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Detailed Income & Expenditure by Budget Heading 30/09/2023

Actual Year 
To Date

Current 
Annual Bud

 Variance 
Annual Total

Committed 
Expenditure

Funds 
Available

Actual Last 
Year

Transfer 
to/from EMR

101 Precept

332,1411176 PRECEPT 549,767 332,141 664,282
01178 MATURED INVESTMENTS 100,000 0 0

649,767 664,282332,141Precept :- Income 332,141 0

Net Income 332,141 664,282 332,141649,767

102 Interest

(1,295)1296 INTEREST 4,041 2,695 1,400

4,041 1,4002,695Interest :- Income (1,295) 0

Net Income 2,695 1,400 (1,295)4,041

103 Salaries

199,283 199,2831301 SAL-STAFF SALARIES 283,935 110,717 310,000
18,030 18,0301302 SAL-EMP'RS NI 29,764 11,970 30,000
46,125 46,1251303 SAL-EMP'R SUPERANN 60,178 21,875 68,000

(24,288) (24,288)1304 SAL- LOCUM STAFF 2,790 24,288 0

376,667 408,000168,850Salaries :- Indirect Expenditure 239,150 0 239,150 0

Net Expenditure (168,850) (408,000) (239,150)(376,667)

104 Administration

(2,500)1498 Localities GRANT - Shoham 0 2,500 0

0 02,500Administration :- Income (2,500) 0
616 6161402 MEMBERS' ALLOWANCES 3,600 4,400 5,016

1,000 1,0001405 CLERK TRAINING 787 0 1,000
3,795 3,7951407 ADM-OFFICERS TRAININ 1,345 (795) 3,000

222 2221408 ADM-OFFICERS TRAVEL 250 78 300
156 1561410 ADM-Kitchen Supplies 639 444 600
653 6531411 ADM-RECRUITMENT FEE 200 347 1,000

2,620 2,6201415 HEALTH & SAFETY 2,803 880 3,500
2,109 2,1091420 ADM-TELEPHONES 3,438 891 3,000
1,584 1,5841421 ADM-POSTAGE 2,188 416 2,000

991 9911422 ADM-STATIONERY 1,557 509 1,500
1,568 1,5681423 ADM-SUBS & PUBS 4,203 3,432 5,000
(537) (537)1424 ADM-INSURANCE 3,861 4,537 4,000
1,743 1,7431426 ADM-HOSPITALITY 1,300 257 2,000

93 931427 FLOWERS ETC- 168 57 150
467 4671429 MEETING COSTS 0 33 500

Continued over page
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1,200 1,2001430 REMEMRANCE SUNDAY 115 0 1,200
41 411434 ADM-MAYORAL/ DEPUTY ALLOW 950 2,226 2,267

1,388 1,3881435 ADM-MEMBERS TRAINING 30 112 1,500
0 01436 ADM-MEMBERS EXPENSES 63 0 0

1,912 1,9121438 PHOTOCOPIER & PRINTING 1,551 588 2,500
8,919 8,9191439 I.T.SERVICES 3,867 3,081 12,000

24 241440 SOFTWARE SUPPORT 2,699 2,976 3,000
0 01441 IT Consultants 2,703 0 0

647 6471448 HBC-PAYROLL SERVICES 400 753 1,400
1,191 1,1911451 ADM-BANK CHARGES 1,636 809 2,000
5,000 5,0001456 ADM-REP & LEGAL FEES 1,026 0 5,000
2,745 2,7451457 ADM-AUDIT 3,243 755 3,500

399 3991459 ADVERTISING-PUBLICITY 733 101 500
208 2081483 CIVIC REGALIA 198 292 500

5,676 5,6761484 PARTNERSHIP WORKING 1,067 3,824 9,500
(6,070) (6,070)1485 Neighbourhood Planning (3,407) 6,070 0

0 01486 Site Development Consultants 943 0 0
300 3001487 MERCHANDISING 0 0 300

1,600 1,6001488 Marketing 1,244 0 1,600
223 2231489 Football Tournament 0 9,777 10,000

(573) (573)1490 CORONATION 0 2,073 1,500

45,401 90,83348,925Administration :- Indirect Expenditure 41,908 0 41,908 0

Net Income over Expenditure (46,425) (90,833) (44,408)(45,401)

