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APPLEBY TOWN COUNCIL MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
WEDNESDAY 19TH DECEMBER 2018 at 7.00pm

Report 1

Present:
Mayor:
Deputy Mayor:
Councillors:

Cllr Mrs Dixon-Dougherty
Cllr Mrs Anderton
Cllr Chalmers
Cllr Connell
Cllr Dougherty

Cllr Hayes
Cllr Miss Hutchinson
Cllr Pape
Cllr Stephenson

Also in attendance: Mayor’s Chaplain Revd. Roger Collinson, Mace Bearer David Johnson
C1/12/18

Apologies for Absence

ACTION

Apologies for absence were received from Cllr Ms Blair, Cllr Curley, Cllr F Potts, Cllr H Potts and Cllr
Rooke in respect of this meeting.
C2/12/18

Declarations of Interest

Cllr Connell declared a personal interest in any items on the agenda that relate to Cumbria County
Council and Eden District Council. Cllr Mrs Dixon-Dougherty declared a personal interest in any items
on the agenda that relate to the Environment Agency.
C3/12/18

Clerk

Clerk

Minutes

Council
It was RESOLVED to authorise the Vice Chair of the meeting to sign the minutes of the Ordinary
st
Meeting of the Council held on Wednesday 21 November 2018 as a true and accurate record and
the Council to approve any resolutions.

Cllr Mrs
DixonDougherty

Committees
It was RESOLVED to authorise the Chairman of the Committee to sign the minutes of the Finance
th
Committee held on Monday 10 December 2018 as a true and accurate record and the Council to
approve any recommendations.

Cllr
Chalmers

It was RESOLVED to authorise the Chairman of the Committee to sign the minutes of the Planning &
th
General Purpose Committee held on Monday 10 December 2018 as a true and accurate record and
the Council to approve any recommendations.

Cllr Miss
Hutchinson

It was RESOLVED to authorise the Chairman of the Committee to sign the minutes of the Property
th
Committee held on Monday 10 December 2018 as a true and accurate record and the Council to
approve any recommendations.

Cllr
Dougherty

C4/12/18

Questions to be received from the public.

There were no questions received from the public in respect of this meeting.
C5/12/18

Police Report

It was RESOLVED to receive and note the Police’s written report.
C6/12/18

Heritage Action Zone (HAZ) Report

It was RESOLVED to receive and note the Heritage Action Zone Project Officer’s written report. New
revised drawings were awaited to conclude the Moot Hall Options Appraisal. The next stages will
include; detailed design; planning; listed building consent and grant applications. The project to offer
funding to listed buildings in the centre of Appleby for improvement is shortly to get underway. A
volunteer is needed from the Council to sit on the grant awarding committee. Cllr Hayes volunteered.
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Work on the church railings was shortly to commence with main contractor Parking Bell of Warcop and
sub-contractor H & Pigney and Son of Appleby. Cllr Stephenson asked if the funding would be available
to properties such as the White Hart, 1 High Wiend and 46 Broroughgate. Mr Banford responded that in
theory yes but depending on the use of the building match funding from the owner would be required.
Eden District Council is currently considering what action to take with regard to those properties badly
derelict. Cllr Hayes asked if there was a timescale for the completion of the church railings. Mr Banford
responded that depending on the weather the project should be completed by the end of March 2019.
C7/12/18

County and District Councillor’s Reports.

County
It was RESOLVED to receive and note Cllr Connell’s written report. Cllr Connell advised that he had
contacted highways with regard to the amenity grass cutting at the cairn near Salt Tip corner and had
received a positive response. He also advised that highway’s had recently carried work to remove fallen
trees from the verges near Castle Bank. Cllr Stephenson asked if there were any plans to cut the library
budget. Cllr Connell advised that he was not aware of any. Cllr Stephenson stated that was pleased
that the Ministry of Defence and excluded Murton Pike from their decision. Cllr Connell advised that
there could still be a judicial review but he felt this was unlikely due to the cost. Cllr Stephenson advised
that the County council were asking people to let them know the location of any salt bins that need filling
via social media. Cllr Mrs Anderton asked is there was an update on the elected member representation
on the Multi Agency Strategic Coordinating Group (MASCG). Cllr Connell replied County Council
elected members would decide on who the County Council would nominate. Cllr Stephenson said he felt
it was a positive move to include democratic representation and hoped whoever was nominated would
have local knowledge and experience and take a balanced approach.
District
It was RESOLVED to receive and note Cllr Connell’s and Cllr Mrs Greenwood’s written report. Cllr
Stephenson stated that the free parking in Broadclose Car Park on the Saturdays prior to Christmas was
a positive move. Cllr Connell thanked Cllr Mrs Greenwood for raising the issue of the 100% funding for
devolution of services with the executive, however, it looked likely that funding would reduce to 75% next
year even though delays have been due to Eden district council’s administration. Cllr Stephenson noted
that an article in last week’s Cumberland and Westmorland Herald reported that 25 years ago was an
issue being discussed. He urged that compromise and discuss would be necessary to resolve the
situation. Cllr Mrs Greenwood advised that members of the football club were working with Eden District
Council officers. Cllr Connell advised that it was a difficult area as the land was gifted by the Lowther’s
for “recreational purposes”.
C8/12/18

Mayor’s Report

There was no Mayor’s Report in respect of this meeting.
C9/12/18

Clerk’s Report

It was RESOLVED to receive and note the Clerk’s report. The Clerk advised that she had been
contacted by Rev Andrew Sterling from The Sands Methodist Church who is hosting the Town Carol
Service this year; he wanted to know if someone from the Council was available to do a reading at the
service. Cllr Connell advised that he was happy to do so as he would be attending the Carol Service
anyway.
C10/12/18

Outside Body Reports

Cllr Mrs Anderton advised that she had attended an Appleby Grammar School’s Governors meeting last
week.
C11/12/18

Schedule of Payments & Bank Transfers – November 2018

It was RESOLVED that the Chairman be authorised to sign the schedule of payments for the month of
November 2018, totalling £11,215.87. This figure includes employee salaries and purchases; and is
inclusive of VAT. It was also RESOLVED that the Chairman be authorised to sign the transfer of funds
for November 2018 totalling £11,363.32.
C12/11/18

Cllr Mrs
DixonDougherty

Standing Orders November 2018

It was RESOLVED to approve the Standing Orders November 2018 for use and publication.
C13/12/18

Councillors’ reports and items for future agendas
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Cllr Stephenson commented that it was good to see the new cricket pavilion taking shape and said that
all those involved should be congratulated, once the new church railings are installed that area of town
will be restored to pre December 2015.
C14/12/18

Date of the Next Meeting
rd

Councillors noted that the next Ordinary Meeting of the Council will be held on Wednesday 23
January 2019 at 7pm.

ALL

There being no further business the meeting closed at 8.00pm

AT THE COUNCIL MEETING ON:
THE MAYOR WAS AUTHORISED BY
THE COUNCIL TO SIGN THESE MINUTES TO
CONFIRM THEIR BEING AN ACCURATE RECORD:

WEDNESDAY 23RD JANUARY 2019

________________________________________
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FINANCE COMMITTEE MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
MONDAY 14TH JANUARY 2019 at 6.45pm
Present:
Cllr Mrs Anderton
Cllr Connell
Cllr Pape (Vice Chair)
Cllr F Potts
Cllr H Potts
Cllr Rooke (Mayor ex officio)

F1/01/19

Report 2

Also in attendance:
Cllr Hayes
Cllr Stephenson

Apologies for Absence

ACTION

Apologies for absence were received from Cllr Chalmers, Cllr Curley and Cllr Mrs Dixon-Dougherty in
respect of this meeting.
F2/01/19

Clerk

Declarations of Interest

Cllr Connell declared a personal interest in any items on the agenda that relate to Cumbria County Council
and Eden District Council. Cllr Mrs Anderton and Cllr F Potts declared a personal interest with regard to the
application for a grant from Appleby Primary School.
F3/01/19

Actions from the Previous Minutes

There were no outstanding actions from the previous minutes in relation to this meeting.
F4/01/19

Chairman’s Report

There was no Chairman’s Report in respect of this meeting.
F5/01/19

Management Accounts

The Clerk presented the Management Accounts for December 2018. Cllr Stephenson asked what monies
were being allocated to building repairs next year. The Clerk advised that that would depend in part on if
the council decide to increase the precept and other budget commitments, any unallocated funds are
committed to the building repairs budget. Cllr Stephenson also asked about the Eden District Council grant
towards the cost of the Tourist Information Centre. The Clerk advised that as previously agreed with the
District Council the grant would reduce by 25% next year to £4,500 as per devolution of services.
F6/01/19

Precept 2019 - 2020

The Clerk explained that the first table in the Finance Report shows how much additional funding would
have been generated had the Council increased the Precept by 2 % each year for the last 5 years.
Accumulatively this would have totalled £22,463. The Clerk also explained that the second table shows
how much funding each % increase would generate this year and also how this would increase the amount
per household. Cllr H Potts stated that is would have been a good idea to have increased the precept by a
small amount in previous years. Cllr Rooke proposed that the Council increase the precept by 6% which
would equate to 1% per year. This was seconded by Cllr Mrs Anderton but the motion was not carried. Cllr
H Potts prosed that an increase of 5% would be more acceptable to the council tax payers and this was
seconded by Cllr Pape. This motion was carried by 4 votes to 2. It was RECOMMENDED that the precept
be increased by 5%. The £5253 that the increase will generate will be ring fenced and only used for
building repairs. The 5% increase is the equivalent to a 1% rise over the last 5 years and will mean an
overall increase of £4.60 per year (for a Band D property).
F7/01/19

Eden District Council: Devolution of Services Funding
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The Clerk advised that there have been significant delays in the transfer of assets to the Council. These
delays are mainly due to Eden District Council’s legal department and some delays due to getting repairs
completed. Following Cllr Mrs Greenwood’s question to the Executive Committee it is understood that it is
intended to reduce the funding of asset transfers in 2019 – 2020 to 75%. Cllr Connell advised that he would
contact the Chief Executive Officer to discuss the matter. It was also suggested that the Clerk contact
Kirkby Stephen, Alston and Penrith Council’s to see if they had similar issues. It was RECOMMENDED that
st
should 100% fund not be available for the 1 year of when an asset transfers the Council will accept no
further transfers.
F8/01/19

Grass Cutting: Approaches to the Town

The Clerk advised that retrospective funding was no longer a consideration. Cllr Connell advised that
Cumbria County Council had agreed to take responsibility for the grass cutting at the Long Marton approach
to Appleby. Cllr H Potts asked if a letter of thanks could be sent to Mr and Mrs Coward who have
undertaken the planting for several years. It was agreed that Cllr Rooke would draft a thank you letter.
F9/01/19

Cllr
Rooke

Grant Applications

A grant application was considered from the Great North Air Ambulance Service. It was RECOMMENDED
that £250 be awarded to the Great North Air Ambulance Service from the Charity of Mrs Hannah
Kennington (Deceased).

Assistant
Clerk

A grant application was considered from Eden Timebank. It was agreed that Cllr Connell would see if
funding was available from Cumbria County Council, however, should such funding not be forth coming it
was RECOMMENDED that £160 be awarded to the Eden Timebank from the Dorothy Chapman Trust.

Assistant
Clerk

A grant application was considered from Appleby Primary School. It was RECOMMENDED that £400 be
awarded to the Appleby Primary School from the Dorothy Chapman Trust.

Assistant
Clerk

F10/01/19

Councillors’ reports and items for future agendas

There were no Councillors’ reports and items for future agendas raised in respect of this meeting.
F11/01/19

Date of the Next Meeting

Councillors noted that the next meeting of the Finance Committee will be held in the Moot Hall on Monday
th
11 February 2019 at 6.45pm.

