01 April 2021
To Councillors:
James Adman
Pete Bishop
Clare Cape
Teresa Hutton
Ashley O’Neill
John Scragg

Desna Allen
Jenny Budgell (Vice)
Peter Hutton
Mary Norton
Andy Phillips
Sandie Webb (Chairman)

Meeting of the Strategy and Resources Committee 07 April 2021
Dear Councillor,
You are summoned to attend a meeting of the Strategy and Resources Committee to be held
virtually using the Zoom platform on Wednesday 07 April 2021 commencing at 7pm for
transaction of the business given in the Agenda attached.
The meeting can be accessed by the following link or ID and password:
https://zoom.us/j/96543927541?pwd=ek9sbm9PU1QxSGgzWUtjdnFuL0hZQT09

Meeting ID: 965 4392 7541
Passcode: CTC21
Please note members of the public are invited observe the meeting virtually and have the
opportunity to address the committee at this meeting at 7pm. A guide is available for
members of the public, for any support in accessing the meeting virtually please contact the
Town Council at least 24 hours in advance of the meeting.

Yours faithfully,

Mark Smith MBA LLB (Hons) CMgr FCMI FSLCC
Chief Executive
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All council meetings are open to the public and press
RECORDING OF PUBLIC COUNCIL MEETINGS
Recording and using social media is permitted at Council meetings which are open to the
public. Please note that Chippenham Town Council will be recording this meeting for
training and monitoring purposes only.
7pm – PUBLIC QUESTION TIME (not to exceed 30 minutes)
The public are welcome to make representations, ask questions and give evidence at a
meeting which they are entitled to attend in respect of the business on the agenda.
To aid the virtual meeting process, Chippenham Town Council ask members of the public to
email their questions to enquiries@chippenham.gov.uk no later than 12pm on the day before
the meeting.
Any individual representation is limited to no more than 3 minutes. The Chairman will call
the representation from those who are indicating that they wish to speak; written
representations can also be received in advance of the meeting. A record of any public
participation session shall not be included in the Minutes, but included as an appendix note
to the Minutes of the meeting.

Agenda
Strategy and Resources Committee, 07 April 2021
Wards affected
1.

APOLOGIES FOR ABSENCE

Page
no.

To receive any apologies for absence.
2.

NOTIFICATION OF SUBSTITUTION
To receive any notification of substitution made to
the Chief Executive.

3.

DECLARATION OF INTEREST
All Members of the Town Council are reminded to
declare any pecuniary or non-pecuniary interests
they may have in any business of the Council, its
Committees or Sub-Committees, in accordance
with the latest approved Code of Conduct.
Councillors are reminded to declare any
dispensation granted in relation to any relevant
matter.

4.

MINUTES

5

To approve as a correct record the minutes of the
meeting held on Wednesday 17 February 2021.
Minutes require a proposer and seconder for
approval (previously emailed and copy attached).
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5.

CHAIRMAN’S ANNOUNCEMENTS
To receive the Chairman’s Announcements.

6.

SUB COMMITTEE MINUTES
i) CIVIC MATTERS SUB COMMITTEE
To receive the draft minutes from the Civic Matters
Sub Committee meeting held on 16 March 2021
(previously circulated).
ii) COMMUNITY DONATIONS SUB COMMITTEE
To receive the draft minutes from the Community
Donations Sub Committee meeting held on 11
February 2021 (previously circulated).

7.

WORKING PARTY NOTES
i) STANDING ORDERS WORKING PARTY NOTES
To receive the notes from the Standing Orders
Working Party meeting held on 01 February 2021
(previously circulated).

To consider agenda items 8 to 10
8.

RISK REGISTER

All

11

All

17

All

19

To receive and consider a report from the Director
of Resources regarding the Risk Register (copy
attached).
9.

THE NEELD – VACCINATION CENTRE PROPOSAL
(REDUCED FEES)
To receive and consider a report from the Director
of Community Services regarding the booking fee
for NHS vaccinations (copy attached).

10.

ADOPTION OF COUNCILLOR EMAIL, INTERNET AND
TABLET POLICY
To receive and consider a report from the
Democratic Services Manager regarding the
adoption of a Councillor Email, Internet, and
Tablet Policy (copy attached).
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To note agenda item 11
11.

FINANCIAL ADMINISTRATION: AUDIT OF
ACCOUNTS PAYABLE AND BANK RECONCILIATIONS
FOR MONTHS 10 and 11

All

27

To receive a report from the Finance Manager on
the accounts payable and bank reconciliations at
the end of the current period, Months 10 and 11
2020/21 (copy attached).
12.

ITEMS FOR COMMUNICATION
To consider any items for communication and any
items to be consulted with the Youth Council.

13.

DATE OF NEXT MEETING
The next meeting of this Committee will take place
on Wednesday 09 June 2021.

14.

