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To: Cllrs N Aldis, P Blaine, T Cole, A M Hill, W Jackson, C Osborne,  

M Pettitt, M Scott (Chair), D Sharman and P Sharman  
c.c.  T Knagg, G Leach, J Sparrow, S Sutton 

 

You are hereby summoned to attend a meeting of the Policy, Finance and 
Resources Committee of Sandy Town Council which will be held in the 

Council Chamber at 10 Cambridge Road, Sandy, Bedfordshire on Monday 12 
June 2017 at 7.30pm for the purpose of transacting the items of business 

below. 

 
Chris Robson 

Town Clerk  

10 Cambridge Road 
Sandy SG19 1JE 

01767 681491 
6 June 2017 

 
MEMBERS OF THE PUBLIC AND PRESS ARE WELCOME TO ATTEND THIS MEETING 

 
A G E N D A  

Reports 
1 Apologies from the Commitee Chairman  

In the absence of the Committee Chairman the Mayor will Chair the 
meeting until a Vice Chairman is elected.  

 

 

2 Apologies for absence  

3 Declarations of interest  
Under the Localism Act 2011 members of Council are not required to 

make oral declarations of interest at meetings but may not participate 
in discussion or voting on any items of business in which they have a 

Declarable Pecuniary Interest (DPI) and under Sandy Town Council’s 
Standing Orders must leave the room for the duration of all discussion 

on such items.  (All members’ register of interests are available on the 
Sandy Town Council website or on application to the Clerk.)   

This item is included on the agenda to enable members to declare new 
DPIs and also those who wish to do so may draw attention to their 

stated DPIs and also any non-declarable personal interests which they 

have declared under Sandy Town Council’s adopted Code of Conduct 
and which may be relevant to items on the agenda.   

i) Declarable pecuniary interests 
ii) Non pecuniary interests 
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Election of Vice Chairman 

To receive nominations and elect a Vice Chairman for the municipal 
year 2017/18. 
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5 Public Participation Session 

Members of the public may ask questions or make representations to 
the committee about items of business which are on the agenda. 

 

6 Minutes of previous meeting 
To receive the minutes of the Policy, Finance and Resources 

Committee held on 8 May 2017 and to approve them as a correct 

record of proceedings.  
 

 
 
Previously 
circulated 

7 
 

Financial Reports 
i) To consider a balance sheet and detailed financial report 

showing income and expenditure against the revenue budget for   
30 April 2017. 

 
ii) To receive a budget overview report.  

 
iii) To approve a schedule of payments made since previous 

meeting. 
 

iv) The Chair to approve bank reconciliations and statements. 

 
 
 
Appendix I 
 
 
 
Appendix II 
 
 
 
Appendix III 
 
 
 
 
 
 

8 Action List 

To receive Action Report and any update. 

 

 
Appendix IV 
 

9 Grant Application 

To receive and consider a grant application from Magpas Air 
Ambulance.  

 

 
 
Appendix V 

10 Defibrillator Training 

To consider holding defibrillator community training sessions. 

 
 
Appendix VI 

11 Jenkins Pavilion Agreement  

To receive and consider recommending for agreement a management 
agreement with Central Bedfordshire Council and Stevenage Leisure 

Limited.   
  

 
 
 
Appendix VII 
 
 
 

12 Drone Policy 
To receive and consider a draft Drone Policy.  

 
Appendix 
VIII 

13 Social Media Policy 
To receive and consider a draft Social Media Policy. 

 
 
Appendix IX 
 

14 Freedom of Information Act 2000 Model Publication Scheme 
To review the Councils Freedom of Information Policy. 

 

 
 
Appendix X 

15 Customer Care Policy and Service Standards 
To review the Council’s Customer Care and Service Standards Policy 

 
 
Appendix XI 
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16 Minutes Policy 

To receive and review the Council’s Minutes Policy. 

 
 
Appendix XII 

17 Chairman’s Items  

18 Date of Next Meeting: 31 July 2017  
 

 



















AGENDA ITEM 7 APPENDIX II

General Notes

Attached are the summary income & expenditure report for month 1 to 30th April 2017. 

This report shows a current year surplus of income over expenditure of £210,586 which 

includes only the first half of the precept (£269,405) which was received on 1st April 2017

The balance sheet shows that total funds available to the council are £859,592

This is made up of the following - 

Current Year Surplus £210,586

General Reserve Brought Forward £170,764

Rolling Capital Fund £33,970

Capital Receipts Reserve £57,712

Fallowfield Reserve £347,532

Earmarked Community Funds £7,000

Earmarked Elections £9,000

Other Earmarked Reserves £23,028

Total £859,592

The percentage of budget if analysed evenly over the year to date is 8.8% but members are 

reminded that income & expenditure rarely follows this pattern over the year.

Analysis by Cost Centre

401 Staff

Expenditure is 7.2% of the annual budget.

Expenditure on 4010 is high due to one off annual service fee to Bedford Borough Payroll. 

No concerns

402 Administration

Expenditure is 14.1% of the annual budget.

4011 - General Rates are at 100% due to one of payment due at beginning of financial year.