ALL

There being no further business the meeting closed at 7.15pm
AT THE COUNCIL MEETING ON:

RD

WEDNESDAY 23

JANUARY 2019

THE CHAIRMAN OF THE COMMITTEE WAS AUTHORISED BY THE
COMMITTEE TO SIGN THESE MINUTES TO CONFIRM THEIR
BEING A TRUE AND ACCURATE RECORD:
_________________________________________
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PLANNING AND GENERAL PURPOSE COMMITTEE MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
TH
MONDAY 14 JANUARY 2019 at 7.15pm
Present:
Cllr Connell
Cllr Hayes (Vice Chair)
Cllr Pape
Cllr Rooke (Mayor ex officio)
Cllr Stephenson
P1/01/19

Report 3

Also in attendance:
Cllr Mrs Anderton
Cllr F Potts
Cllr H Potts

Apologies for Absence

ACTION

Apologies for absence were received from Cllr Chalmers, Cllr Mrs Dixon-Dougherty, Cllr Dougherty and Cllr
Miss Hutchinson in respect of this meeting.
P2/01/19

Clerk

Declarations of Interest

Cllr Connell declared a personal interest in relation to any item on the agenda that relates to Cumbria
County Council and Eden District Council.
P3/01/19

Actions from the Previous Minutes

There were no outstanding actions from the previous minutes.
P4/01/19

Planning Applications

The Committee supported the application detailed below:
18/0962
APPLICATION
Various tree works
DOUGLAS HOUSE BONGATE APPLEBY-INWESTMORLAND CA16 6HW

18/0978
APPLICATION
Retrospective application for conversion of two
bedroom flat into two one bedroom flats.
1 TUFTON MEWS APPLEBY-IN-WESTMORLAND
CA16 6XA

Clerk

18/0979
APPLICATION
Listed Building consent for the retrospective
application for the conversion of two bedroom flat
into one bedroom flats.
1 TUFTON MEWS APPLEBY-IN-WESTMORLAND
CA16 6XA
P5/01/19

Planning Decisions

The Committee noted the planning decisions listed below.
18/0832
GRANTED
Listed Building
Listed building consent for repairs to roof, leadwork
and stonework internal tanking system.
NORTH LODGE BOROUGHGATE APPLEBY-INWESTMORLAND CA16 6XH
18/0855
GRANTED
Outline Application
Outline application for one dwelling with all matters
reserved
10 COLBY LANE APPLEBY-IN-WESTMORLAND
CA16 6RJ

18/0839
GRANTED
Listed Building
Listed building consent to demolish and replace
existing rear conservatory.
11 DOOMGATE APPLEBY-IN-WESTMORLAND
CA16 6RB
18/0814
GRANTED
Listed Building
Listed building consent for chimney replacement
42 BOROUGHGATE, APPLEBY-INWESTMORLAND, CA16 6XG
Royal British Legion
Planning & General Purpose Committee: 2019:
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18/0929
GRANTED
Full Application
Retrospective application for an extension of
residential accommodation into domestic storage
space on ground floor
TUDOR HOUSE DOOMGATE APPLEBY-INWESTMORLAND CA16 6RB
P6/01/19

Chairman’s report

There was no Chairman’s Report in respect of this meeting.
P7/01/19

Community Asset: Appleby Library

Cllr Stephenson said that whilst there seemed to be no plans from the County Council to close or reduce
the library service, budgets continue to be squeeze and it may become a possibility in the future. The
library building is in an excellent central location and should be kept for community use. To help ensure
that it remains available for community use it was RECOMMENDED that the Council apply to Eden District
Council to list the building as an asset of community value.
P8/01/19

Property
Manager

Council Policies

It was RECOMMENDED that the policies detailed below be approved and the Mayor authorised to sign
rd
them at the Council meeting to be held on Wednesday 23 January 2019.
 Equality and Diversity
 Health and Safety
 Media
 Privacy Policy
 Community Engagement
 Data Protection
 Fire Safety Policy
 Document Retention Policy
 Freedom of Information
P9/01/19

Eden District Council: Public Path Diversion Order (No2) 2015: Cross Croft, Appleby
(Footpath 303028)

It was noted that the notice of confirmation for the above public path order together with the order had been
th
received from Eden District Council. The order can into force on 12 December 2018.
P10/01/19

Eden District Council: Local Enforcement Plan

It was noted that Eden district Council has prepared a Local Enforcement Plan in adherence with the
National Planning Policy Framework. A copy of which has been circulated to Councillors and is also
available using the following link https://www.eden.gov.uk/planning-and-building/planning/planning-controlbreaches/planning-enforcement-plan/.
P11/01/19

Cumbria Association of Local Councils: Buckingham Palace Garden Party
Nomination

It was RECOMMENDED that Cllr and Mrs Pape be nominated to be entered into the draw for an invitation
st
to a garden party at Buckingham Palace on Tuesday 21 May 2019 as they had been unable to be
nominated whilst in office due to other commitments.
P12/01/19

Councillors’ reports and items for future agendas

Cllr Connell advised that he was going to suggest to Eden district Council that the two Appleby wards be
known as Appleby Town and Appleby Bongate as there had been some confusion in recent media reports.
Cllr Stephenson advised that there are now 8 posts needing replacement on Boroughgate and it was
making the town look uncared for. The Clerk advised that the matter had been reported on numerous
occasions. Cllr Stephenson asked whether the fact that the town was a heritage action zone could be used
to exert some influence on Eden District council to get the repairs done in a timely manner. It was
RECOMMENDED Cllr Hayes be the Council’s representative on the new HAZ committee.
P13/01/19

Mr Adrian
Banford

Date of the Next Meeting

Councillors noted that the next meeting of the Planning and General Purpose Committee would be held in
th
the Moot Hall on Monday 11 February 2019 at 7.15pm or upon the rising of the Finance Committee.

ALL

There being no further business the meeting closed at 7.45pm.
TH

AT THE COUNCIL MEETING ON:
WEDNESDAY 23 JANUARY 2019
THE COMMITTEE CHAIRMAN WAS AUTHORISED BY
THE COMMITTEE TO SIGN THESE MINUTES TO CONFIRM
THEIR BEING A TRUE AND ACCURATE RECORD:
________________________________________
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PROPERTY COMMITTEE MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
MONDAY 14TH JANUARY 2019 at 7.45pm
Present:
Cllr Mrs Anderton (Vice Chair)
Cllr Connell
Cllr Hayes
Cllr Pape
Cllr F Potts
Cllr H Potts
Cllr Rooke (Mayor ex officio)
PR1/01/19

Report 4

Also in attendance:
Cllr Stephenson

Apologies for Absence

ACTIONS

Apologies for absence were received from Cllr Mrs Dixon-Dougherty and Cllr Dougherty in respect of this
meeting.
PR2/01/19

Clerk

Declarations of Interest

Cllr Connell declared a personal interest in relation to any agenda items that relates to Cumbria County
Council and Eden District Council.
PR3/01/19

Actions from the Previous Minutes

There were no outstanding actions from the previous minutes in respect of this meeting.
PR4/01/19

Chairman’s Report

There was no Chairman’s Report in respect of this meeting.
PR5/01/19

Moot Hall: Options Appraisal

Cllr H Potts advised that he flet the detail of the steps would need to be looked at to improve security. Cllr
Mrs Anderton expressed concerns that the loss of the exhibition space on the ground floor would reduce
the Tourist Information Centres income and that exposing the roof trusses and beams in the Council
Chamber would mean an increase in the cost of heating. It was RECOMMENDED that the revised final
drawings be approved.
PR6/01/19

Councillors’ reports and items for future agendas

There were no Councillors’ reports and items for future agendas in respect of this meeting.
PR7/01/19

Date of the Next Meeting

Councillors noted that the next meeting of the Property Committee will be held in the Moot Hall on
th
Monday 11 February 2019 at 7.45pm (or upon the rising of the Planning and General Purpose
Committee).

ALL

There being no further business the meeting closed at 8.15pm.

AT THE COUNCIL MEETING ON:

RD

WEDNESDAY 23

JANUARY 2019

THE CHAIRMAN OF THE MEETIJNG WAS AUTHORISED BY THE
COMMITTEE TO SIGN THESE MINUTES TO CONFIRM THEIR
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BEING A TRUE AND ACCURATE RECORD:
_________________________________________

Property Committee: 2019: Page 2

Report 5

Appleby Town Council Report
Date submitted 14/01/2019
Produced by
PCSO 5133 Larmour & PCSO 5406 Ewbank
Crime Trends and Patterns






4th Dec theft of steaks and meat joints from Co-Operative.
15th Dec tyre damage to vehicle on Sycamore Close.
29th Dec reports via 101 that youths kicking the doors of Public Toilet at Broad Close Car Park.
Police attended later that evening.
Between 21st Dec and 27th Dec The Butts Shelter glass panel has been smashed. This is an area
that PCSOs will increase passing attention to this area, along with Broad Close Public Toilets
during shifts.
Messages through Appleby Shop watch group that forged £5 and £50 notes are in circulation.

Police Action & Crime Prevention


Following further complaints to PCSO concerning vehicles speed on Battlebarrow, PCSO acted
upon on this and has been visible with the speed gun with an officer. This is something that is
going to be monitored on a more regular basis.



Following an increase in rural crime of quad bikes, livestock thefts, and thefts of agricultural
machinery in December Eden Policing Team carried out a high patrol operation to target this. Our
proactive police officers caught burglars red handed stealing a quad bike in Alston.

Crime Prevention
It is important that members of the community continue to report crime and suspicious activity to police by
calling or emailing 101 for non-emergency incidents (in an emergency always dial 999). This helps to
build a picture of what is happening in the area and also contributes to police resources being utilised in
the most effective manner. To see what is happening locally please visit:
Cumbria Police Website: www.cumbria.police.uk
Facebook: www.facebook.com/cumbriapolice
Twitter:www.twitter.com/EdenPolice

Non emergency number

101
www.cumbria.police.uk
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Appleby Heritage Action Zone Progress
January 2019
The Moot Hall
The revised drawings were presented at the Property committee last Monday. With the final report,
this concludes the consultation phase of the process by Crosby Granger.
We shall now embark on raising the necessary funding, passing through planning at various stages
and developing the interpretation offer that will go in the Moot Hall and attract the visitor numbers
to the town, that will satisfy the Heritage Lottery Fund (HLF). The HLF are also keen on the town
delivering additional benefits for locals too (including beyond the 4 walls of the Moot Hall). The
issue is that the HLF is closed to new applications for 6 months.
The Partnership Scheme – ‘’Appleby Heritage Scheme’’
Cllr Gareth Hayes and I met and he agreed, in principle, to represent the Town Council on the grant
panel. This panel will also include Caroline, Andy Connell or Karen Greenwood as the elected EDC
member, Paula Smith, the EDC Conservation Officer and myself.
An invitation to each eligible shop property to join the scheme will go out once the contract from
Historic England is received and agreed by Eden District.
33a Chapel Street & Flooding resilience
The work continues. Archaeologists are keen to see what might be under the floor since it has now
been dug up. The next phase is the beginning of the reinstatement.
Appleby St Lawrence Church railings
Parkin Bell, the main contractor have started work and will be assisted with the iron work by
Pigney’s. A suggested completion date of April has been made, dependant on weather.

Report 7
CCC Report 23 January 2019
Budget Consultation
The Budget consultation exercise is now complete, and the finalised document will go before
Council in February. We can expect a rise of 1.99%, along with an increase in the Police
precept. No shocks are anticipated, but continued uncertainty over Brexit is not helpful
because large councils invest in short-dated government stock.
Edenside
There was a very positive meeting at the Hub. Oaklea have a clear vision of what they want
to achieve. But for Oaklea to progress the project there will have to be a satisfactory Flood
Risk Assessment. This requires commitment from the Environment Agency to the works on
which the public were consulted in 2017, and which, according to the EA’s published
timetable, should now be under way.
Bongate Weir
A separate project involving the EA, councils and other bodies is Bongate Weir, which was
found to be in a dangerous condition following a near-accident last summer. The most likely
course will be the removal of the structure, which serves no practical purpose. Extensive
modelling has indicated that the present structure has no impact on flow of the river through
Appleby.
Jubilee Bridge and Ford Approaches
On the Castle Bank side, CCC contractors have removed several diseased and ivy-infested
trees from the verge, which had a habit of falling down and obstructing the road. On the Mill
Hill side a permanently blocked gulley that caused a pool of standing water at the approach to
the car park and footbridge is being dealt with.
MASCG Representation
As reported in the media, EDC elected Karen Greenwood, district councillor for Appleby as
its representative on MASCG. The CCC representative will shortly be chosen by the Local
Committee of county councillors. In view of Karen’s election - and for other reasons - it’s
not my intention to seek nomination. I shall continue to be a member of the MASCG group
that meets regularly to review highway issues relating to the New Fair.