EXCLUSION OF THE PUBLIC AND PRESS
To pass, if considered necessary, the following
resolution:
“The press and public are excluded due to the
confidential nature of the business under the Public
Bodies (Admissions to Meetings Act) 1960 s1. sub
section 2”.

15.

RECEIVE CIVIC AWARD NOMINATIONS FROM CIVIC
MATTERS SUB-COMMITTEE

All

To receive a confidential report from the
Democratic and Civic Officer.
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Agenda Item 4

Minutes of a meeting of the Strategy and Resources Committee held virtually on
Zoom on 17 February 2021 at 7pm
Councillors present:
James Adman
Pete Bishop
Clare Cape
Teresa Hutton
Ashley O’Neill
John Scragg

Desna Allen
Jenny Budgell (Vice)
Peter Hutton
Mary Norton
Andy Phillips
Sandie Webb (Chairman)

Officers present:

Mark Smith, Chief Executive
Nick Rees, Director of Resources
Matt Kirby, Director of Community Services
Daryl Jones, Business Support Manager
Gillian Ballinger, Finance Manager
Heather Rae, Democratic Services Manager
Lynsey Nichols, Communication and Customer Services Manager
Helen Bywater, Corporate Support Officer

Public present:

There were four members of the public present

PUBLIC QUESTION TIME
There were no written or verbal questions from any member of the public.
63.

APOLOGIES FOR ABSENCE
There were no apologies for absence.

64.

NOTIFICATION OF SUBSTITUTION
There were no notifications of substitution.

65.

DECLARATION OF INTEREST
There were no declarations of interest.

66.

MINUTES
It was agreed that the minutes of the meeting held on 09 December 2020 were a
correct record, they were proposed by Councillor Jenny Budgell and seconded by
Councillor Teresa Hutton.
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RESOLVED that:
The minutes were approved as a correct record and will be signed by the Chairman
at a later date.
67.

CHAIRMANS ANNOUNCEMENTS
The Chairman noted that the Standing Orders Working Party notes had not yet
been circulated to Councillors. Therefore, they would not be noted at agenda item
7i during this meeting but included in the next S&R agenda once circulated to
Councillors.

68.

SUB COMMITTEE MINUTES
i) CIVIC MATTERS SUB COMMITTEE
Councillor Teresa Hutton presented the minutes. Councillors noted the minutes
from the Civic Matters Sub Committee meeting held on 19 January 2021 and the
recommendations therein and all matters were resolved.

69.

WORKING PARTY NOTES
i) STANDING ORDERS WORKING PARTY NOTES
The Standing Orders Working Party notes from the meeting held on 01 February
were deferred to the next Strategy and Resources Committee meeting.

70.

FINANCE REPORT
The Chairman of the Finance Working Party introduced the report and highlighted
that officers were managing the budget during unknown times that are constantly
changing. It was noted that each budget for each year is considered line by line
and that Councillors are custodians of the finances and they should be left in a
good state for the next custodians.
The Director of Resources presented the finance report detailing the net
expenditure over income results for the first nine months of the financial year to
December 2020. It was noted that a surplus of £72,000 was required to maintain
General Reserves at 25% of precept and any additional surplus would be
transferred back to Capital Earmarked Funds.
It was noted that an unexpectedly large payment of Community Infrastructure
Levy (CIL) monies from Wiltshire Council was received in January 2021 of £192k,
leaving a total balance of unspent CIL income of £566k currently. CIL income must
be spent within five years of receipt and it was noted that CIL should be used for
infrastructure projects. With all in favour it was
RESOLVED that:
i) The Income & Expenditure position after 9 months to December 2020 be noted;
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ii) In the event that a sufficient surplus is generated this year, an amount
necessary to maintain General Reserves at 25% of Precept be retained in the
Income & Expenditure account for the year and that any surplus balance in excess
of that amount be transferred to Capital/Ear Marked Funds at the end of the
financial year;
iii) A recommendation be made to Full Council at its meeting on 24th March 2021
to approve that Community Infrastructure Levy Income is used to fund any
relevant infrastructure related Capital projects that have been completed in this
financial year.
71.

FINANCE SUB COMMITTEE
The Chief Executive presented the report on the proposal of a Finance Sub
Committee which would replace the Finance Working Party under Standing Order
5.1. The Finance Sub Committee would consider financial matters regularly and
consider CIL expenditure with the ability to make certain expenditure decisions
that the Working Party cannot.
Councillors asked that the composition of the proposed Sub Committee be
revisited, to be more accessible to all Councillors and that all Councillors on the
Sub-Committee should be able to appoint a substitute Councillor to attend on their
behalf. Councillors commented that political proportionality and how CIL is spent
should be considered.
Councillor Sandie Webb proposed a motion that the subject of the Finance Sub
Committee be forwarded to Full Council for consideration. This was seconded by
Councillor John Scragg, a vote was held with the majority against the motion fell.
Councillor Desna Allen proposed a motion that officers re-work the
recommendations based on Councillor’s feedback and bring a proposal to Full
Council to facilitate a discussion. This was seconded by Councillor Peter Hutton
and with the majority in favour the motion passed and it was
RESOLVED that:
i) Officers re-work the recommendations for a Finance Sub Committee based on
feedback received by Councillors and a proposal be brought to a future Full
Council meeting to facilitate a discussion.