4012 - Water Rates are in credit due to refund.

4024 - Subscriptions are paid at the start of the financial year, so expenditure appears high

4026 - Photocopier costs appear high for month 1 due to cancellation charge of former 

contract. This is refunded by new serivce provider. 

4057/4058 - Credit due to accrual for audit costs incurred. 

No further concerns.

Sandy Town Council

Report to 30th April 2017



Analysis by Cost Centre [Continued]

403 Works

Expenditure is 10.6% of the annual budget.

4011 - General Rates are at 75.5% due to one of payment due at beginning of financial year.

4014 - Credit due to refund

4036 - High expenditure due to alarm company annual serivce costs

4043 - Purchase of 700L of deisel in month one pushed up expenditure. 

No concerns.

405 Footway Lighting

Expenditure is 0.4% of the annual budget. 

No concerns.

406 Cemetery & Churchyard

Expenditure is 25.2% of the annual budget.

4011 - General Rates are at 92.5% due to one of payment due at beginning of financial year.

4012 - Water rate credit due to refund.

No concerns.

408 Town Centre (Incl. Market)

Expenditure is 45.7% of the annual budget

4011 - General Rates are at 99.8% due to one of payment due at beginning of financial year.
4100 - Expenditure is one off annual mobile CCTV cost.

No concerns.

409 Public Toilets - Car Park

Expenditure is 42.0% of the annual budet.

4011 - General Rates are at 100.2% due to one of payment due at beginning of financial year.

No concerns.

500 Play Areas and Open Spaces

Expenditure is -0.7% of the annual budget.

4012 - Water rate credit due to refund.

No concerns.

501 Sunderland Road Rec.

Expenditure is 5.4% of the annual budget.

4012 - Water rate credit due to refund.

No concerns.

Sandy Town Council

Report to 30th April 2017



Analysis by Cost Centre [Continued]

502 Nature Reserves

Expenditure is 15.4% of the annual budget. 

4703 - One off annual payment to BRCC for Sandy Green Wheel development

No concerns.

505 Grass Cutting

No spend to date.

Invoice from CBC due in March 2018.

506 Litter Bins, Seats & Shelters

No spend to date.

509 Christmas Lights

No spend to date.

601 Precept and Interest

The first half of the precept has been received. Second half due in September 2017.

602 Democratic & Civic Costs

Expenditure is 23.8% of the annual budget.

4007 - Purchase of defibrilator pads. 

4701 - 55% of the Councils grant budget has already been award due to high number of 

applications in April.

No further concerns.

Sandy Town Council

Report to 30th April 2017







  
          APPENDIX IV 

 
AGENDA NUMBER 8 
 
Policy Finance and Resources Committee - Action list 
 

Subject Action to be taken Response/ 
Status Minute Action 

    

Meeting  22/6/15    

Renewal of 
Service 
Agreements 
 

(11-15/16) 
 

The Town Clerk to review all 
outside contracts. 

On going 
 
Obtaining phone 
agreement quotes. 

Meeting 18/4/16    

Cemetery 
Extension  

(86-15/16) Company C is the preferred 
Archaeological Contract tender 
and that the tender bid be 
accepted 

Further working 
group meeting 
proposed for 20th 
June to review 
demolition and 
build quotes 

Meeting 22/8/16    

Jenkins Contract (42-16/17) Working group to review initial 
contract and suggest 
changes/areas in need of 
attention. 

Amended draft 
contact on Agenda. 

Drone Policy (46-16/17) To continue to investigate a 
drone policy and how effective 
it may be. To liaise with CBC 
to see how they may be able to 
assist.  

On going  

Meeting 13.2.17    

Complaints Policy (106-

16/17) 

Cllr T Cole to review policy 
with Clerk and put through 
amendments 

On agenda 

Memorial Policy (105-
16/17) 

Clerk to amend proposed 
policy and bring back to 
committee for further review 

Clerk reviewing 
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AGENDA ITEM 10  

SANDY TOWN COUNCIL  

COMMITTEE:  Policy, Finance and Resources  

DATE:   12 June 2017  

AUTHOR:   Town Clerk  

SUBJECT:   Defibrillator Training  

 
 

1.  Summary  
 
1.1  During the 2016/17 municipal year on of the Mayor’s charities raised funds to 

the provision of a community defibrillator at Bedford Road recreation ground. 
The defibrillator has now been purchased and is due to be installed on the 
Bedford Road pavilion.  

 
1.2  The defibrillator at Sunderland Road recreation ground was only recently 

installed following relocation from the Fallowfield Co-op.  
 
1.3  Defibrillators monitored by the Town Council will now be located at three 

points in Sandy. Defibrillators are located at the library and the pavilions in 
Bedford Road recreation ground and Sunderland road recreation ground.  

 
1.4 In 2015 the Council organised a public training session in using the 

defibrillators and a member of the public has queried whether any more 
training sessions will be held in conjunction with the new defibrillator.  

 
2.  Information  
 

2.1 Defibrillator community training sessions can be facilitated by various 
providers. Quotes have been obtained for Members consideration. 