106 Community Hall

11,4521681 COM-LETTINGS 32,082 13,548 25,000
7621687 VEH-CHARGING RECEIPTS 0 238 1,000

32,082 26,00013,786Community Hall :- Income 12,214 0
1,174 1,1741612 COM-WATER RATES 730 (324) 850
1,814 1,8141613 COM-ELECTRICITY 2,748 1,286 3,100
4,666 4,6661614 COM-GAS 5,371 1,334 6,000

963 9631616 CONSUMABLE SUPPLIES 1,193 537 1,500
(191) (191)1617 COM-REFUSE COLLECTIO 2,999 3,291 3,100

(63) (63)1628 COM-LICENSES 411 863 800
2,818 2,8181637 COM-MAINTENANCE 4,474 1,682 4,500
6,500 6,5001650 COM-FH CAR PARK LEASE 0 0 6,500

700 7001651 VEH-CHARGING 0 0 700

17,927 27,0508,669Community Hall :- Indirect Expenditure 18,381 0 18,381 0

Net Income over Expenditure 5,117 (1,050) (6,167)14,155
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108 Cost of Elections

10,000 10,0001800 TO ELECTION FUND 0 0 10,000

0 10,0000Cost of Elections :- Indirect Expenditure 10,000 0 10,000 0

Net Expenditure 0 (10,000) (10,000)0

109 Contingency

2,500 2,5001900 GENERAL CONTINGENCY 4,742 0 2,500

4,742 2,5000Contingency :- Indirect Expenditure 2,500 0 2,500 0

Net Expenditure 0 (2,500) (2,500)(4,742)

201 Allotments

3,0342185 ALL-RENT RECEIPTS 4,816 1,666 4,700

4,816 4,7001,666Allotments :- Income 3,034 0
1,394 1,3942112 ALL-WATER RATES 2,405 606 2,000

509 5092116 ALL-SUPPLIES 707 491 1,000
200 2002117 TROPHIES 200 0 200
811 8112140 ALL-SITE IMPROVEMENT 1,000 (311) 500

0 02141 TREE MAINTENANCE 2,800 0 0
800 8002142 ALL-SKIP HIRE 628 0 800
159 1592143 ALL-MOWER MAINT 320 41 200

8,061 4,700827Allotments :- Indirect Expenditure 3,873 0 3,873 0

Net Income over Expenditure 839 0 (839)(3,245)

202 War  Memorials

510 5102203 WAR MEM-MAINTENANCE 260 0 510

260 5100War  Memorials :- Indirect Expenditure 510 0 510 0

Net Expenditure 0 (510) (510)(260)

203 Churchyards

2,5892377 CHU-BOROUGH GRANT 1,589 0 2,589
2,3002378 SECTION 106-AGREEMT 2,810 0 2,300

4,399 4,8890Churchyards :- Income 4,889 0

2,000 2,0002337 TREE WORKS 2,067 0 2,000
800 8002339 CHU-MAINTENANCE 797 0 800

2,864 2,8000Churchyards :- Indirect Expenditure 2,800 0 2,800 0

Net Income over Expenditure 0 2,089 2,0891,536

Continued over page
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205 Clocks

731 7312538 CLO-MAINTENANCE 737 269 1,000

737 1,000269Clocks :- Indirect Expenditure 731 0 731 0

Net Expenditure (269) (1,000) (731)(737)

206 Street Furniture

1,984 1,9842637 STR-MAINTENANCE 562 16 2,000

562 2,00016Street Furniture :- Indirect Expenditure 1,984 0 1,984 0

Net Expenditure (16) (2,000) (1,984)(562)

207 Equipment

1,557 1,5572746 EQU-NEW TOOLS/EQUIPM 1,209 (757) 800

1,209 800(757)Equipment :- Indirect Expenditure 1,557 0 1,557 0

Net Expenditure 757 (800) (1,557)(1,209)

209 Van

(15) (15)2943 VAN- SERVICE, MOT & REPAIR 1,940 15 0
0 02944 VAN-PETROL 1,214 0 0

2,000 2,0002945 VAN- TAX & INSURANCE 1,650 0 2,000
(1,809) (1,809)2948 Electric Van Costs 248 4,809 3,000

5,052 5,0004,824Van :- Indirect Expenditure 176 0 176 0

Net Expenditure (4,824) (5,000) (176)(5,052)

301 Entertainments

5,7503148 Fireworks Sponsorship 0 0 5,750
7003186 TICKET SALES CHRISTMAS 630 0 700