72.

CHIPPENHAM TOWN COUNCIL CCTV SYSTEM
The Business Support Manager updated Councillors on CCTV and outlined further
phases to the programme of CCTV upgrades to future proof Chippenham Town
Council’s CCTV system. It was noted that there had been a request from the Police
suggesting linking up cameras to Saddler’s Mead car park, the Town Council would
not pay for this but could link up and share data. Councillors thanked the Business
Support Manager.
Councillors questioned the condition of the cabling and whether this could be
checked before works began to avoid high additional costs. A representative of the
CCTV system company confirmed that the cabling would be checked when works
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begin, however a provisional sum would be a couple of thousand to cover any new
cabling required and any major problems would be communicated to the Council.
With all in favour it was
RESOLVED that:
Councillors approved phases 3, 4, 5, 6, 13 and 16 to be progressed, and
recommended that Capital Funding of £36,510 be allocated from the Council’s CIL
reserves, an increase over the budgeted amount of £10,000 included within the
Capital Budget for 2021/22 approved by Full Council in January 2021.
73.

COMMISSIONING OF A CUSTOMER RELATIONSHIP MANAGEMENT (CRM) SYSTEM
The Director of Community Services presented the report on the proposed
Customer Relationship Management (CRM) System. It was noted that there is no
system in place, requests are dealt with by the Customer Services Team in person,
by telephone or email. The CRM system would future proof the Council as demand
increases, it would allow a self-service platform and process for automated
workflows. It was noted that there would be better data capture and reporting
that just emails which improved performance monitoring and can map
geographical issues. Three quotes had been obtained and the recommended
suitable produce was from Abavus. It was noted that the app as future potential to
be used to apply and pay for things which could be used for tickets and bookings.
The cost of the CRM system would be a payment of £13,0900 and £7,190 ongoing
revenue cost. The Communications and Customer Services Manager confirmed that
Wiltshire Council have 4 or 5 different reporting programmes for different
departments and that Town Council keeps in regular contact with them.
Councillors requested that residents that aren’t online have access in another
format and that the wording of request management is clear in the differentiation
between acknowledged and completed.
RESOLVED that:
Councillors agreed to commissioning the MyCouncil Services CRM solution as
offered by Abavus.

74.

GAS CONTRACT RENEWAL
The Finance Manager presented report regarding the renewal of the gas provision
contract for the Town Hall from 01 March 2021.
RESOLVED that:
Councillors noted the report and agreed that Chippenham Town Council enter a
24-month Gas Contract with SSE effective from 1 March 2021.

75.

MODERN.GOV UPDATE
The Democratic Services Manager updated Councillors on the successful
installation of Modern.gov Meeting Management software and officer training that
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had taken place. It was noted that there was outstanding preparation work to be
done on the system and that it would not go live until after Elections in May 2021.
RESOLVED that:
i)Councillors noted the progress of implementation of Modern.gov meeting
management software to support the Council’s Democratic Services function.
ii)Councillors noted the cost of up to £8,400 from the Capital Earmarked Fund
budget for the provision of Councillor tablets for Modern.gov use following
elections scheduled for May 2021.
76.

CLIMATE EMERGENCY ADVISORY GROUP (CEAG) UPDATE
The Director of Community Services updated Councillors on the work that has been
undertaken by CEAG including the work undertaken on the carbon footprint model
and the Centre for Sustainable Energy matrix which breaks down into six areas the
Council can control, this will help to prioritise actions.
The consultant for CEAG updated on work undertaken for CEAG including working
on the Centre for Sustainable Energy matrix and looking at council buildings and
making notes and recommendations on carbon reduction. The Procurement Policy
and working with suppliers will be looked at. CEAG can share expertise and help
the community.
Councillor Teresa Hutton as Chairman of CEAG thanked the Director of Community
Services and the CEAG consultant for the comprehensive report and noted CEAG
felt it important to report back to this committee.
RESOLVED that:
The report be noted.

77.

FINANCIAL ADMINISTRATION: AUDIT OF ACCOUNTS PAYABLE AND BANK
RECONCILIATIONS FOR MONTHS 8 AND 9
The Finance Manager presented the report to Councillors and noted the BACS and
Cheques audit of months 8 and 9 had taken place with Councillor Pete Bishop and
Councillor Ashley O’Neill, who carried out the check virtually.
It was noted that next report would not have Councillor signatures included due to
security but available on request by Councillors. Councillors agreed and requested
that historical signatures be removed from the website too.
RESOLVED that:
Councillors noted the report.

78.

ITEMS FOR COMMUNICATION
Councillors did not request any specific items for communication.
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79.