Report 8

EDC Report for Appleby Town Council January 2019

Bollards on Boroughgate
I have asked for more information on this and I hope to give a verbal update in the meeting.
Electric Car Charging points in Broad Close Car Park
It has been agreed to install these in a limited number of Car Parks in Penrith and in the
Broad Close Car Park. It is proposed to install two next to The Hub. This will make it much
more practical to visit the town by visitors with electric cars.
The Penrith Strategic Masterplan; A vision to 2050
A debate was held in January by all Eden District Councillors on this, which was well attended in the
Town Hall by a large number of the Public. It was agreed to recommend to the Executive: 'In
consideration of the widespread criticism of the Masterplan and public dissatisfaction with the
Executive’s engagement exercise, Council recommends to the Executive that the current version of
the Masterplan be subject to an official public consultation with the option to reject it.’

Budget 2019-2020
EDC Executive will consider the draft Budget arrangements on Tues 22nd January. It is
recommended that there is no increase in the Council Tax charged by EDC.

Constitution Working Group
A working Party has been set up to look at updating the Constitution with changes- including various
protocols for Members and Officers. This work is ongoing and will continue over the next few
months.

Senior Management Review
The Chief Executive has initiated a Senior Management Review, with significant changes to the
structure, entailing redistribution of responsibilities and duties and some changes in personnel. In
budgetary terms this is intended to be broadly cost-neutral.

Local Elected Member Representation on MASCG (Horse Fair)
Preparations are under way for this Horse Fair. From February 2019 there will be three
elected Members on the MASCG group -one each from Cumbria County Council, South
Lakeland District Council and Eden District Council. On 10 February EDC councillors voted
that their representative will be Cllr. Karen Greenwood

End of Report.
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Council Meeting – Wednesday 23rd January 2019
1. Correspondence Summary for December 2018
There were a total of 261 items of correspondence sent or received in the month, averaging 17
items per day over 15 working days:
 153 received and 108 sent
 243 emails and 18 letters
These items have been categorised under the following headings:

Bookings
Correspondence
Finance
Information
Planning

November
10
247
48
0
13

December
3
189
58
0
11

2. The Mayor’s Senior Citizens Lunch
The Mayor’s Senior Citizens Lunch will be held in the Tufton Arms Hotel on Thursday 28th March
2019, 12 noon for 12.30pm. There will be the usual two course meal with tea and coffee, followed
by entertainment. Reservations of individual places can be made at the Tourist Information
Centre from Monday 25th February 2019.
3. Healthwatch Cumbria
Healthwatch Cumbria’s survey of health and care services in Appleby will end on 31st January
2019. They will be presenting their report to Councillors on Wednesday 27th February 2019 in the
Moot Hall at 7pm.
4. Dates to Note
Committee Meetings: Monday 11th February 2019 from 6.45pm
Council Meeting: Wednesday 20th February 2019 at 7pm
Healthwatch Cumbria: Wednesday 27th February 2019 at 7pm
Mayor’s Senior Citizens Lunch: Thursday 28th March 2019 at 12 noon
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Appleby in Westmorland Town Council
Payments Schedule for December 2018
Date

Payee

Description

02/12/2018

Nethosted

Software

03/12/2018
03/12/2018
04/12/2018
04/12/2018
04/12/2018
10/12/2018
10/12/2018
14/12/2018
14/12/2018
14/12/2018
14/12/2018
17/12/2018
18/12/2018
18/12/2018
19/12/2018
20/12/2018
20/12/2018
21/12/2018
21/12/2018
21/12/2018
21/12/2018
21/12/2018
21/12/2018
21/12/2018
28/12/2018
31/12/2019
30/12/2018

NFU
Barclaycard
Howdens
Swan Packaging
George Romneys
BT
EDC
Corona
Corona
Corona
David Cleator
Mark Denton Photography
EDC
EDC
Waterplus
Waterplus
BT
Wages
HMRC
NEST
N W Altham
Herald
EDC
EDC
Amey
BT
Waterplus

Subscription
Invoice
PH Fire Doors
TIC Purchases
TIC Purchases
Alarm Line
Rates MA Toilets
MH Gas
PH Gas
PH Smart Meter
PH Kettle
TIC Purchases
PH Rates
MH Rates
PH W & WW
MH W & WW
Invoice BB Line
December Payroll (9 employees)
Tax & NI Dec 2018 ( 9 employees )
Pensions Dec (4 employees)
PH Repairs
Advert
Credit Note
Invoice Footway Lighting
Invoice MA Toilets
Internet
PH Surface Water

Total Payments for Authorisation for December 2018

Chq
No/DD
BP04/12
DD
DD
BP12/12
BP04/01
BP04/01
DD
BP10/12
DD
DD
DD
BP04/01
BP04/01
DD
DD
DD
DD
DD
BP21/12
BP21/12
DD
BP21/12
BP21/12
CN
DD
DD
DD

Amount (£)
50.34
25.28
39.79
181.49
26.04
19.58
65.20
612.00
128.56
112.00
214.75
34.99
69.86
64.00
379.00
163.39
27.49
30.72
5163.49
566.17
88.75
450.00
150.00
-1073.98
1172.31
850.00
88.32
79.12
9778.66

Funds Transferred in December 2018
Date

From

To

18/12/2018
21/12/2018

Barclays Savers
Barclays Savers

Barclays Current
Barclays Current

Total Funds Transferred in December 2018

Amount (£)
5818.41
1783.22

7601.63
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Summary 2019-2020

Income
Item
Precept
Council Tax Reduction Scheme
Recycling
Interest
Grants Received
Planting
Flood Relief Fund
Other Income
Rents
Fair Hill
RPA
Wayleaves
Letting Fees - Coffee Mornings
Letting Fees - Mini Markets
Letting Fees - Concerts/Cinema
Letting Fees - Club Events
Letting Fees - Fair Week
Letting Fees - Private Functions
Letting Fees - Other
PV Income
TIC Sales
EDC Grant
Footway Lighting
Play Areas
Seats
Market
Broadclose Toilets
Broadclose Car Park
Grass Cutting
Land & Trees
Football Pitch
Totals
Expenditure
Cost of Sales
Salaries
Stationery
Heating and Lighting
Minor R&R
Telephone & Broadband
Postage
Cleaning and Refuse
Insurance
Licences and Compliance
Professional Fees
Rates
Water
Training
Subscriptions
Advertising
Election
Marketing
Credit Card Machine Charges
Printing
Audit
Mayors Allowance
Grants
Christmas Light
Computer - Hardware
Comupter - Software
Lift Contract
Building Repairs
Flood Repairs
Planting
Bus Shelter
Catering
Flood Relief Fund
Bank Charges
Returnable Deposits
Footway Lighting
Play Areas
Seats
Market
Broadclose Toilets
Broadclose Car Park
Grass Cutting
Land & Trees
Football Pitch
Contingency
Totals
Balance

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Forecast
2018-2019

Budget
2019-2020

74937
2077
1400
200
0
300
0
0
19000
3450
2200
38
1560
1000
1000
4000
750
500
2000
1700
36500
6000

74937
2077
1400
180
32729
828
0
4407
17951
3450
2836
38
1470
160
1625
6043
280
300
1841
1711
32195
6000

104444
1534
1400
200
0
300
0
0
19000
3450
2200
38
1560
300
1000
4000
300
0
2000
1700
29000
6000
1693
1150
1295
1217
16630

104444
1534
1400
200
1763
400
0
0
19500
3450
2200
38
1560
485
600
4000
960
220
1500
1700
29000
6000
1693
0
0
0
0

109697
1800
1400
200
0
400
0
0
19524
3450
2200
38
1560
500
700
5000
950
0
1500
1700
30000
4500
1270
863
971
913
12473

158612

192458

200411

182647

201609

23000
71745
2600
6450
4200
1050
150
1350
6000
2070
2555
4095
4844
750
650
950
150
1000
250
1000
750
2845
2000
2000
450
650
850
9978
0
300
130
0
800
0

20464
78607
2071
4610
2579
2281
123
1434
6519
3697
1323
4297
3419
90
578
1972
0
0
344
320
628
2397
1630
2000
869
621
850
40295
3270
665
0
190
0
686
0

16000
87255
2600
7170
4400
2400
150
12020
6477
2180
2500
5625
5420
650
650
1450
0
0
250
0
960
2845
2000
2000
450
650
850
6534
0
300
400
200
0
800
240
1693
1150
1295
1217
16630

16000
83930
2400
5970
5800
2300
150
10250
6376
2430
3060
5960
4970
350
600
870
0
0
340
537
680
2935
1000
2000
350
415
850
15000
0
931
284
200
0
600
0
820
0
0
0
0

16000
84930
2000
6170
5480
2250
150
10500
6450
2660
2000
6030
4850
650
600
850
1150
500
333
850
700
2845
2000
2000
500
500
850
17264
0
400
200
150
0
600
0
977
863
971
913
12473

3000
158612
0

0
188829
3629

3000
200411
0

178358
4289

3000
201609
0

Town Council 2019-2020

Income
Item
Precept
Council Tax Reduction Scheme
Recycling
Interest
Grants Received
Planting
Flood Relief Fund
Other Income
Totals
Expenditure
Salaries
Stationery
Heating and Lighting
Minor R&R
Telephone & Broadband
Postage
Cleaning and Refuse
Insurance
Licences and Compliance
Professional Fees
Rates
Water
Training
Subscriptions
Advertising
Election
Audit
Mayors Allowance
Grants
Christmas Lights
Computer - Hardware
Comupter - Software
Planting
Catering
Bank Charges
Flood Relief Fund
Contingency
Totals
Balance

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Forecast
2018-2019

Budget
2019-2020

34393
2077
1400
200
0
300
0
0
38370

34393
2077
1400
180
32729
828
0
4407
76013

36635
1534
1400
200
0
300
0
0
40069

36635
1534
1400
200
1763
400
0
0
41932

43937
1800
1400
200
0
400
0
0
47737

22000
1600
1500
1500
500
100
200
2100
500
1555
1700
250
500
650
0
150
250
2845
2000
2000
250
250
300
30
800
0
2000
45530
-7160

21932
1015
988
1008
1035
40
185
2095
728
1073
1840
171
0
578
0
0
457
2397
1630
2000
609
621
665
51
686
0
0
41804
34209

26418
1600
1000
1000
1200
100
200
2100
550
1500
1700
250
500
650
0
0
460
2845
2000
2000
250
250
300
100
800
0
2000
49773
-9704

23000
1400
1000
500
1100
50
100
2070
1000
1740
1895
200
200
600
0
0
200
2935
1000
2000
250
315
394
50
600
0
0
42599
-666

23000
1000
1000
500
1050
50
100
2100
750
1000
1910
180
500
600
0
1150
200
2845
2000
2000
250
250
400
50
600
0
2000
45485
2252

Property 2019-2020

Income
Item
Rents
Fair Hill
RPA
Wayleaves
Totals
Expenditure
Salaries
Heating and Lighting
Minor R&R
Cleaning and Refuse
Insurance
Licences and Compliance
Professional Fees
Rates
Water
Audit
Building Repairs
Advertising
Flood Repairs (insurance)
Marketing
Bus Shelter
Totals
Balance

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Forecast
2018-2019

Budget
2019-2020

19000
3450
2200
38
24688

17951
3450
2836
38
24274

19000
3450
2200
38
24688

19500
3450
2200
38
25188

19524
3450
2200
38
25212

2700
150
1500
0
1200
200
1000
0
400
100
9978
300
0
0
0
17528
7160

5200
55
1020
20
1224
0
250
0
664
57
40295
248
3270
0
0
52303
-28029

2700
150
1500
500
1200
200
1000
0
400
100
6534
300
0
0
400
14984
9704

5000
0
1500
0
1183
0
1320
0
400
120
15000
200
0
0
284
25007
181

5000
150
1500
250
1200
200
1000
0
400
100
17264
200
0
0
200
27464
-2252

Public Hall 2019-2020

Income
Item
Precept
Letting Fees - Coffee Mornings
Letting Fees - Mini Markets
Letting Fees - Concerts/Cinema
Letting Fees - Club Events
Letting Fees - Fair Week
Letting Fees - Private Functions
Letting Fees - Other
PV Income
Totals
Expenditure
Salaries
Heating and Lighting
Minor R&R
Telephone & Broadband
Cleaning and Refuse
Insurance
Licences and Compliance
Lift Contract
Rates
Water
Advertising
Audit
Computer - Hardware
Comupter - Software
Catering
Returnable Deposits
Other
Contingency
Totals
Balance

