to be addressed, direct the issue to the correct person.

5. To work positively with other members of staff at the Council in a supportive manner.

6. To undertake such other duties as directed by the Town Clerk.

5. Deputising

1. To provide cover for the Clerk during short periods of absence such as Annual Leave.
a. To liaise with Councillors and lead colleagues.
b. Occasional evening work to clerk and take minutes of meetings.
c. To take responsibility for Council buildings security.
d. Respond to correspondence as appropriate.

6.Skills Training

To receive, during normal working hours or at such other times as are mutually agreeable, skills
training and attend courses as necessary to understand and perform the normal duties of the post
whilst an employee of the Council.

TERMS AND CONDITIONS OF SERVICE

During periods of extraordinary circumstances, the post holder will be expected to work flexibly,
including where necessary to work from home, and by agreement, to vary their normal working
pattern as maybe reasonably required to support Council’s continued functioning.The Terms and
conditions of Service of the Post Holder shall be in accordance with the National Joint Council for
Local Government Services' Scheme of conditions of Service (Green Book)



WYMONDHAM TOWN COUNCIL

JOB Description — Administration Assistant

Job Title: Administration Assistant

Responsible To: Town Clerk

Hours of Work: 20 Hours per week

Leave Entitlement: 22 days per year (rising to 25 after 5 years’ service) plus 2 statutory days plus public
Holidays.

You will be required to work with the Council’s clerical staff of administration as directed by
the Town Clerk. Applicants must be self — motivated and able to demonstrate their ability in
administration and record keeping and have relevant experience. The following is a list of duties
likely to be asked of you, although this is not a comprehensive list:

Specific responsibilities

1.

Undertake routine administrative functions to include dealing with telephone, written
and email enquiries.

To maintain the Councils filing system.
To be the first point of contact in respect of visitors to the Council offices.

To maintain the Councils records, burial register and plans in respect of the Cemetery,
to liaise with Funeral Directors to organise the allocation of burial plots and to maintain
records of memorial permits issued.

To maintain the Councils records in respect of the Allotments, allocating plots, issuing
rental agreements, and liaising with plot holders and the Allotment Association.

Maintenance of the Councils website and Facebook page. Adding and deleting posts
including news item, agendas, minutes, and public information.

Deputising when necessary for the Councils Finance Officer in the collection and banking
of Market rents.

To use own initiative with minimum supervision and able to work alone or part of a
team (supervision will be provided by the Town Clerk)

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



WYMONDHAM TOWN COUNCIL

JOB Description — Tourist Information Assistant

Job Title: Tourist Information Assistant
Responsible To: Town Clerk

Hours of Work: Variable depending upon season.
Leave Entitlement: Holiday pay in lieu.

You will be required to work with the Council’s clerical staff as directed by the Town Clerk.
Principal responsibility for the incumbent will be carrying out all aspects of Tourist Information
administration and associated work for the Council. Duties include assisting visitors and

residents and partner organisations to obtain tourism information, including details of local
attractions, responding to enquiries on the telephone, in writing and in person. You must be
able to work flexibly and at weekends.

Specific responsibilities

1

Undertake routine administrative functions to include dealing with telephone, written
and email enquiries.

To maintain the TIC’s filing system,
To be the first point of contact in respect of visitors to the Tourist Information Centre.

To maintain the stock of visitor guides, brochures etc and to give advice and information
on local attractions, accommodation, services, and facilities.

To maintain and account for a small number of items for sale.
Maintenance of the inside of the Tourist Information Centre keeping it clean and tidy.

To use own initiative with minimum supervision and able to work alone or part of a
team (supervision will be provided by the Town Clerk)

Undertake such other duties as may be required from time to time.



WYMONDHAM TOWN COUNCIL

JOB Description-Supervising Grounds Care Person

Job Title: Supervising Grounds Care Person
Responsible To: Town Clerk
Hours of Work: 37 Hours per week (Variable)

Leave Entitlement: 22 days per year (rising to 25 after 5 years’ service) plus 2 statutory days plus

public Holidays.

You will be required to supervise and work with the Council’s grounds staff (employees and Agency) in
all areas maintained by the Town Council, as directed by the Town Clerk. Applicants must be self —
motivated and able to demonstrate their ability in grounds maintenance tasks and have

relevant experience. The following is a list of duties likely to be asked of you, although this is
not a comprehensive list:

Specific responsibilities

1.

Undertake routine grounds maintenance work on playing fields, open spaces, allotments,
cemetery, wildlife sites, closed churchyard and any other site owned or maintained by the Town
Council. Maintenance work includes grass cutting, strimming, hedge cutting, pruning, litter
picking and emptying rubbish and waste bins.

All aspect of operational duties in respect of the Friday Charter Market and Saturday Farmers
Markets.

The creation, marking out and setting up of playing surfaces and pitches on the Council’s land
and any areas maintained under contract.

To supervise and assist in gravedigging preparations of Ashes plots.

To organise annual servicing of all Council equipment and vehicles. To ensure all staff comply
with the safe use, maintenance and operation of equipment and machinery used in all aspects
of work, in the interest of Health and Safety.