DATE OF NEXT MEETING
The next meeting of this Committee will take place at 7pm on Wednesday 07 April
2021.
The meeting concluded at 8.45pm
These Minutes are subject to confirmation at the next meeting
Signed on behalf of the Committee as a true record of the meeting
Chairman:

Date:
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Agenda Item 8
Meeting

Strategy and Resources Committee

Date

7 April 2021

Report Title

Risk Register

Author

Nick Rees, Director of Resources, Responsible Financial Officer

1.0

PURPOSE OF REPORT

1.1

This report presents the Risk Register covering the key strategic and operational risks
facing the Council since the last review in September 2020.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

A Risk Management Strategy and a Risk Management Policy for Chippenham Town
Council were approved by Full Council on 26th September 2018. The strategy is
reviewed annually, and the Risk Management Policy is due to be reviewed in a 3-year
cycle in September 2021.

2.2

The Extended Corporate Management Team has revisited the key risks in each area of
operation and a revised Risk Register has been prepared on the key strategic and
operational risks for the Council as a whole. The Risk Register has been reviewed and
agreed by the Corporate Management Team (CMT). Please see APPENDIX A.

3.0

RISK REGISTER

3.1

The Risk Register is presented to the S&R Committee every 6 months, having been
reviewed by CMT on a quarterly basis.

3.2

The Risk Register covers the key strategic and operational risks facing the Council. The
likelihood of each risk happening and the impact that it may have are ranked either
high, medium or low and allocated scores of 3, 2 or 1 respectively. It is therefore
possible for a risk to have a high impact, but a low chance of occurring.

3.3

Actions and controls to minimise the possibility of the risk happening or the impact of
that risk are also included in the register.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

Corporate Priority 5 – Effective and efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.
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6.0

FINANCIAL IMPLICATIONS

6.1

There are no financial implications.

7.0

LEGAL IMPLICATIONS

7.1

There are no legal implications.

8.0

RECOMMENDATIONS

8.1

It is recommended that Councillors receive and approve the Risk Register.
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Item 8 Appendix A
RISK REGISTER – APRIL 2021
The Risk Register will be reviewed quarterly by the Strategy and Resources Committee in compliance with the Risk Management Policy and Strategy.
No

Risk

Impact

Strategic
1

Political
Climate /
Brexit

2

Reputation to
the Council

3

Financial
Failure to
manage
budgets and
reserves

4

Financial
Precept
capping

5

Financial
Financial
instability of
banks or
international
market and
council losing

Likelihood
A
3, 2 or 1

Impact
B

Total
Score
AxB

Mitigation Action / Internal Control

Responsible
Person

Review
Frequency

3, 2 or 1

Change in
priorities of the
council and
adapting to new
legislation
Libel / slander /
threat of legal
proceedings
through actions or
behaviour
Insufficient funds
to meet obligations
and commitments
Public lose
confidence in the
council

1

2

2

Keeping abreast of local political
climate, external advice from Wiltshire
Council, NALC and others

CE

Quarterly

1

3

3

Qualified CE and trained officers and
councillors, media, and communication
policies employer / employee code of
conduct, insurance cover

CE

1

3

3

Earmarked Funds Policy
Financial Regulation
Internal Audit
Training
Budget setting process
Regular report writing to committee

RFO

Unable to raise the
required precept
due to legislative
restraint
Money held in
banks and financial
institutions would
be lost as not
covered by
Financial Services

1

3

3

Earmarked Fund and Reserves Policy
Updates from NALC

RFO

Annual
review

1

3

3

Investment and Treasury Management
Policy. Earmarked Funds Policy
Deposits in multi banks/financial
institutions
Regular report writing to committee

RFO

Quarterly
reports to
committee

Quarterly to
committee
Monthly
internally

13
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7
8

9

its investment
funds.
Legislative
GDPR
Legislative
General Power
of Competence
Technological
ICT
Loss of server
or data due to
old system
Business
Continuation

10

Long term
Staffing

11

Challenge from
Public of
confidence in
the council
Assets under
£2500

12

Compensation
Scheme
Data Breach and
potential fine and
damage to
reputation
Loss of specific
powers

1

2

2

1

1

1

Loss of data,
inconvenience,
recovery and
financial loss

3

3

9

Unable to operate,
unable to access
buildings,
unforeseen
expenditure
Loss of key staff
through resignation
or sickness

1

3

3

2

2

4

Illegal meetings,
poor decision
making

1

1

1

Loss of portable
and attractive
assets including IT
equipment

1

1

1

Injury or death to
member of staff or
public

1

Data Protection Officer
Data Protection Policy
Data Breach Management procedure
Staff and Councillor training
Ensure CE is qualified
Ensure that the council employs a
qualified clerk
New contract awarded, due for
completion September 2020. Data
hosting on Microsoft azure platform
with significantly improved internet
connection
Business Continuity Plan, ICT system to
support home working, insurance,
adequate reserves