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Forecast
2018-2019

Budget
2019-2020

16384
1560
1000
1000
4000
750
500
2000
1700
28894

16384
1470
160
1625
6043
280
300
1841
1711
29814

16712
1560
300
1000
4000
300
0
2000
1700
27572

16712
1560
485
600
4000
960
220
1500
1700
27737

17620
1560
500
700
5000
950
0
1500
1700
29530

13250
3800
1000
200
1000
1500
1000
850
700
4044
650
200
0
200
0
0
0
500
28894
0

17680
2632
308
287
1010
1976
2461
850
617
2429
650
57
0
0
0
0
0
0
30959
-1145

13072
3500
1000
200
1000
1950
750
850
700
3000
650
200
0
200
0
0
0
500
27572
0

16000
2500
3000
200
1000
1940
750
850
640
2600
650
120
0
0
0
0
0

16000
2500
1500
200
1000
1950
1000
850
680
2500
650
200
0
0
0
0
0
500
29530
0

30250
-2513

TIC 2019-2020

Income
Item
Precept
Sales
EDC Grant
Totals
Expenditure
Cost of Sales
Salaries
Stationery
Heating and Lighting
Minor R&R
Telephone & Broadband
Postage
Cleaning and Refuse
Insurance
Licences and Compliance
Rates
Water
Training
Credit Card Machine Charges
Advertising
Marketing
Audit
Computer - Hardware
Comupter - Software
Printing
Catering
Contingency
Totals
Balance

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Forecast
2018-2019

Budget
2019-2020

24160
36500
6000
66660

24160
32195
6000
62355

24643
29000
6000
59643

24643
29000
6000
59643

26643
30000
4500
61143

23000
33795
1000
1000
200
350
50
150
1200
370
1695
150
250
250
0
1000
200
200
200
1000
100
500
66660
0

20464
31647
1056
935
243
959
83
219
1224
508
1840
155
90
344
1074
0
57
260
0
320
139
0
61618
738

16000
34471
1000
1000
200
1000
50
200
1167
370
1695
150
150
250
500
0
200
200
200
240
100
500
59643
0

16000
34000
1000
950
100
1000
100
150
1183
370
1895
150
150
340
20
0
240
100
100
537
150
0
58535
1108

16000
35000
1000
1000
100
1000
100
150
1200
400
1910
150
150
333
0
500
200
250
250
850
100
500
61143
0

MA Toilets 2019-2020

Income

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Item
Precept
Totals
Expenditure
Salaries
Heating and Lighting
Minor R&R
Cleaning and Refuse
Insurance
Licences and Compliance
Rates
Water
Totals
Balance

0

0
0

Forecast
2018-2019

Budget
2019-2020

16790

16790

16790

0

16790

16790

16790

0
0

930
1520
700
10120
60
310
1530
1620
16790
0

930
1520
700
9000
0
310
1530
1620
15610
1180

930
1520
1880
9000
0
310
1530
1620
16790
0

Services 2019-2020

Income

Budget
2017-2018

Actual
2017-2018

Budget
2018-2019

Item
Precept
Footway Lighting
Play Areas
Seats
Market
Broadclose Toilets
Broadclose Car Park
Grass Cutting
Land & Trees
Football Pitch
Totals
Expenditure
Salaries
Footway Lighting
Play Areas
Seats
Market
Broadclose Toilets
Broadclose Car Park
Grass Cutting
Land & Trees
Football Pitch

0

Totals
Balance

0
0

0

0
0

Forecast
2018-2019

Budget
2019-2020

9664
1693
1150
1295
1217
16630

9664
1693

4707
1270
863
971
913
12473

31649

11357

21197

9664
1693
1150
1295
1217
16630

5000
820

5000
977
863
971
913
12473

31649
0

5820
5537

21197
0
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Following the meeting of the Finance Committee on Monday 14th January 2019 it is
RECOMMENDED that the Council RESOLVES to increase its precept by 5%.
The Council has not increased the precept for the last 5 years.
The decision was made to allow the Council to establish a building reserves fund. The
£5253 that the increase will generate will be ring fenced and only used for building repairs.
The Council also agreed to transfer £30,000 from its general reserves to the fund. The fund
will be used to undertake capital works to the Council’s portfolio of properties.
The 5% increase is the equivalent to a 1% rise over the last 5 years and will mean an overall
increase of £4.60 per year (for a Band D property).

Precept 2019-2020
The CTRS for 2019 – 2020 is £1,800
Precept value 2019 – 2020 of £110,307
Total value of £112,107
The Council Tax Base for 2019 – 2020 is 1141.89
Giving a Band D precept of £96.60 – an increase of £4.60 per household per year on 2018 2019
Calculation: £110,307 divided by 1141.89 = £96.60.
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Precept 2018-2019
The CTRS for 2018 – 2019 is £1,534.
Precept value 2018 – 2019 of £77,990
Total value of £79,524
The Council Tax Base for 2018 – 2019 is 1130.29
Giving a Band D precept of £69 – no increase on 2017 - 2018
Calculation: £77,990 divided by 1130.29 = £69.
The above calculation shows the Town Council’s proposed Precept requirement for 2018 –
2019. The Council Tax Base which is a calculation of the number of properties paying
Council Tax has increased. This means that the value of the Precept will increase by £3,053
without the need to increase the amount each household contributes. This will be the 5th
year that the Town Council has not increased the amount each household contributes.
Eden District Council will no longer be charging “Special Expenses” for Appleby. The total
amount raised last year through special expenses was £26,454. To enable the Town Council
to take over a number of local services from Eden District Council it is the Town Council’s
intention to increase their Precept by £26,454. This is a transfer of funds and not an
increase.
The CTRS for 2018 – 2019 is £1,534.
Precept value 2018 – 2019 of £104,444
Total value of £105,978
The Council Tax Base for 2018 – 2019 is 1130.29
Giving a Band D precept of £92 (previously £69 to the Town Council and £23 to Eden District
Council)
Calculation: £104,444 divided by 1130.29 = £92.
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Precept 2017-2018
The estimated CTRS for 2017 – 2018 was £2,074 the confirmed amount is £2,077.
Precept value 2017 – 2018 of £74,937
Total value of £77,014
The Council Tax Base for 2017 – 2018 is 1086.05
Giving a Band D precept of £69 – no increase on 2016 - 2017
Calculation: £74,937 divided by 1086.05 = £69.
Precept 2016-2017
The estimated CTRS for 2016 – 2017 was £3,348 the confirmed amount is £3,053.
Precept value 2016 – 2017 of £72,659
Total value of £75,712
The Council Tax Base for 2016 – 2017 is 1053.03
Giving a Band D precept of £69 – no increase on 2015 - 2016
Calculation: £72,659 divided by 1053.03 = £69.
Precept 2015-2016
The estimated CTRS for 2015 – 2016 was £5,578 the confirmed amount is £5,511.
Precept value 2015 – 2016 of £71,924
Total value of £77,435
The Council Tax Base for 2015 – 2016 is 1042.37
Giving a Band D precept of £69 – no increase on 2014 - 2015
Calculation: £71,924 divided by 1042.37 = £69.
Precept 2014-2015
CTRS for 2014-2015 was £5,772
Precept value for 2014-2015 was £69,740
Total value of £75,512
The Council Tax Base for 2014 – 2015 was 1011
Giving a Band D precept of £69.
Calculation: £69,740 divided by 1011 = £69.
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Appleby-in-Westmorland Town Council

Health and Safety Policy
GENERAL STATEMENT
1.

2.

3.

Appleby-in-Westmorland Town Council recognises and accepts its
responsibilities as an employer for providing a safe and healthy working
environment for all its employees, contractors, voluntary helpers and others
who may be affected by the activities of the Council.
The Council will meet its responsibilities under the Heath and Safety at Work
Etc Act 1974 (and other applicable legislation and regulation), and will
provide, as far as is reasonably practicable, the resources necessary to fulfil
this commitment.
The Council will seek, as and when appropriate, expert technical advice on
Health and Safety to assist the Clerk in fulfilling the Council’s responsibilities
for ensuring safe working conditions.

AIMS OF THE HEALTH AND SAFETY AT WORK POLICY
To provide as far as is reasonably practicable:
1.
2.
3.
4.
5.
6.

A safe place of work and a safe working environment.
Arrangements for considering, reporting and reviewing matters of Health and
Safety at work, including regular risk assessments of working activities.
Systems of work that are safe and without risks to health.
Obtaining specialist technical advice and assistance on matters of Health and
Safety when necessary.
Sufficient information, instruction and training for employees, contractors, and
voluntary helpers to carry out their work safely.
Care and attention to the health, safety and welfare of employees,
contractors, voluntary helpers and members of the public who may be
affected by the council's activities.

ARRANGEMENTS AND RESPONSIBILITIES FOR CARRYING OUT THE
HEALTH AND SAFETY POLICY AT WORK
As the Council's Health and Safety Officer, the Clerk will:
1.
2.
3.
4.
5.

Keep informed of relevant Health and Safety policy legislation.
Advise the Council on the resources and arrangements necessary to fulfil the
Council's responsibilities under this Health and Safety Policy.
Make effective arrangements to implement the Health and Safety Policy.
Ensure that matters of Health and Safety are regularly considered at
meetings of the Town Council.
Ensure that regular risk assessments are carried out of working practices,
with subsequent consideration and review of any necessary
corrective/protective measures. Consider requesting contractors to supply a

6.

7.
8.
9.

10.

written method statement prior to starting major works. Maintain a file of risk
assessments.
Make effective arrangements to ensure those contractors or voluntary helpers
working for the Council comply with all reasonable Health and Safety
requirements.
Ensure that work activities by the Council do not unreasonably jeopardise the
health and safety of members of the public.
Maintain a central record of notified accidents.
When an accident or hazardous incident occurs, take immediate action to
prevent a recurrence or further accident and to complete the necessary
accident reporting procedure.
Act as the contact and liaison point for the Health and Safety Inspectorate.

All employees, contractors and voluntary helpers will:
1.

2.

3.
4.
5.
6.

Cooperate fully with the aims and requirements of the Health and Safety
Policy and comply with Codes of Practice or work instructions for Health and
Safety.
Take reasonable care for their own Health and Safety, to use appropriate
personal protective clothing and, where appropriate, ensure that appropriate
First Aid materials are available.
Take reasonable care for the Health and Safety of other people who may be
affected by their activities.
Not intentionally interfere with or remove safety guards, safety devices or
other equipment provided for Health and Safety.
Not misuse any plant, equipment tools or materials so as to cause risks to
Health and Safety.
Report any accidents or hazardous incidents to the Clerk.

POLICY REVIEW
This Health & Safety Policy will be reviewed annually by Appleby-inWestmorland Town Council at the Council Meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town
Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019
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Appleby-in-Westmorland Town Council

Privacy Policy
Your personal data – what is it?
“Personal data” is any information about a living individual which allows them to be identified from that
data (for example a name, photographs, videos, email address, or address). Identification can be directly
using the data itself or by combining it with other information which helps to identify a living individual (e.g.
a list of staff may contain personnel ID numbers rather than names but if you use a separate list of the ID
numbers which give the corresponding names to identify the staff in the first list then the first list will also
be treated as personal data). The processing of personal data is governed by legislation relating to
personal data which applies in the United Kingdom including the General Data Protection Regulation (the
“GDPR) and other legislation relating to personal data and rights such as the Human Rights Act.
Who are we?
This Privacy Notice is provided to you by Appleby-in-Westmorland Town Council which is the data
controller for your data.
Other data controllers the Council works with:


Local authorities & other statutory bodies



Community groups



Charities



Other not for profit entities



Contractors & suppliers

We may need to share your personal data we hold with them so that they can carry out their
responsibilities to the Council. If we and the other data controllers listed above are processing your data
jointly for the same purposes, then the Council and the other data controllers may be “joint data
controllers” which mean we are all collectively responsible to you for your data. Where each of the parties
listed above are processing your data for their own independent purposes then each of us will be
independently responsible to you and if you have any questions, wish to exercise any of your rights (see
below) or wish to raise a complaint, you should do so directly to the relevant data controller.
A description of what personal data the Council processes and for what purposes is set out in this Privacy
Notice.
The Council will process some or all of the following personal data where necessary to perform its
tasks:


Names, titles, and aliases, photographs;



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


Where they are relevant to the services provided by a Council, or where you provide them to us,
we may process information such as gender, age, marital status, nationality, education/work
history, academic/professional qualifications, hobbies, family composition, and dependants;
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Where you pay for activities such as use of Council owned property, financial identifiers such as
bank account numbers, payment card numbers, payment/transaction identifiers, policy numbers,
and claim numbers;



The personal data we process may include sensitive or other special categories of personal data
such as criminal convictions, racial or ethnic origin, mental and physical health, details of injuries,
medication/treatment received, political beliefs, trade union affiliation, genetic data, biometric data,
data concerning and sexual life or orientation.