 
 

Provider Cost No. of Attendees 

Community 
Heartbeat 

£175 + VAT 50 People 

Tutorcare £375 + VAT Per group of 12 (Discount available if 
two sessions held on one day) 

St John 
Ambulance 

£110 + VAT Per Person 

 

2.2  Following a recommendation from a Member of the public British Heart 
Foundation was also asked whether they could provide training. They 
confirmed that they don’t not offer such training. 

 
 

2.3  Members are asked to consider whether the Council should arrange training 
sessions, the number of sessions and the provider.  
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3. Recommendations  

3.1  That the Council holds two training sessions in September 2017.  

3.2  That sessions are held at Bedford Road recreation ground and Sunderland 
Road recreation ground.  

3.3  That the Community Heartbeat Trust provide the training.  

3.4  That the costs of the training come from the rolling capital fund.  
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Dated    of      2017 
 
 
Agreement between Sandy Town Council (the “Council”) and Central 
Bedfordshire Council (“CBC”) and Stevenage Leisure Limited (SLL) for 
operation and management of the Jenkins Pavilion and booking of 
associated pitch facilities at Sunderland Road Recreation Ground, 
Sandy SG19 1TH 
 
 

1 The agreement between CBC and SLL is for an initial period of 7 
years commencing on 1 April 2014.  There is an option to extend for 
a further 7 years. 
 

2 The Council will pay to CBC an annual management fee of 
£15,000.00 and such annual management fee to increase in line with 
RPI each year during the initial period and any extension. 
 
(a) In the event that SLL ceases to manage leisure facilities at Sandy 

Upper School, SLL may terminate this agreement by providing 3 
month’s notice with the effect that this Agreement shall terminate 
on expiry of such notice. Any management fee paid in advance, 
in relation to any period from termination to the date paid up to, 
shall be refunded to the Council without undue delay.   

 
3 SLL agrees to use the management fee to provide 

 
i) Cleaning and maintenance of the Jenkins Pavilion 

 
ii) Rates payable on the Jenkins Pavilion 

 
iii) H&S legislative checks necessary for the operation of the 

Jenkins Pavilion 
 

iv) Bookings management for the Jenkins Pavilion and the cricket 
and football pitches at Sunderland Road Recreation Ground 

 
v) Utilities 

 
4        The Council agrees to retain responsibility for   
 

i) Buildings, pitch and contents insurance 
 

ii) Maintenance of the cricket wicket and outfield 
 
iii) Maintenance of the football pitches 

 
iv) Maintenance of all other outdoor facilities at Sunderland Road 

Recreation Ground for which the Council is responsible. 
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5 The following bookings will remain in place under the Council’s previous 
commitments and will attract a protected bookings fee: 

 
Sandy Cricket Club (terms of agreement between the Council and Sandy 
Cricket Club will apply) 
 
Sandy Colts Football Club (fee agreement between the Council and 
Sandy Colts Football Club will continue) 
 
These fees will be communicated to CBC in writing by the Council. 
 

6 All other bookings will be made using a standardised pricing for the 
facilities agreed between the Council and the CBC 
 
 

7 CBC will be responsible for ensuring that all users are aware of their H&S 
responsibilities and ensuring that appropriate use of the premises is 
maintained. 

 
8 The Council will inspect the cricket and football pitches on a regular basis 

and between Monday and Friday will advise SLL in a timely manner if it 
becomes aware of any reason why the pitches becoming unusable or 
unsuitable. The referee manager of the team will make the final decision 
following advice from the Council.  

 
9 SLL shall 

 
i) Inspect the premises on a daily basis and maintain them to the 

highest possible standard of cleanliness, environmental 
guidelines and security 
 

ii) Return the premises to the owner in the same condition in which 
they took over the premises save for reasonably wear and tear. 

 
Report to the Council any significant damage to the premises 
and/or any criminal activity associated with the premises which 
shall be reported to the police 
 

iii) Provide the Council with a monthly usage report and P&L account 
 

iv) Meet with the Town Clerk (at a minimum) on a quarterly basis to 
discuss the operation of this agreement 

 
v) Advertise, market and promote the facilities at Jenkins Pavilion 

 
vi) Work to increase bookings and usage of the Jenkins Pavilion by 

developing positive synergies between Sandy Sports Centre and 
the Jenkins Pavilion for the benefit of local people 
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vii) Work to exploit development opportunities with the FA following 
review of the existing football development plan 

 
viii) Provide users of the facility with a customer user forum to enable 

them to express concerns and contribute their views and to take 
these concerns and views into account in providing appropriate 
management of the facility 

 
ix) Have due regard to compliance with all laws and guidance relating 

to health and safety in undertaking its functions and obligations 
under this Agreement. 