RFO
DPO

Succession Planning, Contingency plans
within teams, Multi skilled staff,
Welfare checks and team reviews.
Values statement and training
Trained Staff, standing orders

CE /
Directors

Undertake annual audit of all on site
portable and attractive assets under
£2500
Quarterly updates to be made by Heads
of Department

RFO

Risk Assessment, Training, Procedures,
Equipment Inspections, Adequate
insurance and monitoring

Director CS

Annually to
committee
Monthly
internally

CE
RFO

Monthly

CE /
Directors

CE

Annually
Quarterly

Operational
13

Health and
Safety

3

3

Monthly

14

14

Health and
Safety

Damage caused by
faulty equipment,
machinery, lack of
inspections
Failure to protect
the vulnerable
resulting in a
serious incident
Under insurance or
lack of insurance

1

3

3

Risk Assessment, training, Inspection
regime, adequate insurance and
monitoring

Director CS

15

Safeguarding

1

3

3

Safeguarding policy
Training, relevant staff to be DBS
checked

CE

16

Insurance

1

3

3

RFO

Staffing dispute

Legal challenge in
an HR matter

2

2

4

18

Financial – loss
/ fraud

Lost CTC funds

1

3

3

19

ICT failure due
to malware /
viruses etc

2

3

6

20

Events /
Markets

Period without
computer systems
& cost of
reinstatement
H&S issues

Retained Insurance Broker, regular
reviews of policy, training of staff,
annual reviews of assets, building
valuation cycle, reports to committee
Retained HR advisor, training of
internal staff, insurance advice and
cover, staff welfare checks.
Trained staff, segregation of duties,
checks and balances, reports to
committee, internal audit
Firewalls, anti-virus software, back up
procedures

17

1

3

3

Director CS

21

Anti-social
behaviour by
customers

Threats to CTC
staff

2

3

6

22

Covid 19

Pandemic

3

3

9

Identify risks, liability, H&S and
insurance implications
Managing internal events & markets and
ensuring external events have
appropriate ‘Event Management Plans’
in place.
Training for staff on handling difficult
customers is still to be organised once
we are able to arrange some face to
face training for all customer facing
staff.
The virus has affected day to day life in
many ways. Everyone has the
responsibility to socially distance and
take measures to mitigate the risk of
virus transmission. All staff have

Quarterly

CE
RFO
IT
Contractor

Comms &
Cust Serv
Mgr
All

15

23

Council
Meetings

Lack of legislation

Scoring: Likelihood: High = 3, Medium = 2, Low = 1

2

undertaken Prevent Covid Training. Risk
assessments have been undertaken.
Staff that are able to work from home
have done so in line with Government
guidance
2
4 Potential lack of legislation for
meetings is one? (mitigated by planning
for potential hybrid/government
guidance for COVID)
Impact: High = 3, Medium = 2, Low = 1.

CE

16

Agenda Item 9
Meeting

Strategy and Resources Committee

Date

7 April 2021

Report Title

The Neeld – Vaccination Centre Proposal (Reduced Fees)

Author

Matt Kirby – Director of Community Services

1.0

PURPOSE OF REPORT

1.1

To present a request from the NHS to use the Neeld as a vaccination centre, and to
consider an associated reduction in our standard hire fees.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

The Council has been approached by NHS (Bath, North East Somerset, Swindon and
Wiltshire) CCG, to use the Neeld as a vaccination centre between May and September
2021. The Neeld is felt to be suitable as it can provide an adequate one-way system and
provides good mobility access.

2.2

There is a requirement to hire the building on two consecutive days between 8am and
8pm. The NHS have stated a preference for weekends but are flexible should preexisting bookings already exist.

2.3

The Council has provided the NHS with a selection of available dates; these exclude the
nine shows and any possible Council meetings that will occurring between May and
September 2021. The NHS have also been provided with a list of our standard hire fees.

2.4

It is unlikely that further performances will be booked between May-September 2021,
thus the operation of a vaccination centre will have no impact upon the planned
programme.

2.5

The NHS have requested a reduced fixed rate daily hire fee, stating that other facilities
have been offered for between £200-£300 or provided free of charge.

3.0

HIRE FEES

3.1

The current hire fees are;
-

3.2

Weekdays - 8am-8pm =£495.00
Weekends - 8am-8pm = £612.00

The Head of Venues has reviewed the additional staffing and cleaning requirements
and a fee of £250 per day would be sufficient to cover these costs.
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3.3

It is therefore proposed that the Council offer the Neeld to the NHS on the available
dates for the reduced fixed fee of £250 per day.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

Permitting the use of the Neeld as a Vaccination centre would contribute to the
following corporate priority or priorities.

i.

Corporate Priority 1 – Provide facilities and services which support and develop a wellconnected town, which promotes health and wellbeing.

ii.

Corporate Priority 5 – Effective and efficient use of resources

5.0

STAFFING IMPLICATIONS

5.1

Some additional staffing hours i.e. Sundays would be required, this can be resourced
from within the existing team.