How we use sensitive personal data


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

information about your physical or mental health or condition in order to monitor sick leave
and take decisions on your fitness for work;

-

your racial or ethnic origin or religious or similar information in order to monitor compliance
with equal opportunities legislation;

-

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



These types of data are described in the GDPR as “Special categories of data” and require higher
levels of protection. We need to have further justification for collecting, storing and using this type
of personal data.



We may process special categories of personal data in the following circumstances:



-

In limited circumstances, with your explicit written consent.

-

Where we need to carry out our legal obligations.

-

Where it is needed in the public interest.

Less commonly, we may process this type of personal data where it is needed in relation to legal
claims or where it is needed to protect your interests (or someone else’s interests) and you are not
capable of giving your consent, or where you have already made the information public.

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


In limited circumstances, we may approach you for your written consent to allow us to process
certain sensitive personal data. If we do so, we will provide you with full details of the personal
data that we would like and the reason we need it, so that you can carefully consider whether you
wish to consent.

The Council will comply with data protection law. This says that the personal data we hold about
you must be:


Used lawfully, fairly and in a transparent way.



Collected only for valid purposes that we have clearly explained to you and not used in any way
that is incompatible with those purposes.



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



Accurate and kept up to date.



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



Kept and destroyed securely including ensuring that appropriate technical and security measures
are in place to protect your personal data to protect personal data from loss, misuse, unauthorised
access and disclosure.
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We use your personal data for some or all of the following purposes:


To deliver public services including to understand your needs to provide the services that you
request and to understand what we can do for you and inform you of other relevant services;



To confirm your identity to provide some services;



To contact you by post, email, telephone or using social media (e.g., Facebook, Twitter,
WhatsApp);



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



To prevent and detect fraud and corruption in the use of public funds and where necessary for the
law enforcement functions;



To enable us to meet all legal and statutory obligations and powers including any delegated
functions;



To carry out comprehensive safeguarding procedures (including due diligence and complaints
handling) in accordance with best safeguarding practice from time to time with the aim of ensuring
that all children and adults-at-risk are provided with safe environments and generally as necessary
to protect individuals from harm or injury;



To promote the interests of the Council;



To maintain our own accounts and records;



To seek your views, opinions or comments;



To notify you of changes to our facilities, services, events and staff, Councillors and other role
holders;



To send you communications which you have requested and that may be of interest to you. These
may include information about campaigns, appeals, other new projects or initiatives;



To process relevant financial transactions including grants and payments for goods and services
supplied to the Council



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

What is the legal basis for processing your personal data?
The Council is a public authority and has certain powers and obligations. Most of your personal data is
processed for compliance with a legal obligation which includes the discharge of the Council’s statutory
functions and powers. Sometimes when exercising these powers or duties it is necessary to process
personal data of residents or people using the Council’s services. We will always take into account your
interests and rights. This Privacy Notice sets out your rights and the Council’s obligations to you.
We may process personal data if it is necessary for the performance of a contract with you, or to take
steps to enter into a contract.
Sometimes the use of your personal data requires your consent. We will first obtain your consent to that
use.
Sharing your personal data
This section provides information about the third parties with whom the Council may share your personal
data. These third parties have an obligation to put in place appropriate security measures and will be
responsible to you directly for the manner in which they process and protect your personal data. It is likely
that we will need to share your data with some or all of the following (but only where necessary):
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The data controllers listed above under the heading “Other data controllers the Council works
with”;



Our agents, suppliers and contractors. For example, we may ask a commercial provider to publish
or distribute newsletters on our behalf, or to maintain our database software;



On occasion, other local authorities or not for profit bodies with which we are carrying out joint
ventures e.g. in relation to facilities or events for the community.

How long do we keep your personal data?
We will keep some records permanently if we are legally required to do so. We may keep some other
records for an extended period of time. For example, it is currently best practice to keep financial records
for a minimum period of 8 years to support HMRC audits or provide tax information. We may have legal
obligations to retain some data in connection with our statutory obligations as a public authority. The
Council is permitted to retain data in order to defend or pursue claims. In some cases the law imposes a
time limit for such claims (for example 3 years for personal injury claims or 6 years for contract claims).
We will retain some personal data for this purpose as long as we believe it is necessary to be able to
defend or pursue a claim. In general, we will endeavour to keep data only for as long as we need it. This
means that we will delete it when it is no longer needed.
Your rights and your personal data
You have the following rights with respect to your personal data:
When exercising any of the rights listed below, in order to process your request, we may need to verify
your identity for your security. In such cases we will need you to respond with proof of your identity before
you can exercise these rights.
The right to access personal data we hold on you


At any point you can contact us to request the personal data we hold on you as well as why we
have that personal data, who has access to the personal data and where we obtained the personal
data from. Once we have received your request we will respond within one month.



There are no fees or charges for the first request but additional requests for the same personal
data or requests which are manifestly unfounded or excessive may be subject to an administrative
fee.

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


If the data we hold on you is out of date, incomplete or incorrect, you can inform us and your data
will be updated.

The right to have your personal data erased


If you feel that we should no longer be using your personal data or that we are unlawfully using
your personal data, you can request that we erase the personal data we hold.



When we receive your request we will confirm whether the personal data has been deleted or the
reason why it cannot be deleted (for example because we need it for to comply with a legal
obligation).

The right to object to processing of your personal data or to restrict it to certain purposes only


You have the right to request that we stop processing your personal data or ask us to restrict
processing. Upon receiving the request we will contact you and let you know if we are able to
comply or if we have a legal obligation to continue to process your data.
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The right to data portability


You have the right to request that we transfer some of your data to another controller. We will
comply with your request, where it is feasible to do so, within one month of receiving your request.

The right to withdraw your consent to the processing at any time for any processing of data to
which consent was obtained


You can withdraw your consent easily by telephone, email, or by post (see Contact Details below).

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


You can contact the Information Commissioners Office on 0303 123 1113 or via email
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe
House, Water Lane, Wilmslow, Cheshire SK9 5AF.

Transfer of Data Abroad
Any personal data transferred to countries or territories outside the European Economic Area (“EEA”) will
only be placed on systems complying with measures giving equivalent protection of personal rights either
through international agreements or contracts approved by the European Union. Our websites is also
accessible from overseas so on occasion some personal data (for example in a newsletter) may be
accessed from overseas.
Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we will
provide you with a new notice explaining this new use prior to commencing the processing and setting out
the relevant purposes and processing conditions. Where and whenever necessary, we will seek your prior
consent to the new processing.
Please contact us if you have any questions about this Privacy Notice or the personal data we hold about
you or to exercise all relevant rights, queries or complaints.
Policy Review
This Privacy Policy will be reviewed annually by Appleby-in-Westmorland Town Council at the Council
Meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019
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Appleby-in-Westmorland Town Council

Data Protection Policy
GENERAL STATEMENT
1.

Appleby-in-Westmorland Town Council recognises and accepts its
responsibility to comply with the General Data Protection Regulations 2018
which regulates the use of any personal data. The purpose of this policy is to
ensure the confidentiality and lawful and correct treatment of personal data.
To this end, the Council fully endorses and adheres to the principles of data
protection as detailed in the General Data Protection Regulations 2018 and
any subsequent amendments.

2.

Personal data will be:









3.

processed fairly and lawfully
obtained only for lawful and specific purpose(s)
adequate, relevant and not excessive in relation to the purpose for which it
was collected
accurate and when necessary kept up to date
kept for no longer than is necessary for the purpose for which it was collected
processed in accordance with the rights of the data subjects
kept securely
held and only used within the European Economic Area
Personal data is defined in the Regulations as “data which relates to a living
individual who can be identified: from those data; or
 from those data and other information which is in the possession of, or
is likely to come into the possession of, the data controller and
includes any expression of opinion about the individual and any
indication of the intentions of the data controller or any other person in
respect of the individual”.

DATA COLLECTION.
When collecting personal data the Council will ensure that people know:
a) Who we are
b) What the data will be used for
c) To whom it will be disclosed
We will ensure that no more data is collected than that which is required for the
purpose for which it is being collected.

DATA HANDLING
When handling, collecting, processing or storing personal data the Council will
ensure that;
a)
b)
c)
d)

All personal data is both accurate and up to date
Errors are corrected effectively and promptly
The data is destroyed/deleted when it is no longer needed
The personal data is kept secure at all times (protecting from unauthorised
disclosure or access)
e) The Regulations are considered when setting up new systems or when
considering use of the data for a new purpose. Note that this may require
registration with the Information Commissioner’s Office
f) written contracts are used when external bodies process/handle the data
explicitly specifying the above requirements with respect to the data
Members or employees of the Council will not:
a) Access personal data that is not needed for our work
b) Use the data for any purpose it was not explicitly obtained for
c) Keep data that would embarrass or damage the Council if disclosed (eg; via a
subject access request – see below)
d) Transfer personal data outside of the European Economic Area unless you
are certain you are entitled to or consent from the individual concerned has
been obtained
e) Store/process/handle sensitive personal data (see below) unless you are
certain you are entitles to or consent from the individual concerned has been
obtained. ‘Sensitive data’ means data pertaining to: racial or ethnic origin;
religious or similar beliefs; trade union membership; physical or mental health
or sexual; political opinions; criminal offences. This data may only be held in
strictly defined situations or where explicit consent has been obtained.

SUBJECT ACCESS
Individuals who the data relates to have various rights:
a) To receive on request details of the processes relating to themselves. This
includes any information about themselves including information regarding
the source of the data and about the logic of certain “fully automated
decisions”
b) To have any inaccurate data corrected or removed in a timely fashion
c) In certain circumstances to stop processing likely to cause “substantial
damage or substantial distress”
d) To prevent their data being used for advertising or marketing
e) not to be subject to certain “fully automated decisions” if they significantly
affect him/her
When a subject access request is received, the Council will respond within the
required timescales as defined in the Regulations.
A fee to cover photocopying and postage will be charged to the person requesting
the personal information. This fee will be agreed by the Council and amended in line
with inflation from time to time.