The routine maintenance of all tools and machinery in good condition, ensuring that they are
cleaned and locked away after use and that operator’s maintenance work is carried out in
accordance with manufacturers’ specifications.

Possess a sound understanding of legislation relation to chemicals and dangerous substances
and to hold or attend training to hold a spraying qualification.



10.

11.

12.

13.

14.

Driving vehicles and equipment as required for grounds maintenance operations.

Taking corrective action on mechanical defects or breakdown of equipment and, in accordance
with Council practices, informing the Town Clerk of any such incidents to enable repairs to be
carried out by approved machinery repairers.

Maintain the appearance of land owned and/or managed by the Town Council to a high
standard.

Carry out regular safety checks of play areas and equipment, and accurately recording the
outcome of those inspections, such records to identify any risks.

Carry out repairs, maintenance and decoration to premises, buildings or other property under
the control of the Council.

If enforcement powers are delegated to the Council, carry out the enforcement, including the
issue of fixed penalty notices, to any persons who allow dogs to defecate in open spaces and
playing fields or drop litter on any grounds owned or maintained by the Town Council.

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



WYMONDHAM TOWN COUNCIL

JOB Description — Grounds Care Person

Job Title: Grounds Care Person

Responsible To: Town Clerk

Hours of Work: 37 Hours per week (Variable)

Leave Entitlement: 22 days per year (rising to 25 after 5 years’ service) plus 2 statutory days plus public
Holidays.

You will be required to work with the Council’s grounds staff (employees and Agency) in all
areas maintained by the Town Council, as directed by the supervising grounds man or the Town
Clerk. Applicants must be self — motivated and able to demonstrate their ability in grounds
maintenance tasks and have relevant experience. The following is a list of duties likely to be
asked of you, although this is not a comprehensive list:

Specific responsibilities

1.

Undertake routine grounds maintenance work on playing fields, open spaces,
allotments, cemetery, wildlife sites, closed churchyard and any other site owned or
maintained by the Town Council. Maintenance work includes grass cutting, strimming,
hedge cutting, pruning, litter picking and emptying rubbish and waste bins.

To assist in operational duties in respect of the Friday Charter Market and Saturday
Farmers Markets if required.

The creation, marking out and setting up of playing surfaces and pitches on the Council’s
land and any areas maintained under contract.

To assist in gravedigging preparations of Ashes plots.

The safe use, maintenance and operation of equipment and machinery used in all
aspects of work, in the interest of Health and safety.

Possess a sound understanding of legislation relating to chemicals and dangerous
substances.

The routine maintenance of all tools and machinery in good condition, ensuring that
they are cleaned and locked away after use and that operator’s maintenance work is
carried out in accordance with manufacturers’ specifications.

Driving vehicles and equipment as required for grounds maintenance operations.



10.

11.

12,

13,

Taking corrective action on mechanical defects or breakdown of equipment and, in
accordance with Council practices, informing the supervising grounds man or Town
Clerk of any such incidents to enable repairs to be carried out by approved machinery
repairers.

Maintain the appearance of land owned and/or managed by the Town Council to a high
standard.

Carry out repairs, maintenance and decoration to premises, buildings or other property
under the control of the Council.

To use own initiative with minimum supervision and able to work alone or part of a

team (supervision will be provided by the Head Grounds Care Person and the Town
Clerk)

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



{

Meeting Room Access for Local Community Groups

Wymondham Town Council has recently invested a significant amount of funds in building a
new council office. The property has fully accessible meeting rooms with a sound system,
hearing loop, display equipment and more in the Chamber. During much of the week, the
building is staffed downstairs, but the meeting rooms upstairs are empty.

We propose to allow small community groups and small local charities, who are based in
Wymondham and who currently do not pay for a facility, to use the rooms when they are
not needed for council business. Similar to the criteria for groups to use the free community
stall at the market, they should be able to submit an application form to be an approved
group for meeting room access.

The application form for meeting room access would also have a terms of use clause
requiring the group leader’s signature. This would include items such as a requirement to
leave the room tidy, not exceed their allotted time slot, ensure no damage is caused, etc.
Breaches of the terms would result in revoking the right to use the meeting rooms by that
group in future.

Applications from suitable groups will be considered for approval by the Town Clerk or the
Mayor within seven days of receipt.

Following approval, each time the community group wishes to book a meeting room they
would contact the Town Clerk either via email or phone in order to request their preferred
day or time. During office hours they would be let into the building by the staff members. If
a meeting needed to take place outside of working hours, they could be allowed to use the
council building if an elected Councillor accompanied them.

Making better use of our property assets and enabling our local community groups to use
this professional space for meetings will demonstrate how this Council positively recognises
and supports the ways that their voluntary work helps enhance the well-being of the town
and its people.

It is therefore proposed that this Council agrees to allow small Wymondham-based
community groups and charities to use the Council meeting rooms free of charge, subject to
application, availability and prior arrangement with the Town Clerk.

Proposed: Clir Carsok

Seconded: Cllr Holden