6.0

FINANCIAL IMPLICATIONS

6.1

The additional staff resourcing would be covered within the proposed fee. The
additional income received from the hire would create additional revenue for The
Neeld.

7.0

RECOMMENDATIONS

7.1

That Councillors agree to the reduced fixed rate of £250 per day for the hire of The
Neeld as a vaccination centre between May and September 2021.
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Agenda Item 10
Meeting

Strategy and Resources Committee

Date

07 April 2021

Report Title

Councillor Email, Internet, and Tablet Policy

Author

Heather Rae, Democratic Services Manager

1.0

PURPOSE OF REPORT

1.1

For Councillors to consider the adoption of a Councillor Email, Internet, and Tablet
Policy (APPENDIX A) to support the move to the Modern.gov meeting management
software.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

Councillors will recall the recent report to the Strategy and Resources Committee on
17 February 2021 updating on Modern.gov. Councillors noted that there is preparation
work to be carried out by officers on the system and once a date has been identified to
move to the Modern.gov system this will be communicated to all Councillors and
members of the public clearly.

2.2

The update report noted that due to individual technology needs of Councillors, it is
likely that there will be requirements for a mixture of existing personal devices and
Council issued tablets for Modern.gov use. Officers have drafted a Councillor Email,
Internet, and Tablet Policy (APPENDIX A) to cover the use of Councillor emails and
Council issued tablets.

3.0

COUNCILLOR EMAIL, INTERNET, AND TABLET POLICY

3.1

Officers have reviewed existing policies of other Councils regarding the use of Councillor
emails and tablets in drafting the Councillor Email, Internet, and Tablet Policy
(APPENDIX A).

3.2

If adopted, this policy would come into effect at Elections in May 2021, elected
Councillors would be contacted to discuss their technology requirements as part of the
induction process and asked to read and sign the ‘Councillor Email, Internet, and Tablet
User Agreement’ which is included at the end of the policy.

3.3

The Policy outlines that from Elections in May 2021, Chippenham Town Councillors
would be provided with a Town Council email address for their work as a Town
Councillor. This is best practice in many Councils and will provide uniformity, reliability,
and security for Councillors.

3.4

The implications of issuing Council Tablets to Councillors for Modern.gov and email use
including security, internet use, personal use, and support are addressed within the
draft Policy.
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3.5

As noted in previous update reports, Councillor training on the Modern.gov App will be
provided to elected Councillors at a suitable time before rollout.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

The introduction of meeting management software will contribute to the following
corporate priorities;

i.

Corporate Priority 3 – Maintain and enhance opportunities to create a green, clean and
safe environment.

ii.

Corporate Priority 5 – Effective and efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.

6.0

FINANCIAL IMPLICATIONS

6.1

There are no financial implications related to the adoption of the Councillor Email,
Internet, and Tablet Policy.

6.2

The financial implications of up to 24 Council issued tablets to Councillors has been
noted previously by the Strategy and Resources Committee, this cost will be met from
the existing Capital Earmarked Fund budget which includes £12,000 for tablets.

6.3

The financial implications of Councillor email addresses will be met from the existing
IT Budget.

7.0

RECOMMENDATIONS

7.1

That Councillors adopt the Councillor Email, Internet, and Tablet Policy for use from
Elections in May 2021.
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Item 10 Appendix A

Councillor Email, Internet, and
Tablet Policy

Author: Democratic Services Manager
Responsibility: Strategy and Resources
Committee
Date Adopted:
Review Date:
Amendments:
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Policy Statement
This policy sets out the provisions which Chippenham Town Councillors are required to
adhere to relating to Councillor emails, and the use of the internet and Council issued
tablet devices.

Scope of the Policy
The policy applies to all Councillors of Chippenham Town Council (herein referred to as
‘Councillors’).

Review Statement
This policy has been prepared considering prevailing legislation and recognised good
practice. New legislation requirements or changes in current legislation may necessitate the
review of this policy document. The Council will continue to review and amend all / part of
this policy on a regular basis. It is the Councillor’s responsibility to ensure that the copy of
the policy being referred to is the most up-to-date version.

Equality
In putting the policy into practice, no aspect of the policy will discriminate on the grounds
of race, sex, sexual orientation, gender reassignment, age, religion, politics, marital
status, disability, politics, caste and / or union membership or any other grounds likely to
place any Councillor at a disadvantage.