 
 

10 The Council undertakes to  
 
i) Provide CBC with full access to all information it requires 

pertaining to the premises 
 
ii) Allow CBC to use the premises in whichever way it deems most 

appropriate to secure the shared goals of increased community 
usage and cost effective management of the facility 

 
iii) Use the bookings system provided by SLL.   

 
iv) Respect all previous bookings accepted by SLL if the Council 

wishes to make use of the premises itself 
 

v) Comply with all reasonable instructions from CBC in respect of 
health and safety 

 
vi) In so far as practicable and reasonable, ensure appropriate and 

proper supervision of users of the Jenkins Pavilion 
 

vii) In so far as required to meet is obligations under this Agreement, 
comply with all laws in connection with health and safety and 
safeguarding 

 
viii) Cooperate with CBC in relation to the provision of good 

management and operation and act in good faith in this regard 
 

ix) Keep the building in good repair and condition  
 
 

11 No alterations to the internal or external physical structure of the 
premises will be undertaken by either party during the term of this 
agreement unless a separate written agreement between parties is 
reached 
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12 If reasonably required and in consultation with the Council, SLL will be 
responsible for providing additional signage at the premises to be funded 
from the management agreement fee, the location and design of which 
is to be approved by the Council 

 
 
 
 

Signed on behalf of SLL 
 
 
 
 
 
Authorised Signatory 

 
 
 

 
Signed on behalf of Central Bedfordshire Council 
 
 
 
 
 
Authorised Signatory 
 
 
 
Signed on behalf of Sandy Town Council 
 
 
 
 
 
Authorised Signatory  
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SANDY TOWN COUNCIL 
 

Draft Flying of Model Planes and Drone Policy 
 
    

1.1 This policy governs the flying of model planes and drones on Council land.  
 

1.2 The Town Council requires permissions to be obtained for public flying of 
model aircraft/drones on Town Council owned land.  

 
1.3 If a person or company wants to fly a drone or UAV carrying photographic 

equipment above, launch from or land on property owned or controlled by 
the Council, permission must first be sought and granted from the 

Community Services and Environment Committee.  
 

1.4 Decisions to grant permission are unlikely to be granted for Town Council 
owned areas due to the need to consider the needs of the many other 

people using public space. 

 
1.5 Permission will not generally be granted in relation to any public 

parks or open spaces in Council ownership, unless the intended 
purpose is for education, promotion of the place (eg tourism) or there is a 

compelling commercial reason. The Council will charge a minimum fee of 
£100 for any permission granted. 

 
1.6 Individuals caught flying UAVs on Council owned land without the 

required permission shall be required to cease immediately. 
 

2. Guidance on Flying Drones and Model Plans 
 

2.1 If the Council does grant permission for the flying of drones or model 
aircrafts on Council owned land operators must follow the guidelines 

detailed below.  
        

2.2 Rules for flying, even with permission granted, are governed by Air 
Navigation Order 2009 (SI 2009/3015). Recreational users must comply 

with requirements about how and where they fly. For an aircraft with a 
mass of 20 kg or less, the Civil Aviation Authority (CAA) requires that: 

 

1. The operation must not endanger anyone or anything. 
2. The aircraft must be kept within the visual line of sight. 

3. Small unmanned aircraft that are being used for surveillance 
purposes are subject to restrictions with regard to the minimum 

distances they can fly near people or properties (50m). 
4. CAA permission is also required for all flights that are being 

conducted for aerial photography work. 
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5. The 'remote pilot' has responsibility for satisfying him/herself that 
the flight can be conducted safely. 

 

2.3 The CAA also says care should be taken about the collection of images 
of identifiable individuals, even inadvertently, when using surveillance 

cameras mounted on a small unmanned surveillance aircraft, as these 
will be subject to the Data Protection Act. This Act contains requirements 

concerning the collection, storage and use of such images, Small 
Unmanned Aircraft operators need to ensure that they are complying 

with these requirements. It is possible otherwise that individuals might 
be able to bring actions under existing legislation relating to injury, 

trespass, privacy, nuisance and data protection. 
 

2.4 Operators should NOT: 
 

• fly a drone over a sports field if it’s in use; 

• operate over parked vehicles or roads; 
• operate within of 20 metres of or be flown over other users of the 

park; 
• fly over or within 50 metres of livestock, sensitive wildlife habitats 

such as nesting or roosting birds or lakes; 
• operate within 20 metres of or fly over park buildings and 

structures, and overhead wires; 
• operate over dry flammable vegetation; 

• fly over adjoining private properties. 
 

2.5 Operators Should: 
 

• be courteous of other park users including people walking dogs; 
• keep the UAV in full view at all times (e.g. not operated through 

binoculars, video monitor or smartphone, unless an observer is 

present); 
• fly in daylight hours only; 

• cease operation if requested by council staff 
• Any breaches of the code of conduct could result in the council 

terminating your permission to fly UAVs on public land 
  

2.4 All Town Council owned land is covered by this policy, including; 
 

• Beeston Village Green 
• Sunderland Road Recreation Ground 

• Fallowfield Recreation Ground 
• Bedford Road Recreation Ground 

• The Limes Recreation Area 
• The Riddy Nature Reserve  

• The Pinnacle (Leased) 

• Sandy Cemetery  
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1. STATEMENT OF PURPOSE 

 
1.1 The widespread availability and use of social networking applications bring 

opportunities to understand, engage and communicate with our audiences in 
new ways. It is important that the Council is able to use these technologies 
and services effectively and flexibly. However, it is also important to ensure 
that the Council balance this with its duties to its services users and partners, 
its legal responsibilities and its reputation. 