INFORMATION SECURITY
The Council will ensure that all information whether stored electronically or as paper
records will be stored securely to ensure that;
a) Only authorised people can access, alter, disclose or destroy any personal
data
b) Councillors and employees of the Council only act within the scope of their
authority
c) If personal data is accidentally lost, altered or destroyed, it can be recovered
to prevent any damage or distress to the individual concerned
All personal information held by the Council will be kept in a secure location and not
available for public access.
All such data stored on a computer will be password protected.
Personal data will be monitored on a regular basis and shredded or deleted once it
has served its purpose, is not needed any more or is out of date. Except in
exceptional circumstances and as agreed by Council, personal data will be kept for
no longer than three years.
Councillors and employees must be aware that when complaints or queries are
made, they must remain confidential unless the subject gives permission otherwise.
When handling personal data, this must also remain confidential.
POLICY REVIEW
This Data Protection Policy will be reviewed annually by Appleby-in-Westmorland
Town Council at the Council Meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town
Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)
Dated: Wednesday 23rd January 2019
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Appleby-in-Westmorland Town Council

Document Retention Policy
Introduction
Information is one of the Council’s assets; in the course of carrying out its’ various functions, the Council
accumulates information from both individuals and external organisations. The Council also generates a
wide range of data, which is recorded in documents and records.
These documents and records are in several different formats, examples of which include, (but are not
limited to) communications such as letters, emails and attendance notes; financial information including
invoices, statements and reports; legal documents such as contracts and deeds; and information relating
to various types of applications, including forms, plans, drawings, photographs and tape recordings.
For the purposes of this Policy, the terms ‘document’ and ‘records’ include information in both hard copy
and electronic form.
In certain circumstances it will be necessary to retain specific documents in order to fulfil statutory or
regulatory requirements and also to meet operational needs. Document retention may also be useful to
evidence events or agreements in the case of disputes, and also to preserve information which has
historic value.
Premature destruction of documents could result in inability to defend litigious claims, operational
difficulties and failure to comply with the Freedom of Information Act 2000 and General Data Protection
Regulations 2018.
Equally, the retention of all documents and records is impractical and appropriate disposal is encouraged.
Disposal will assist the Council to maintain sufficient electronic and office storage space and will de-clutter
office accommodation, resulting in a more desirable working environment. Lengthy or indefinite retention
of personal information could result in the Council breaching the General Data Protection Regulations
2018.
It is important for the above reasons that the Council has in place systems for the timely and secure
disposal of documents and records that are no longer required for business purposes.
Aims and Objectives
The key objective of this Policy is to provide the Council with a simple framework which will govern
decisions on whether a particular document should be retained or disposed of. In the case of documents
which are to be retained by the Council, the Policy includes guidance on the format in which they should
be retained and appropriate retention periods.
Implementation of the Policy should save officers’ time when retrieving information, in particular by
reducing the amount of information that may be held unnecessarily.
The Policy in relation to document retention and disposal applies to both Council records held and
managed by officers and those held by Councillors.
It is envisaged that this Policy will assist the Council in securing compliance with legal and regulatory
requirements, including the Freedom of Information Act 2000, the Environmental Information Regulations
2005, the General Data Protection Regulations 2018 and the Code of Practice on the Management of
Records under Section 46 of the Freedom of Information Act 2000. In addition to assisting officers in their
day to day business, this should also ensure that searches for information requested under the Freedom
of Information legislation are as quick as possible.
Additionally, the Policy should help to ensure that the Council archives records and documents that are of
historical value appropriately for the benefit of future generations.
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Scope
This Document Retention Policy applies to all information held by the Council and its external service
providers where they are processing information on the Council’s behalf.
Policy Statement
Appleby-in-Westmorland Town Council will ensure that information is not kept longer than is necessary
and will retain the minimum amount of information that it requires to carry out its’ statutory functions and
the provision of services.
Retention and Disposal Policy
Decisions relating to the retention and disposal of documentation should be taken in accordance with this
Policy, in particular:


Appendix 1 – Documents Type, Retention Period and Disposal Method

In circumstances where a retention period of a specific document has expired, a review should always be
carried out prior to a decision being made to dispose of it. This review should not be particularly time
consuming and should be straightforward. If the decision to dispose of a document is taken, then
consideration should be given to the method of disposal to be used.
Roles and Responsibilities
The Town Clerk will be responsible for determining (in accordance with this Policy) whether to retain or
dispose of specific documents.
The Town Clerk may delegate the operational aspect of this function to one or more officers within the
Town Council.
The Town Clerk should seek advice (CALC, NALC or legal counsel) if they are uncertain as to whether
minimum retention periods are prescribed by law, or whether the retention of a document is necessary to
protect the Council’s position where a potential claim has been identified.
Disposal
When documents are disposed of, the method of disposal should be appropriate to the nature and
sensitivity of the documents concerned.
Documents can be disposed of by any of the following methods:
 Non-Confidential records: place in waste paper bin for disposal
 Confidential records*: shred documents
 Deletion of Computer Records.
 Transmission of records to an external body such as County Records Office.
* It is essential that any documents which are to be thrown away, and may contain confidential or personal
data must be disposed of in this way, in order to avoid breaches of confidence or of the General Data
Protection Regulations 2018.
Security
The Council will need to ensure that all data (hard copy or electronic) is kept securely and access is only
available to authorised personnel.
Councillors will need to assess how they manage the data they receive or generate on behalf of the
Council and take steps to identify and address any potential weaknesses. E.g. access to email by a 3rd
party
Policy Review
This Privacy Policy will be reviewed annually by Appleby-in-Westmorland Town Council at the Council
Meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town Council.
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Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019
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Appendix 1
Document

Minimum Period

Reason

Minutes
Agendas

Indefinite

Statutory

Supporting papers

1 year

Management

Draft minutes

Until approved

Management

Minutes

Indefinite

Statutory

Receipts and Payment Accounts

Indefinite

Archive

Scale of fees and charges

7 years

Management

Annual Audited Accounts

Indefinite

Statutory

Receipt Books

7 years

VAT/Audit

Bank Statements

7 years

VAT/Audit

Bank Paying In Books

7 years

VAT/Audit

Cheque Book Stubs

7 years

VAT/Audit

Quotation and Tenders

7 years

Audit

Invoices Sent

7 years

VAT/Audit

Invoices Received

7 years

VAT/Audit

VAT records

7 years

VAT/Audit

Petty Cash Receipts

7 years

VAT/Audit

Timesheets

13 years

HMRC/Audit

PAYE Records

13 years

HMRC/Audit

Insurance

Indefinite

Legal

21 years

Legal

Finance

Other
Health and Safety Records
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Deeds, Leases, Agreements and Indefinite
Contracts
Public Hall Bookings
2 years

Legal

Council Policies

2 years

Management

Correspondence

2 years

Management

Planning Information

Access via eden.gov.uk

Management

Management
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Appleby-in-Westmorland Town Council

Freedom of Information Policy
GENERAL STATEMENT
1.

The Freedom of Information Act 2000 provides a right to access to all
information which is held by the Council. The access to information can only
and will only be denied if there is an absolute exemption upon its disclosure
or the public interest dictates that the information should not be disclosed.
The Act is in addition to the existing statutes relating to specific service areas
where local authorities already hold and provide a wide range of information
which is available to the public. The Act must be considered in particular in
conjunction with the Environmental Information Regulations and the Data
Protection Act.

2.

In complying with its duty any local authority must take account of the Code of
Practice issued by the Department for Constitutional Affairs under Section 45
of the Act. The Council will abide by the terms of the Code of Practice
whenever this is possible or appropriate.

3.

The Council is committed to conducting its affairs in a transparent manner
and enabling public access to its information whenever this is appropriate.
Generally the Council will act in as open and transparent a manner as
possible whilst ensuring that its services are provided for the benefit of the
residents of Appleby-in-Westmorland in the most effective, efficient and
proper manner.

STATEMENT OF COMMITMENT
The Council will:




Enable access to the information which it holds subject to the conditions and
exemptions which are prescribed by statute
In all cases provide the information requested unless it is exempted from
disclosure; and
Inform any applicant who requests information whether or not the Council
holds it and communicate that information to the applicant unless the
disclosure is exempt from inspection and, where appropriate, public interest in
maintaining any applicable exemption outweighs the public interest in its
disclosure.

The aims of the Policy are to:
 Facilitate the disclosure of information under the Freedom of Information Act
by setting out the administrative practices which the Council will follow in
handling requests for information.





Protect the interests of applicants by setting out the standards for the
provision of advice and establish an effective means of complaining about
any decisions which are taken under the Act.
Ensure that the interests of third parties who may be affected by decisions to
disclose information are considered by the Council.
Ensure that the Council considers the implications of the Freedom of
Information Act before accepting any confidentiality provisions in contracts or
information which is provided in confidence.

CODE OF PRACTICE
The Council will abide by any Code of Practice on the discharge of the functions of
Public Authorities which is issued by the Department of Constitutional Affairs. In
addition the Council will take account of any guidance which is issued by the
Information Commissioner to promote good practice.
PROVISION OF ADVICE AND ASSISTANCE TO PERSONS MAKING REQUESTS
FOR INFORMATION
The Council will be ready and willing to provide advice and assistance to those who
make or propose to make requests for information. Advice and assistance will be
available through the Town Clerk in the first instance, who will provide such advice
and assistance to applicants as will facilitate their use of the Freedom of Information
Act. The Council, through its Officers, will provide such advice and assistance as is
reasonable to expect of the Council in compliance with the Codes of Practice.
The Council will publish and maintain its procedures for dealing with requests for
information. The procedure includes the address, including the e-mail address, to
which applicants should direct requests for information and assistance in the first
instance.
The Council recognises that requests for information on the Act must be submitted in
writing. Where appropriate, assistance will be given to applicants to enable a written
request for information to be submitted in a proper manner. On occasions it may be
necessary to refer an applicant to the Citizens Advice Bureau who may be able to
assist as an independent third party, with any application. the Council, through its
Officers, will be flexible in the way in which advice and assistance is given to
applicants so that whatever help is given is the most appropriate to the
circumstances.
Whenever information is requested in a way which is unclear an applicant will be
requested to describe the nature of his or her request more clearly and provide
assistance in doing so. The aim of the assistance will be to clarify the nature of the
information which is requested and not to determine the aims or motivation of the
applicant. The purpose of seeking further information will be to enable the request to
be met.
It is recognised that people who seek information may not understand or be aware of
the internal systems which apply within the Council and people will not be expected
to refer to particular file references. Applicants will be encouraged to supply as much
information as is necessary in order to identify and clarify the nature of the request.

Whilst the Council is committed to providing advice and assistance to all applicants
who request information, the Council will not do so when it judges that a particular
applicant is vexatious within the terms of the Act.
TIME LENGTHS IN DEALING WITH REQUESTS FOR INFORMATION
The Council will respond to all requests for information as promptly as it can. The
Council will not delay in responding to any request unnecessarily. The Council will
comply with any request within the twenty working day period whenever this is
possible. On occasions the Council will have to consider the public interest in
connection with any request for information. In some cases it may not be possible to
deal with and such application which is complicated or involved within the twenty day
period. The Council will make any decision it has to consider as quickly as possible.
The Council aims to give an estimate of the date by which any decision is expected
to be made is the twenty working day period cannot be met.
It may be necessary in some instances to consult with third parties. The estimates
which the Council gives of any anticipated response date will be as realistic and
reasonable as is possible in the circumstances. The Council will seek to explain the
reasons for any delay in providing any information or making any decisions. The
Council will monitor all applications for information and keep a record of the length of
time it takes to respond to individual requests.
FEES
The Council will charge fees strictly in accordance with any regulations made. The
fee regulations do not apply to material or information which is readily accessible to
the applicant by other means or where a particular provision is made under any
statute as to the fee which may be charged by the Council for the disclosure of that
information.
TRANSFERRING REQUESTS FOR INFORMATION
The Council will only transfer a request for information where it does not hold the
information and another public body does. The Council will always process any
request with regard to the information which it holds and will only transfer a request
to another body when this is entirely necessary. The Council will advise any applicant
if part of the information is held by the Council. Where none of the information
request is held by the Council the applicant will be advised of this fact.
In deciding whether to transfer an application to another party the Council will take
account of whether it is likely that the applicant will object and have grounds to object
to the transfer. If the Council concludes that the applicant is likely to object, a transfer
will only take place with the applicant’s consent.
CONSULTATION WITH THIRD PARTIES
In some cases the disclosure of information may affect the rights of a third party such
as where the information is subject to the common law duty of confidence or where it
constitutes personal data within the meaning of the Data Protection Act 1998. Where
a disclosure of information cannot be made without the consent of a third party the
Council will consult with that third party with a view to seeking that third parties
consent to the disclosure. The consultation will take place unless it is impracticable

because, for example, the third party cannot be located or the costs of any
consultation would be disproportionate.
PUBLIC SECTOR CONTRACT
In entering into contracts the Council will not include terms or provisions which
purport to restrict the disclosure of information held by it and relating to the contract
beyond the restrictions which are permitted under the Freedom of Information Act.
The Council will not accept confidentiality clauses in any contract unless it is
necessary, proportionate and appropriate. The Council will not agree to hold
information ‘in confidence’ when this is not, in fact, confidential in nature.
ACCEPTING INFORMATION IN CONFIDENCE
The Council will only accept information from third parties in confidence if it is
necessary to do so in connection with the exercise of the Council’s functions and it
would otherwise not be provided.
REFUSALS OF REQUESTS
A refusal of a request for information will only be made when it is necessary to do so.
The refusal of the request will be made in writing. The reply will state why the
application is being refused, specify the exemption which applies and state clearly
why the exemption applies. When applicable the Council will identify why the public
interest in maintaining an exemption outweighs the public interest in any disclosure.
Whenever appropriate the factors taken into account will be identified.
MONITORING
The Council will keep a record of all applications which are specifically made under
the Freedom of Information Act. The Council will monitor which requests, if any, are
refused and record the reasons for any such refusals.
COMPLAINTS PROCEDURE
The Council has an established complaints procedure. Any applicant who is
dissatisfied with the way in which any request has been handled will be informed of
his or her ability to complain in accordance with the procedure. Any complaint will be
dealt with by a panel of Councillors in accordance with the provisions of the Council’s
existing complaints procedure.
Whenever possible attempts will be made to deal with a complaint informally. The
formal procedure will only be invoked if it is not possible to resolve a complaint
informally.
Whenever appropriate an applicant will be informed of his or her right to refer a
matter to the Information Commissioner. The Commissioner may investigate a matter
at his discretion.
The Council will maintain a record of all complaints and their outcome.