Introduction
Chippenham Town Council will provide dedicated email accounts to all Town Councillors.
Council issued tablet devices will be provided to support the use of Modern.gov meeting
management software, however Councillors will be able to use a suitable existing personal
device if preferred.
The use of Councillor email accounts and tablets will give Councillors the necessary tools
to support their work as a Town Councillor and to enable them to contribute to the
reduction of paper use and printing costs.
Chippenham Town Council must ensure that its data is kept secure in accordance with the
Data Protection Act 2018. Following elections, Councillors are required to read and sign
the Councillor Email, Internet, and Tablet User Agreement at the end of this policy.
Additional instructions may be issued on occasion regarding the use of Council-issued
devices or systems.
This policy sets out general rules for the acceptable use of Councillor Email, Internet and
Tablets:
• How the use of facilities made available to Councillors reflects on the council
• Reminds Councillors of responsibilities to handle personal and sensitive
information properly and that resident’s e-mail addresses themselves may be
personal information
• To consider thoroughly before sending confidential or sensitive information via
email
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•
•
•
•

Describes how and when personal use of e-mail and internet is permissible
Requires Councillors to remove personal e-mail from the council’s systems
Prohibits the use of Council e-mail addresses on public websites for non-business
purposes
Sets out the circumstances in which the Council may monitor communications

Councillor Emails
Chippenham Town Council will provide dedicated email accounts to all Town Councillors.
All email correspondence should be dealt with professionally and diligently, any email that
you send will be identifiable as coming from the Council. Emails are subject to the Data
Protection Act 2018 and Freedom of Information requests.
Councillors are responsible for not sending anything via email that may reflect badly on
the Council. In particular, you must not send content of a sexual or racist nature, junk
mail, chain letters, cartoons or jokes from your Council email address. Using a Council
email address to send inappropriate material, including content of a sexual or racist
nature, is strictly prohibited. Should you receive any offensive or inappropriate content via
email you should delete it. Councillors should inform the Democratic Services Team of this
as soon as possible so that they can ensure that it can be fully removed from the system.
You should also take care that emails will be seen only by the person intended. Particular
care should be taken when sending confidential information that the email has been
correctly addressed, marked ‘confidential’ and not copied in to those not authorised to
see the information. Sending confidential information via email without proper
authorisation or without taking sufficient care to ensure that it is properly protected will
be treated as misconduct.
In cases where you are sending an email to more than one personal account you should
blind copy all recipients to avoid a data breach. While a reasonable amount of personal
use of email is perfectly acceptable, your email remains the property of the Council and
you should not use your Council email to send or receive any information that you regard
as private. The Council may, in the course of its operation, read emails that you have sent
or received.

Councillor Internet Use
Councillors with access to the internet on Council-owned devices should use that access
responsibly. Councillors must not use the internet to view or download offensive or
sexually explicit material. Councillors must not download any software, plug-ins or
extensions on to Council issued devices unless this is first cleared by the Democratic
Services Team. Councillors must not use Council-owned devices to download music, video
or any other entertainment content. Firewalls and anti-virus software may be used to
protect the Council’s systems. These must not be disabled or switched off without the
express authorisation of the Democratic Services Team.
Councillors behaviour on any social networking or other internet site must be consistent
with the behaviour required of being a representative of the Council generally. Councillors
should take particular care not to behave in a way which reflects badly on the Council.
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Inappropriate or disparaging comments about the Council, colleagues or the town should be
avoided. Social media interactions can be copied and widely disseminated in a way that you
may not be able to control, the Council will take a particularly serious view of any
misconduct that occurs through the use of social media. Councillors should not operate a
social media account or profile that purports to be operated on or on behalf of the Council
without express permission of the Council.

Councillor Tablets
Council issued tablet devices will be provided to support the use of Modern.gov meeting
management software, the tablet is property of Chippenham Town Council and must be
returned to the Council immediately in any circumstance where the Councillor is no longer
a Councillor. Councillors will be able to use a suitable existing personal device if
preferred. If using a personal device, it is the responsibility of the Councillor to ensure
your device is protected and secure. This will be discussed with each Councillor
individually following elections.
Your password is an important piece of confidential information and you should treat it
that way. Do not share it with others, and make sure that it is not written down anywhere
where an unauthorised person can find it. If you receive a Council issued tablet, you must
not delete any of the tablet software installed and must not install any software without
permission from the Democratic Services Team.
Councillors are responsible for bringing tablets to meetings fully charged, the Council
cannot guarantee any charging facilities during meetings. You must take care of the tablet
and ensure that it is safe and secure at all times. Any loss of the equipment must be
reported immediately to the Council so that the device can be disabled.

Personal/Business Use
Chippenham Town Council’s communications facilities are provided for the purposes of
Council business. A certain amount of limited and responsible personal use by users is
permitted. Although the Council’s e-mail facilities are provided for the purposes of Council
business, you may occasionally want to use them for your own personal purposes.
This is permitted on the condition that all the procedures and rules set out in this
policy are complied with. Be aware, however, that if you choose to make use of
Council facilities for personal correspondence, you can expect limited privacy
because the Council may need to monitor communications.
Under no circumstances may the Council’s facilities be used in connection with the
operation or management of any other business or for commercial activity. The
facilities must not be used by Councillors for general party political activity and,
in particular must not be used for campaigning or election activities. They may,
however, be used for correspondence within the political group, general political
research, casework as a Councillor and similar activities. If you have any doubts,
please ask the Democratic Services Team.
You must ensure that your personal e-mail use:
• does not take priority over your responsibilities as a Councillor and is minimal
• does not cause unwarranted expense or liability to be incurred by the Council
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• does not have a negative impact on the Council in any way
• is lawful and complies with this policy.
After being read, personal e-mail should be either deleted or forwarded to a personal
e-mail account and then deleted. If you make personal use of Council facilities for sending
and receiving e-mail you will be treated as having agreed to abide by the conditions
imposed for their use, and consented to the Council monitoring your personal e-mail in
accordance with this policy. If you do not agree or consent to this, then you must not use
the system to send or receive personal e-mail.