 
For example, the Council’s use of social networking applications has 
implications for its duty to safeguard children, young people and vulnerable 
adults. There also implications for employees, councillors and the Council as 
a corporate body.  

 
1.2 This policy is intended to help councillors and council staff make appropriate 

decisions about the use of social media such and provide a framework of 
good practice.  

 
1.3 The purpose of this policy is to ensure: 
 

• that the Council is not exposed to legal and governance risks; 

• that the reputation of the Council is not adversely affected;  

• that our users are able to clearly distinguish where information provided via 
social networking applications is legitimately representative of the Council. 

• Management of the Council’s Facebook site 
 
2. Scope of Policy 
 
2.1 This policy covers all individuals working at all levels with the council, 

including all elected and co-opted councillors, the clerk to the council and all 
other employees and volunteers. These groups are referred to collectively as 
‘Council representatives’ for brevity. 

 
2.2 The requirements of this policy apply to all uses of social networking 

applications which are used for any Council-related purpose and regardless of 
whether the applications are hosted corporately or not. They must also be 
considered where Council representatives are contributing in an official 
capacity to social networking applications provided by external organisations. 
 

2.3 The council has a corporate presence on the web and by use of email, which 
it uses to communicate with people who live in, work in and visit the parish. 
Overtime the Town Council may add channels of communication that it uses 
at it seeks to improve and expand the services it delivers. When these 

SANDY TOWN COUNCIL 

DRAFT SOCIAL MEDIA POLICY  
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changes occur this Social Media Policy will be updated to reflect the new 
arrangements.  
 

2.4 All members and staff are expected to comply with this policy at all times to 
protect the reputation, privacy, confidentiality, and interests of the council, its 
services, employees, partners and community.  
 

3. Enforcement  
 

3.1 Serious breaches of this policy by employees may be dealt with under the 
Employee Disciplinary Procedure. The Council may take disciplinary action in 
respect of unlawful, libellous, harassing, defamatory, abusive, threatening, 
harmful, obscene, profane, sexually oriented or facially offensive comments 
by an employee.   
 

3.2 Behaviour required by the members’ Code of Conduct shall apply to online 
activity in the same way it does to other written or verbal communication. 
Members will bear in mind that inappropriate conduct can still attract adverse 
publicity, even when the code does not apply. Online content should be 
objective, balanced, informative and accurate.  
Members must be aware that their profile as a councillor means the more 
likely it is they will be seen as acting in an official capacity when networking or 
blogging. 
  

3.3 Breach of the policy by volunteers will result in the council no longer using 
their services and, if necessary, appropriate action will be taken.  
 

3.4 Communications on the internet are permanent and public. When 
communicating in a ‘private’ group it should be ensured that the council would 
be content with the statement should it be made public.  

 
4. SOCIAL MEDIA POLICY 
 
4.1 Social networking applications include, but are not limited to: 
 

• Blogs 

• Online discussion forums 

• Collaborative spaces 

• Media sharing services, for example YouTube 

• ‘Micro-blogging’ applications, for example Twitter. 
 
4.2 All Council representatives should bear in mind that information they share 

through social networking applications, even if they are on private spaces, are 
still subject to copyright, data protection and Freedom of Information 
legislation, the Safeguarding Vulnerable Groups Act 2006 and other 
legislation. They must also operate in line with the Council’s Equal 
Opportunities Policy. 
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4.3 This policy is based on the Civil Service Code: Principles for Participation 
Online and advice produced by the Chartered Institute of Public Relations and 
other sources of good practice. 

 
5. Rules for using Social Media 

 
5.1 Staff and Councillors must not allow their interaction on any website or blogs 

to damage their working relationships with others. They must not make any 
derogatory, discriminatory, defamatory or offensive comments about other 
staff, councillors, the council or about the people, businesses and agencies 
the council works with and serves.  
 

5.2 Posts must not contain anyone’s personal information, other than necessary 
basic contact details. 
 

5.3 If staff or councillors blog, tweet or post personally they must not act, claim to 
act, or give the impression that they are acting as a representative of the 
council. If in doubt, they should make it clear they are posting personally, 
especially when posting on subjects which are the concern of the council.  

 
5.4 All staff and councillors must ensure they use the council facilities 

appropriately. If using a council-provided website or social networking area, 
any posts made will be viewed as made in an official capacity. Council 
facilities cannot be used for personal or political blogs.  

 
5.5 When participating in online communication on behalf of the council staff and 

councllors must; 
 

• Never make false or misleading statements 

• Never name and individual third party unless you have written permission to 
do so.  

• Never use language that may be deemed as offensive, relating in particular to 
sexuality, race, disability, gender, age or religion.  
 

5.6 Discussions and documents which are part of council meetings and are open 
to the public may be freely referred to in online communications. However e-
mail communications, discussions of meetings or parts of meeting which are 
not open to the public, and any other correspondence or communication 
should be regarded as confidential unless specifically agreed otherwise.  