CORPORATE RESPONSIBILITY
The Town Clerk has overall responsibility for the implementation of the Freedom of
Information Act and will report on compliance to the Council annually. A report will be
submitted annually identifying the requests which have been received and how they
have been dealt with.
All employees of the Council will be informed of the Freedom of Information Act.
Training will be provided to the appropriate Officers of the Council upon the Act and
the responsibilities and duties under it. Training will be provided to employees with
regard to the Act and its effects, implications and application together with their levels
of responsibility in dealing with requests.
This Freedom of Information Policy will be reviewed annually by Appleby-inWestmorland Town Council at the Council Meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town
Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019

Appleby-in-Westmorland Town Council
Freedom of Information

REQUEST FOR INFORMATION FORM (Page 1 of 2)
Please complete the form below providing as much detail as possible to help the council to
identify and locate the information requested. An asterisk (*) indicates a required field, as
without these the council will be unable to process your request. Please be aware that a fee
may be applicable to the provision of certain information.

*NAME

*ADDRESS

PHONE

EMAIL

*SIGNED

*DATE

DATA PROTECTION
The Council will treat your personal information in line with the Data Protection Act 1998. In
particular, the information you provide on this form will be used to monitor and fulfil your
request. It will not be shared with any third parties, will be kept securely and will not be used
for any other purpose.
If this application is being made on behalf of an organisation please provide details below.

ORGANISATION

HOW WOULD YOU LIKE TO RECEIVE THE INFORMATION?
The legislation states that you can receive the requested information in your preferred
format, please indicate what this is below, i.e. whether you would prefer to receive a copy of
the information on paper or electronic copies.

Photocopies by post:
Electronic copies: email, disc (please specify):

© Appleby-in-Westmorland Town Council
Version No: 001
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Appleby-in-Westmorland Town Council
Freedom of Information

REQUEST FOR INFORMATION FORM (Page 2 of 2)
1. DETAILS OF REQUEST
*Please use this section to describe the information you require. Include, where appropriate,
names, dates, file references, locations, a timeframe and a description. The more specific you
can be the easier it will be for us to find the information. Please continue on further sheets if
necessary.

Your request will be recorded on the day it is received and you should receive
acknowledgement of your request within five working days of receipt.
The Clerk will co-ordinate the search for and retrieval of all information that may be relevant to
the request. All information within the scope of your request will be considered to see if it can
be released, exempted, or partly exempted from release.
You will be advised if a fee is required to obtain the information, prior to the start of work on
your behalf.
You should be notified of the decision (that is, sent copies of the information requested or the
reasons why it cannot be provided) within 20 working days of the Council receiving the
request.

Please return this form to: Appleby-in-Westmorland Town Council, Moot Hall,
Boroughgate, Appleby in Westmorland, Cumbria, CA16 6YB; email:
clerk@applebytown.org.uk
© Appleby-in-Westmorland Town Council
Version No: 001

2 of 2
Updated: January 2019
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Appleby-in-Westmorland Town Council

Equality and Diversity Policy
The aim of this policy is to communicate the commitment of Appleby in Westmorland
Town Council, its Councillors and employees to meeting the Public Sector Equality
Duty, which came into force on 5 April 2011. The Equality Duty applies to public
bodies and others carrying out public functions. It supports good decision-making by
ensuring public bodies consider how different people will be affected by their
activities, helping them to deliver policies, representation and services which are
efficient and effective; accessible to all; and which meet different people's needs.
It is our policy to provide representation, information, facilities, services and
employment to all irrespective of:
 Gender, including gender reassignment
 Marital or civil partnership status
 Having just had a baby or being pregnant
 Having or not having dependants
 Religious belief or political opinion
 Race (including colour, nationality, ethnic or national origins)
 Disability
 Sexual orientation
 Age
The Council is opposed to all forms of unlawful and unfair discrimination. All people
and employees will be treated fairly and will not be discriminated against on any of
the above grounds. All decisions will be made objectively and without unlawful
discrimination.
The Council recognises that supporting Equality is of primary importance. This policy
will help both Councillors and employees to develop sound and effective policies that
impact on the village/town/community and surrounding areas.
The Council aims to create a culture that respects and values each others’
differences, that promotes dignity, equality and diversity. We aim to remove barriers,
bias or discrimination that prevent individuals or groups from realising their potential
and contributing fully to the community to develop a culture that positively values
diversity.
The Council will challenge discrimination. It aims to provide equality and fairness to
all in the community and expects all Councillors and employees to be aware and
understand the Equality Act 2010.
Equality Commitments
The Council is committed to:
 Promoting equality of opportunity for all persons.







Promoting a good and harmonious environment in which all persons are treated
with respect.
Preventing occurrences of unlawful direct discrimination, indirect discrimination,
harassment and victimisation.
Fulfilling our legal obligations under equality legislation and associated codes of
practice.
Complying with our own equal opportunities policy and associated policies.
Taking lawful affirmative and positive action where appropriate.

Implementation
The Mayor has specific responsibility for the effective implementation of this policy.
In order to implement this policy he or she shall:
 Communicate the policy to Councillors, the Clerk and members of the public
 Incorporate equal opportunities into general practices
 Ensure that other persons or organisations will comply with the policy in their
dealings with the Council
Monitoring and Review
The Council will establish appropriate information and monitoring systems to assist
the effective implementation of our equal opportunities policy.
In addition to our internal procedures, any person has the right to pursue complaints
of discrimination under the Equality Act 2010.
This Freedom of Information Policy will be reviewed annually by Appleby-inWestmorland Town Council at the Council Meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town
Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL

Media Policy
1

INTRODUCTION

1.1

The purpose of this policy is to define the roles and responsibilities within the Council for
working with the media and deals with the day-to-day relationship between the Council and the
media.

1.2

It is not the intention of this policy to curb freedom of speech or to enforce strict rules and
regulations. Rather, it provides guidance on how to deal with issues that may arise when
dealing with the media.

2

KEYS AIMS

2.1

The Council is accountable to the local community for its actions and this can only be achieved
through effective two-way communications. The media – press, radio, TV, internet (social
media) – are crucially important in conveying information to the community so the Council must
maintain positive, constructive media relations and work with them to increase public awareness
of the services and facilities provided by the Council and to explain the reasons for particular
policies and priorities.

2.2

It is important that the press have access to the Town Clerk and Councillors and to background
information to assist them in giving accurate information to the public. To balance this, the
Council will defend itself from any unfounded criticism and will ensure that the public are
properly informed of all the relevant facts using other channels of communication if necessary.

3

THE LEGAL FRAMEWORK

3.1

The law governing communications in local authorities can be found in the Local Government
Acts 1986 and 1988. The Council must also have regard to the governments Code of
Recommended Practice on Local Authority Publicity.

3.2

The Council’s adopted Standing Orders should be adhered to.

4.0

CONTACT WITH THE MEDIA

4.1

The Town Clerk and Councillors should always have due regard for the long-term reputation of
the Council in all their dealings with the media.

4.2

Confidential documents, exempt Minutes, reports, papers and private correspondence should
not be leaked to the media. If such leaks do occur, an investigation will take place to establish
who was responsible and appropriate action taken.

4.3

When the media wish to discuss an issue that is, or is likely to be, subject to legal proceedings
then advice should be taken from the Council’s solicitor before any response is made.

4.4

There are a number of personal privacy issues for the Town Clerk and Councillors that must be
handled carefully and sensitively. These include the release of personal information, such as
home address and telephone number (although Councillors’ contact details are in the public
domain); disciplinary procedures and long-term sickness absences that are affecting service
provision. In all these and similar situations, advice must be taken from the Town Clerk before
any response is made to the media.

4.5

When responding to approaches from the media, the Town Clerk, Mayor, the Chairman of
Committees and Tourist Centre Information Manager are authorised to make contact with the
media.

4.6

Statements made by the Mayor or the Chairman of Committees and the Town Clerk should
reflect the Council’s opinion.

4.7

Other Councillors can talk to the media but must ensure that it is clear that the opinions given
are their own and not necessarily those of the Council.

4.8

There are occasions when it is appropriate for the Council to submit a letter, for example to
explain important policies or to correct factual errors in letters submitted by other
correspondents. Such letters should be kept brief and balanced in tone and correspondence
should not be drawn out over several weeks. All correspondence must come from the Town
Clerk.

5

ATTENDANCE OF THE MEDIA AT COUNCIL MEETINGS

5.1

The Local Government Act 1972 requires that agendas, reports and minutes are sent to the
media on request.

5.2

The media are encouraged to attend Council meetings and seating and workspace will be made
available.

5.3

Any filming or recording of Council proceedings by the media must be with prior notice to the
Town Clerk (see Standing Order 3.l).

6

PRESS RELEASES

6.1

The purpose of a press release is to make the media aware of a potential story, to provide
important public information or to explain the Council’s position on a particular issue. It is the
responsibility of the Town Clerk and Councillors to look for opportunities where the issuing of a
press release may be beneficial.

6.2

The Town Clerk or any Councillor may draft a press release, however they must all be issued
by the Town Clerk in order to ensure that the principles outlined in section three (Legal
Framework) are adhered to, that there is consistency of style across the Council and that the
use of the press release can be monitored.

7

SOCIAL MEDIA

7.1

The Council uses social media to communicate information. It does not use it for discussion,
debate or political purposes. Councillors are encouraged to “like” or “follow” the Council’s social
media pages, however, caution should be exercised when replying or commenting.

7.2

As individuals Councillors are responsible for what they post via their own personal social media
accounts, however, they should always make it clear that any comments or views shared are
personal and not necessarily the collective view of the Town Council.

7.3

Councillors are reminded that the Code of Conduct applies to online activity as it does to all
other forms of communication and behaviour.

8

REVIEW
This Media Policy will be reviewed annually by Appleby-in-Westmorland Town Council at the
Council meeting held in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town Council.
Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)
Dated: Wednesday 23rd January 2019
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Appleby-in-Westmorland Town Council

Community Engagement Policy
Appleby-in-Westmorland Town Council is committed to community engagement and
supports and encourages the community to share their aspirations for the town with the
Council.
The Council achieves this through the following communication channels:
Communications
The Council supports the following specific communications channels:











Heart of Eden Newsletter – Council report in newsletter; distributed monthly and
delivered to every home and business in the parish;
Town Council Leaflet – distributed annually inside the Heart of Eden Newsletter;
Noticeboards - situated at the Moot Hall and Shire Hall updated as required;
Website and Social Media – the Council uses its website to publish all legally
required information together with news items and events (www.applebytown.org ). It
also uses facebook and twitter to provide information and promote events and
consultations. The Council’s facebook pages are “Appleby in Westmorland” and
“Appleby Tourist Information Centre”. Twitter accounts are @applebycouncil and
@applebytown.
Comments Form – the Council has a comments form which members of the
community can use to bring matters to the attention of the Council. The forms are
available from the Council Offices or via the website;
Press Releases and Media Engagement – The Council will when required issue
press releases and engage with the media (radio and television) to promote either
Council or community activities;
Annual Report – the Annual Report is published annually in time for the Town
Meeting it includes a summary of Council activities for the last year, the draft
accounts and the action plan for the next year.

Council Offices and Tourist Information Centre
The Council Offices are open from 10am noon until 5pm Monday to Friday. The Tourist
Information Centre opening hours vary depending on the time of year but they are regard by
the community as the first point of contact for engagement with the Council.
Council Meetings
Each Council meeting agenda includes an item “Questions to be received from the public”.
This item is restricted to 15 minutes in total and is conducted in accordance with standing
orders which permitting 3 minutes per person. At the Mayor’s discretion the 3 minutes can
be extended if deemed appropriate.