Technical Support
Chippenham Town Council will organise training on the use of the Modern.gov app to
Councillors. Officers are not qualified in technical support but will try to provide solutions
where possible. If you require additional support in using the Council issued tablet or
emails, please inform the Democratic Services Team. Officers will work with the Council’s
IT provider to ensure support is available to Councillors, please note any necessary support
will be provided at the earliest opportunity in line with officer’s schedules and only within
normal working hours.

Breaches to the Policy
If this Policy is not followed, the use of the Council’s facilities may be curtailed or
withdrawn. Serious breaches of this policy may amount to a breach of the Code of Conduct
and the withdrawal of permission to use the Council's equipment for personal purposes.
Some aspects of this policy also deal with matters which amount to criminal offences under
the Computer Misuse Act.

Further Information
For further information or clarification on any part of this policy, please contact the
Democratic Services Team.
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Councillor Email, Internet, and Tablet User Agreement
I have received a copy of Chippenham Town Council’s ‘Councillor Email, Internet, and
Tablet Policy’.
I understand that my Councillor email and Council issued tablet (if applicable) are to be
used for conducting Council business or for personal use only as stated in the policy
documents.
I have read the Councillor Email, Internet, and Tablet Policy and agree to abide by all the
terms and conditions set out in the policy for the duration of my association with the
Council.
I am aware that the Council may, where it considers it to have reasonable grounds to do so,
and without notice to me, monitor or examine all or any e-mail or internet traffic and
documents or files initiated, manipulated, stored, responded to or examined by me.
I am aware that violations of the policy may amount to a breach of the Code of Conduct. I
understand that I may be personally liable for any criminal offence, which I may commit in
relation to this policy.
I further understand that my internet usage and e-mail communications must always reflect
the good name and reputation of Chippenham Town Council.
I understand that the policy and user agreement may be amended at any time and that I
will be informed of changes in the manner described in the policy.
I accept that I am responsible for ensuring my personal knowledge and understanding of any
change to the policy.
I can confirm receipt of a Council issued tablet and will take care of my tablet and bring to
meetings in a charged and useable condition (if applicable).
Signature:

Date:
Printed Name:

For office use only:
Council issued
tablet received
(Type and Date):
Or
Own device to be
used:
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Agenda Item 11
Meeting

Strategy and Resources Committee

Date

7 April 2021

Report Title

Financial Administration: Audit of Accounts Payable and Bank
Reconciliations for Month 10 and 11

Author

Gillian Ballinger, Finance Manager

1.0

PURPOSE OF REPORT

1.1

To provide Councillors with an assurance that an independent review of payments made
in the first quarter has been undertaken.

1.2

To inform Councillors of the current financial position of the council at the end of the
current period (month 10-11 2020-2021).

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

In accordance with Financial Regulation 7.7, two Councillors have been invited to
select, from a range of invoices, and payments to ensure that authorisation has been
given. All supporting documentation for selected items will be made available at
request.

3.0

BACS AND CHEQUE AUDIT FOR ACCOUNTS PAYABLE MONTH 10-11 2020-2021

3.1

The inspection of Cheque payments was conducted by Councillor Andy Phillips.

3.2

The inspection of BACS payments was conducted by Councillor David Powell.

4.0

BANK RECONCILIATION FOR THE END OF MONTH 9 2020-2021

4.1

On 28 February 2021 the following balances were held in the accounts and investments
of Chippenham Town Council
•
•
•

Business Instant Access account - Lloyds
Active Saver account – Barclays
Investment with CCLA (value on 31st December 2020)
Total

£ 2,420,212.29
£ 413,111.39
£ 218,324.63
£3,051,648.31
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5.0

CURRENT FINANCIAL POSITION

5.1

Income: The council’s income is received in two equal instalments at April and
September. All other income is from Council activities and is received throughout the
year.

5.2

Expenditure: The expenditure budget is monitored monthly, a summary of all income
and expenditure is provided at every Strategy and Resources Committee meeting.

6.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

6.1

Corporate Priority 5 – Effective and efficient use of resources.

7.0

STAFFING IMPLICATIONS

7.1

There are no staffing implications.

8.0

FINANCIAL IMPLICATIONS

8.1

There are no financial implications.

9.0

LEGAL IMPLICATIONS

9.1

There are no legal implications.

10.0 RECOMMENDATIONS
10.1

That Councillors note this report.
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