 
6. Managing the Council Facebook Page  
 
6.1 The Council will appoint at least XXX nominated persons as editors and 

moderators. They will be responsible for posting and monitoring of the content 
on council pages, ensuring it complies with the Social Media Policy. The 
moderators will have authority to immediately, without notice or comment, 
remove any posts from the council’s Facebook page if they are deemed to be 
inflammatory or of a defamatory or libellous nature. Such posts will be 
reported to the Clerk for council records.  
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6.2 The Clerk reserves the right to require the removal of content published by 
Council representatives which may adversely affect the reputation of the 
Council or put it at risk of legal action. 
 

6.2 The Facebook page will be used to; 
 

• Post notices and minutes of meetings (?) 

• Advertise events and activities 

• Post news stories about council activities and decisions  

• Link to appropriate websites 

• Advertise vacancies 

• Share information from partners, i.e CBC, Police, Library 

• Announce new information appropriate to the council  

• Post or share information promoting bodies for community benefit, 

such as sports clubs and community groups 

• Post information about council services 

• Post contact information for the council 

• Post other items as the council sees fit (?) 

• Facebook may be used to support the Town Council website and its 

information as above.  

 

6.3 The site will be checked on a regular basis to ensure security settings are in 

place. Access passwords for the site will be given to the Clerk and appointed 

Council editors/moderators only. 

 

6.4 The Council will only monitor the page during office work hours and an 

automatic message will alter any ‘posters’ to this.   

 

6.5 If a matter is raised on the Facebook page which needs further consideration 

by the council it may be raised at either the public participation session or as 

an agenda item for consideration by a quorum of councillors. The ‘poster’ 

shall be informed via the page or a direct message that this is the case and 

invited to contact the clerk directly. Any response agreed by council will be 

recorded in the minutes of the meeting.  

 

6.6 Reports of any concerns regarding content on the Facebook page should be 

reported to the Clerk for referral to the moderators and/or council as required.  

6.7 The use of the Council’s logo and other branding elements should be used 
where appropriate to indicate the Council’s support. The logo should not be 
used on social networking applications which are unrelated to or are not 
representative of the Council’s official position. 
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SANDY TOWN COUNCIL 

Information available from Sandy Town Council under the model publication scheme 

 
Information to be published How the 

information 
can be 
obtained 

Cost 

Class1 - Who we are and what we do 
(Organisational information, structures, locations and contacts) 
 
This will be current information only. 
    
N.B. Councils should already be publishing as much information as possible about how they can 
be contacted. 

(hard copy 
and/or website) 
 
 

 

 

 

Who’s who on the Council and its Committees Website 
Hard copy 

Free 
Free 

Contact details for Parish Clerk and Council members (named contacts where 
possible with telephone number and email address (if used)) 

Website 
Hard copy 

Free 
Free 

Location of main Council office and accessibility details Website 
Hardcopy 

Free 
Free 

Staffing structure Hardcopy 10p per sheet 
plus postage 
costs 

   

Class 2 – What we spend and how we spend it 
(Financial information relating to projected and actual income and expenditure, 
procurement, contracts and financial audit) 
 

Current and previous financial year as a minimum 

(hard copy 
and/or website) 
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Annual return form and report by auditor Website or  
Hard copy  

Free 

10p per sheet plus 

postage costs 

Finalised budget Website or  
Hard copy  

Free 

10p per sheet plus 

postage costs 

Precept Website or  
Hard copy 

Free 

10p per sheet plus 

postage costs 

Borrowing Approval letter Hard copy 10p per sheet plus 

postage costs 

Financial Standing Orders and Regulations Website or 
Hard copy   

Free 

10p per sheet plus 

postage costs 

Grants given and received Website or 
Hard copy  

Free 

10p per sheet plus 

postage costs 

List of current contracts awarded and value of contract Hard copy 10p per sheet plus 

postage costs 

Members’ allowances and expenses Hard copy 10p per sheet plus 

postage costs 

   

Class 3 – What our priorities are and how we are doing 
(Strategies and plans, performance indicators, audits, inspections and reviews) 
 

(hard copy or 
website) 

 

Parish Plan (current and previous year as a minimum) N/a as yet 
 

 

Annual Report to Parish or Community Meeting (current and previous year as a 
minimum) 

Website 
Hard copy 

Free 

Free 

Local Council Award Scheme status Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Local charters drawn up in accordance with DCLG guidelines N/a as yet  
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Class 4 – How we make decisions 
(Decision making processes and records of decisions) 
 
Current and previous council year as a minimum 

(hard copy or 
website) 

 

Timetable of meetings (Council, any committee/sub-committee meetings and 
parish meetings) 

Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Agendas of meetings (as above) Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Minutes of meetings (as above) – nb this will exclude information that is properly 

regarded as private to the meeting. 
Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Reports presented to council meetings - nb this will exclude information that is properly 

regarded as private to the meeting. 
Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Responses to consultation papers Hard copy 10p per sheet plus 

postage costs 

Responses to planning applications Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Bye-laws Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 
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Class 5 – Our policies and procedures 
(Current written protocols, policies and procedures for delivering our services 
and responsibilities) 
 