In all respects the Council meeting must comply with the Council’s Standing Orders ensuring
good practice is maintained.
Town Meeting
The annual Town Meeting is the main opportunity to bring the community together and allow
electors to question and review how the Council is helping shape the community. To be
successful good planning is needed and it is the responsibility of the Town Clerk to timetable
an meeting date, organise the venue and ensure that Town, Borough and County
Councillors attend and have a part to play. The Council should determine the “interest
theme” for each town meeting to encourage community engagement. The main objective of
the meeting is to provide and encourage two-way communication between the community
and Councillors.
Public Meetings
From time to time the Council may decide that an item warrants being dealt with through a
specially convened Public Meeting. The Clerk will arrange the meeting venue with any costs
met by the Council. The Mayor will normally chair any Public Meeting but in exceptional
circumstances the Mayor can appoint a deputy to this role. The Clerk will prepare and post
the agenda on the Council’s website and notice boards and take the minutes. The minute
format and content will follow the agenda and comply with Standing Order requirements.
Consultation
The Council should aim to consult regularly with the community, ranging from light touch
opportunities to formal consultation programmes, where information must be disseminated
widely and feedback obtained to shape Council policy and demonstrate democracy in action.
The Council will utilise a variety of methods and tools to undertake consultation with the
community which may include:






surveys and opinion polls;
individual interviews and meetings;
focus groups and workshops;
meetings with other organisations; and
events and roadshows.

Post-Consultation Engagement
Keeping the community informed – consultation activities are often surrounded by a great
deal of energy and enthusiasm, it is very important to ensure that the community is kept
informed of the progress and any future opportunities for their involvement.
Data Protection – It is important to ensure that individual participants in the consultation
process are not identified in the data used. The Council only will hold actual responses for
30 days before destruction by shredding.
Review of the Policy
This Community Engagement Policy provides the framework for how communication,
Council meetings and consultations with the community will be undertaken. This policy will
be reviewed annually by Appleby-in-Westmorland Town Council at the Council meeting held
in January.

This policy has been agreed and approved by Appleby-in-Westmorland Town Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019

Appleby-in-Westmorland Town Council
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Fire Safety Policy
1. Introduction
The Regulatory Reform (Fire Safety) Order 2005 (FSO) places duties on “responsible persons” (See 1,
Glossary of Terms) to the extent that they have control over premises, to:


assess the risks posed by fire to the health and safety of their employees and to anyone else who
may be affected by their activities; and



to eliminate those risks, so far as reasonably practicable, or to otherwise
reduce those risks to a tolerable level.

In the Council context the “responsible person”, as defined by the FSO, will be the Town Clerk. On a day-today basis, the responsibility for ensuring that these duties are undertaken will be delegated to individual
employees within the Council (see 5. Organisational Responsibilities).
2. Policy Statement
Appleby-in-Westmorland Town Council recognises and acknowledges its responsibility to take general
precautions to protect the safety, so far as reasonably practicable, of its employees and anyone else
potentially affected by its undertaking, against fire, dangerous substances which could give rise to fire and
the effects of fire.
3. Policy Objectives
The objectives of this policy are to ensure, so far as reasonably practicable, that:


Roles, responsibilities and accountabilities are clearly defined and understood in order to secure fire
safety and both corporate and individual compliance with relevant legislation;



One or more competent persons is appointed to provide fire safety advice;



Risks from fire, or from dangerous substances (See 2, Glossary of Terms) which could lead to a fire,
are assessed and control measures commensurate with the general principles of control (See 3,
Glossary of Terms) or the principles of control (dangerous substances) (See 4, Glossary of Terms)
described in the FSO are implemented to either eliminate risk or to reduce residual risk to a
tolerable level;



Measures are devised and implemented to ensure that satisfactory procedures are in place to
reduce risks to persons in the event of a fire and that all persons affected are able to reach a place
of safety (See 5, Glossary of Terms) in the event of an emergency;



Any aspect of the Council’s premises and any equipment provided in connection with assuring fire
safety is maintained, by a competent person, in a fit and efficient state, in efficient working order and
in good repair;



All employees of the Council including contractors and visitors, are provided with clear and relevant
information regarding fire risks and measures taken to prevent fires occurring or to mitigate against
the consequences of fire;



Council buildings are designed in accordance with relevant standards;
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Employees are properly consulted about policy, procedures and arrangements for ensuring fire
safety;



Employees are provided with appropriate information, instruction and training at appropriate
intervals about the fire precautions in their relevant place of work within Council premises;



The Council co-operates and co-ordinates, as necessary, with any other
responsible persons as defined by the FSO;



The Council will liaise with relevant statutory authorities as required by the FSO and any other
relevant statutory provisions.

4. Application
This Fire Safety Policy applies to all premises and activities falling, to any extent, under the Council’s
control. The policy sets down the framework by which the Council and all employees of the Council will be
expected to meet their fire safety duties.
The majority of premises, that are the Council’s responsibility including any temporary structures, fall within
the requirements of the FSO.
5. Organisational Responsibilities
The Council (Responsible Person)
The “responsible person” will ensure that:
Adequate resources are made available to enable the Council to fulfil their duties under the FSO.
The Town Clerk
The Town Clerk will be responsible for ensuring that, in areas falling under their control:


The significant findings of fire risk assessments relating to building fabric and structure are properly
addressed and suitable control measures implemented in accordance with the principles of control
defined in the FSO;



All premises features (e.g. structural components, fire doors, partitions etc.) and equipment provided
in connection with assuring fire safety is maintained, by a competent person, in a fit and efficient
state, in efficient working order and in good repair;



All new and refurbished areas are so designed to ensure compliance with this policy and the
requirements of any relevant fire-safety legislation;



Where relevant, construction contractors engaged for, or on their behalf, undertake a fire risk
assessment before commencing works on site;



Liaise and co-operate, as applicable, with other responsible persons, e.g. tenants / contractors, to
ensure that they are aware of the Council’s fire safety policy and procedures and to identify any
risks arising from their activities which could impact upon the Council or employees of the Council.



Fire risk assessments are undertaken (building fabric and structure and means of escape only) and
significant findings brought to the attention of those responsible so that they may fulfil their duties
under this policy;



Competent fire safety advice is available to enable the Council to comply with its duties under this
policy, the FSO and any other relevant legislation and standards;



The fire safety policy and statutory requirements are monitored and reviewed and an annual report
on fire safety performance submitted to the Property Committee;



Relevant statutory bodies are consulted on matters of fire safety as and when necessary;
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Appropriate guidance and standards are developed to enable the requirements of this policy to be
properly implemented;



Appropriate fire safety information, instruction and training is made available to all employees of the
Council as required.

Managers
Managers will be responsible for ensuring that:


All activities and processes falling under their control are assessed for fire safety and suitable
control measures implemented in accordance with the principles of control (General and Dangerous
Substances) defined in the FSO;



All employees falling under their control are given training and instruction in fire safety matters
commensurate with their activities;



Sufficient numbers of people are appointed as fire wardens for all areas
occupied by their departments;



All staff, visitors and contractors falling under their control comply with the requirements of the fire
safety policy.

Employees
All employees have a responsibility to comply with the Fire Safety Policy. This will include, but not be limited
to:


Observing all instructions, information and training intended to secure fire safety;



Co-operating with the Council on matters of fire safety;



Not interfering with any building fabric or equipment provided in connection with assuring fire safety;



Report any obvious defects or short-comings in Council’s fire safety
arrangements or procedures.

NB. Failure to comply with the requirements of this policy could result in disciplinary action being taken.
Contractors
Contractors are required to:


Assess the fire safety risks arising from their works / activities and implement control measures in
accordance with the principles of control defined in the FSO;



Co-operate with the Council on all matters of fire safety;



Ensure that they and all staff falling under their control have received appropriate information,
instruction and training to enable them to comply with this policy and the Council’s emergency
arrangements;



Obey all instructions relating to fire safety given by authorised members of the Council.

NB. Failure to comply with the requirements of this policy could result in the contractor being asked to leave
site and removal from the Council’s list of approved suppliers / contractors.
Tenants (Commercial properties)
Tenants will have their own duties under the FSO. This will include the identification of a responsible
person. This responsible person will have a responsibility to:


Co-operate with the Council to ensure that the Council can meet all relevant statutory requirements;
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Assess the fire safety risks arising from their works / activities and implement control measures in
accordance with the principles of control defined in the FSO;



Ensure that they and all staff falling under their control have received appropriate information,
instruction and training to enable them to comply with this policy and the Council’s emergency
arrangements.

6. Review of the Policy
This policy will be reviewed annually by Appleby-in-Westmorland Town Council at the Council meeting held
in January.
This policy has been agreed and approved by Appleby-in-Westmorland Town Council.

Signed:

Cllr Rooke
Mayor (Appleby-in-Westmorland Town Council)

Dated: Wednesday 23rd January 2019
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Glossary of Terms:
1. Responsible Person:
According to the FSO "responsible person" means—
(a) in relation to a workplace, the employer, if the workplace is to any extent under his control;
(b) in relation to any premises not falling within paragraph (a)—
i.

the person who has control of the premises (as occupier or otherwise) in connection with the
carrying on by him of a trade, business or other undertaking (for profit or not); or

ii.

the owner, where the person in control of the premises does not have control in connection with
the carrying on by that person of a trade, business or other undertaking.

2. Dangerous Substances:
(a) a substance or preparation which meets the criteria in the approved classification and labelling
guide for classification as a substance or preparation which is explosive, oxidising, extremely
flammable, highly flammable or flammable, whether or not that substance or preparation is classified
under the CHIP Regulations;
(b) a substance or preparation which because of its physico-chemical or chemical properties and the
way it is used or is present in or on premises creates a risk; and
(c) any dust, whether in the form of solid particles or fibrous materials or otherwise, which can form an
explosive mixture with air or an explosive atmosphere;
3. Principles of Control (General):
The FSO defines the principles of control, in order of preference, as being
(a) avoiding risks;
(b) evaluating the risks which cannot be avoided;
(c) combating the risks at source;
(d) adapting to technical progress;
(e) replacing the dangerous by the non-dangerous or less dangerous;
(f) developing a coherent overall prevention policy which covers technology,
the influence of factors relating to the working environment;

organisation of work and

(g) giving collective protective measures priority over individual protective measures; and
(h) giving appropriate instructions to employees.
4. Principles of Control (Dangerous Substances):
The FSO states that:
1. The responsible person must, in order of priority—
(a)

reduce the quantity of dangerous substances to a minimum;

(b)

avoid or minimise the release of a dangerous substance;

(c)

control the release of a dangerous substance at source;

(d)

prevent the formation of an explosive atmosphere, including the
ventilation;

(e)

ensure that any release of a dangerous substance which may give rise to risk is suitably
collected, safely contained, removed to a safe place, or otherwise rendered safe, as appropriate;
avoid—

application of appropriate

i.

ignition sources including electrostatic discharges; and

ii.

such other adverse conditions as could result in harmful physical effects
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iii.
(f)

from a dangerous substance; and

segregate incompatible dangerous substances.

2. The responsible person must ensure that mitigation measures include:
a)

reducing to a minimum the number of persons exposed;

b)

measures to avoid the propagation of fires or explosions;

c)

providing explosion pressure relief arrangements;

d)

providing explosion suppression equipment;

e)

providing plant which is constructed so as to withstand the pressure likely to be produced by an
explosion; and

f)

providing suitable personal protective equipment.

3. The responsible person must:
a)

ensure that the premises are designed, constructed and maintained so as to reduce risk;

b)

ensure that suitable special, technical and organisational measures are designed, constructed,
assembled, installed, provided and used so as to reduce risk;

c)

ensure that special, technical and organisational measures are maintained in an efficient state, in
efficient working order and in good repair;

d)

ensure that equipment and protective systems meet the requirements of the FSO;

e)

where the work is carried out in hazardous places or involves hazardous activities, ensure that
appropriate systems of work are applied including —
i.

the issuing of written instructions for the carrying out of work; and

ii.

a system of permits to work, with such permits being issued by a person with responsibility for this
function prior to the commencement of the work concerned.

5. Place of Safety:
In relation to premises, means a safe area beyond the premises.
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