Current information only 
 

(hard copy or 
website) 

 

Policies and procedures for the conduct of council business:  
 
Procedural standing orders 
Committee and sub-committee terms of reference 
Delegated authority in respect of officers 
Code of Conduct 
Policy statements 

All: 
 
Website 
Hard copy 

 

 

Free 

10p per sheet plus 

postage costs 

Policies and procedures for the provision of services and about the employment 
of staff: 
 
Internal policies relating to the delivery of services 
Equality and diversity policy 
Health and safety policy 
Recruitment policies (including current vacancies)  
Policies and procedures for handling requests for information 
Complaints procedures (including those covering requests for information and 
operating the publication scheme) 

All: 
 
Website 
Hard copy 

 

 

Free 

10p per sheet plus 

postage costs 

Information security policy To be devised 10p per sheet plus 

postage costs 

Records management policies (records retention, destruction and archive) Hard copy 10p per sheet plus 

postage costs 

Data protection policies  Website 
Hard copy 

Free 

10p per sheet plus 

postage costs 

Schedule of charges )for the publication of information) 
 
 

Website 
Hard copy 

Free  

10p per sheet plus 

postage costs 
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Class 6 – Lists and Registers 
 
Currently maintained lists and registers only 
 

(hard copy or 
website; some 
information may 
only be 
available by 
inspection) 

 

Any publicly available register or list (if any are held this should be publicised; in most 

circumstances existing access provisions will suffice) 
Personal 
inspection 
Hardcopy 

Free 

 

10p per sheet plus 

postage costs 

Assets Register  Personal 
inspection 
Hardcopy 

Free 

 

10p per sheet plus 

postage costs 

 

Disclosure log (indicating the information that has been provided in response to requests; 

recommended as good practice, but may not be held by parish councils) 

 

N/a as yet  

Register of members’ interests Hard copy 
Or CBC 
Website 

10p plus postage 

costs 

Free 

Register of gifts and hospitality Hard copy 10p plus postage 

costs 

   

Class 7 – The services we offer 
(Information about the services we offer, including leaflets, guidance and 
newsletters produced for the public and businesses) 
 
Current information only 
 

(hard copy or 
website; some 
information may 
only be 
available by 
inspection) 

 

Allotments Website 
Hard copy 

Free 

Free 

Burial grounds and closed churchyards Website 
Hard copy 

Free 

Free 
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Community centres and village halls N/a  

Parks, playing fields and recreational facilities Website 
Hard copy 

Free 

Free 

Seating, litter bins, clocks, memorials and lighting Website 
Hard copy 

Free 

Free 

Bus shelters Website 
Hard copy 

Free 

Free 

Markets Website 
Hard copy 

Free 

Free 

 

Public conveniences Website 
Hard copy 

Free 

Free 

Agency agreements Hard copy 10p plus postage 

costs 

A summary of services for which the council is entitled to recover a fee, together 
with those fees (e.g. burial fees) 

Hard copy 10p plus postage 

costs 

   

Additional Information 
This will provide Councils with the opportunity to publish information that is not 
itemised in the lists above 

  

   

   

   

   

   

 

 

Contact details:  
Mr C Robson 
Town Clerk, Sandy Town Council, 10 Cambridge Road, Sandy, Bedfordshire, SG19 1JE 
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SCHEDULE OF CHARGES 
 
This describes how the charges have been arrived at and should be published as part of the guide. 
 
 

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE 

Disbursement cost Photocopying @ 10p per 
sheet (black & white) 

Actual cost *  

   

   

 Postage Actual cost of Royal Mail 
standard 2nd class 

   

Statutory Fee  In accordance with the 
relevant legislation (quote the 
actual statute) 

   

Other   

   

 
 
 
* the actual cost incurred by the public authority 
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1. Sandy Town Council aims to satisfy its customers, this includes treating 

people properly and delivering a high standard of service and customer care 

in all areas of our work. 

 

2. Customer Care involves putting customers first and respecting their rights, 

needs and views. The Council has many customers both external and 

internal. This policy relates to our most important group of customers: the 

people who live and work in Sandy. 

 

3. This document is primarily intended for our employees but is made available 

to members of the public in the interests of transparency. 

 

4. The Council will comply with the service standards described below. 

SERVICE STANDARDS 

Premises 

• Our reception areas and public rooms will be non-smoking, clean, tidy, safe, 

welcoming and comfortable. 

 

• Access will be provided, wherever possible, to customers with prams, 

pushchairs, wheelchairs and mobility disabilities. 

 

• We are striving to meet the needs of all people with disabilities. 

Facilities 

• Our indoor and outdoor facilities will be well maintained and safe. 

 

• Access will be provided, wherever possible, to customers with prams, 

pushchairs, wheelchairs and mobility disabilities. 

 

• We are striving to meet the needs of all people with disabilities. 

 

 

SANDY TOWN COUNCIL 

Customer Care Policy 

And Service Standards 

 
 

a 
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Accessibility of our offices and officers 

• Please refer to our website for the office opening hours. These can be found 

at the bottom of the homepage.   

 

• Members of the public may “drop in” during the days the offices are open or 

may telephone from Monday to Friday for an appointment at a specific time.  

 

• A request to see an individual officer will be responded to within three working 

days. 

 

• Drop in visitors should not have to wait any more than 5 minutes before being 

seen. Specific members of staff may not be available during the drop in 

sessions.  

 

• Customers attending a pre-booked appointment should not have to wait more 

than 5 minutes from the appointment time. 

 

• When our offices are closed due to the public holidays or other circumstances 

we will publicise this. On occasion the office may be closed without notice for 

operational reasons. 

Contact by Phone 

• Our offices provide a telephone services between 9am to 5pm Monday to 

Friday. Outside these times an answering machine is available. 

 

• We cannot answer all calls immediately because of our limited number of staff 

and phone lines. Telephone messages will be responded to within one 

working day. 

 

• Our telephone response will be courteous. 

 

• We aim to answer calls within 7 rings. 
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Website 

• Information about Sandy Town Council is available on our website 

www.sandytowncouncil.gov.uk 

 

• We aim to post agendas and reports to our website no less than 3 working 

days before our meetings. 

 

• We aim to post approved minutes of meetings within 5 working days of the 

meeting at which they were approved.  

 

• We aim to make the written information we send out easy to read and 

understand. We try to avoid the use of jargon, use clear and concise 

language, good layout and design and readable type faces and print sizes.  

Staff 

• The Town Council will ensure that our staff has the appropriate skills and 

knowledge to perform their jobs effectively.  

 

• All our staff will be tidily dressed. 

 

• The grounds staff will wear uniforms. 

 

• Staff will be polite and constructive and will treat customers as they would 

wish to be treated themselves. 

 

• Staff will supply their names and job titles to customers when requested.  

Communication and right to information 

• Sandy Town Council aims to make public as much information about its 

activities as practicable and our primary channel for this is our website. 

 

• Sandy Town Council will also publish an annual report. 

 

• Customers have the right of access to personal information which we hold on 

them. 

 

• Customers also have the right of access to council information under the 

freedom of information Act.  

 

 

http://www.sandytowncouncil.gov.uk/
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Confidentiality  

• Sandy Town Council respects the legislation which requires it to keep 

personal information confidential. 

 

• The council has security arrangements to prevent unauthorised access to our 

records and we aim to comply with the principles of good practice included in 

the Data Protection Act 1998. 

 

• Letters received from customers that are addressed to the Council as a body 

and which do not include personal information or a specific request to keep 

information confidential may be publicly disclosed.  

Complaints 

• Sandy Town Council aims to give customers the best service possible but 

sometimes things go wrong. If customers have a complaint we will try to put 

things right and apologise if we have made a mistake. 

 

• The Council has a formal complaints procedure which is on the council’s 

website and will be provided to customers who are no satisfied. 

 

 

Date adopted: April 2013 

Date revised:  
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SANDY TOWN COUNCIL 
 

Minutes Policy 
               

 

1 This policy sets out practical procedures and lawful practice for dealing with minutes of 
Sandy Town Council meetings and the meetings of its committees and sub-
committees.  It does not apply to notes taken at working groups or other meetings.   
 

2 Minutes will follow a standard format as laid out in Sandy Town Council’s minute 
protocol. 
 

3 Minutes will be composed by the appointed minute taker at a meeting on the basis of 
contemporaneous notes. The minute taker may be the clerk, another officer or a 
designated member of council who is nominated to act as minute taker in the absence 
of an officer.  In the absence of officers the minute taker may be the chairman. 
 

4 All notes taken by the minute taker at a council, committee or sub-committee meeting 
will be subject to inspection under the Freedom of Information Act (as are all notes 
taken by all members and officers during meetings). 
 

5 Draft minutes may be shown to the chairman of the meeting by the minute taker before 
circulating the draft minutes to other members of the meeting. 
 

6 Draft minutes will be circulated to all members of the body which held the meeting 
(whether they were absent or present at the meeting) at the earliest opportunity. 
 

7 If the draft minutes are not available until the day of the next meeting of the body, the 
minutes of the meeting may not be taken as read but will be read out to the meeting 
prior to approval. 

 

8 Draft minutes will be published on the Council’s website as soon as practicable. 
 

9 The draft minutes will be considered and any suggested amendments to them will be 
proposed and voted upon in accordance with current standing orders.                                                                                                                                                                                                                                                                                              
 

10 Draft minutes may only be approved by resolution of the body (council, committee or 
sub-committee) which held the original meeting of which the minutes form a record. 
 

11 Decisions contained within draft minutes may be implemented before the minutes are 
approved. 
 

12 Recommendations contained within draft minutes may be referred to the relevant body 
for approval before the minutes are approved. 
 

13  Once formally approved minutes will be published within 5 working days and will be 
posted on the Council’s website.    
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14   Approved minutes of a sub-committee will be reported to the parent committee at the   
next available committee meeting for noting. 
 

15   Approved minutes of a committee will be reported to the next available meeting of    
Town Council for noting. 
 
 

 

Adopted: March 2013 
Reviewed: June 2017 