630 6,4500Entertainments :- Income 6,450 0
0 03110 EVENT STAFF 2,022 0 0

500 5003125 ENT-PUBLICITY 454 0 500
963 9633126 BAND & HALL CHRISTMAS 1,102 138 1,100
440 4403127 EVENTS-HOSPITALITY 734 160 600

0 03130 ENT-FIREWORKS DISPLA 10,000 10,000 10,000
1,800 1,8003131 FIREWORKS SOUND 1,732 0 1,800
1,000 1,0003133 FILM PLAQUE INSTALL 0 0 1,000

536 5363142 EQUIPMENT PURCHASE & HIRE 1,663 1,064 1,600
1,252 1,2523143 British Red Cross-First Aider 1,015 248 1,500

Continued over page
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5,000 5,0003147 New Initiatives 7,123 0 5,000

25,846 23,10011,610Entertainments :- Indirect Expenditure 11,490 0 11,490 0

Net Income over Expenditure (11,610) (16,650) (5,040)(25,215)

302 Civic Festival

2,6963287 Ticket Sales-Others 912 779 3,475
3003291 STALLS HIRE-F/DAY 450 200 500

1,362 3,975979Civic Festival :- Income 2,996 0
1,935 1,9353210 EVENT STAFF 4,050 3,065 5,000

300 3003225 CIV-PUBLICITY 0 0 300
500 5003226 CIV-HOSPITALITY 0 0 500
200 2003229 CIV-EVENT/ARTISTE FEES 15,659 17,800 18,000
240 2403232 CIV-PRIZES/TROPHYS 282 160 400

2,000 2,0003235 FLOATS-F/ASSISTANCE 1,192 0 2,000
450 4503241 CIV-PREMISES HIRE 750 300 750

2,198 2,1983248 ITEM PURCHASE/HIRE 3,071 802 3,000

25,004 29,95022,127Civic Festival :- Indirect Expenditure 7,823 0 7,823 0

Net Income over Expenditure (21,148) (25,975) (4,827)(23,642)

303 Town Centre - Initiatives

2303305 Teddy's Trails Book Sales 330 120 350

330 350120Town Centre - Initiatives :- Income 230 0

Net Income 120 350 230330

401 Grants

10,000 10,0004161 Community Grant Awards 7,125 0 10,000
1,500 1,5004190 Budgeted Grant - BETTA 0 0 1,500

7,125 11,5000Grants :- Indirect Expenditure 11,500 0 11,500 0

Net Expenditure 0 (11,500) (11,500)(7,125)

403 School Swimming

8,174 8,1744363 SWI-TRANS & ADMITANC 32,395 22,826 31,000

32,395 31,00022,826School Swimming :- Indirect Expenditure 8,174 0 8,174 0

Net Expenditure (22,826) (31,000) (8,174)(32,395)
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404 Town Twinning

7,539 7,5394464 TWI-ACTIVITIES 5,339 2,461 10,000

5,339 10,0002,461Town Twinning :- Indirect Expenditure 7,539 0 7,539 0

Net Expenditure (2,461) (10,000) (7,539)(5,339)

405 Town News

9,2444581 Town Crier Adverts 3,646 (1,244) 8,000

3,646 8,000(1,244)Town News :- Income 9,244 0
5,349 5,3494566 Town Crier Production 40,767 7,401 12,750
1,000 1,0004568 Town Crier Distribution 4,875 0 1,000

45,642 13,7507,401Town News :- Indirect Expenditure 6,349 0 6,349 0

Net Income over Expenditure (8,645) (5,750) 2,895(41,996)

406 Youth Council

496 4964666 YOU-ACTIVITIES 278 4 500

278 5004Youth Council :- Indirect Expenditure 496 0 496 0

Net Expenditure (4) (500) (496)(278)

407 Coach Trips

1,5894787 COA-TICKET SALES 6,174 6,128 7,717

6,174 7,7176,128Coach Trips :- Income 1,589 0
(65) (65)4767 COA-COACH HIRE/ADMIN 10,470 10,535 10,470

10,470 10,47010,535Coach Trips :- Indirect Expenditure (65) 0 (65) 0

Net Income over Expenditure (4,407) (2,753) 1,654(4,296)

408 Christmas Decorations

12,500 12,5004846 CHR-HIRE CHARGE 12,500 0 12,500
1,200 1,2004847 SWITCH ON CEREMONY 5,345 4,300 5,500

15,000 15,0004868 CHR-CONTRACT 14,760 0 15,000
1,300 1,3004869 CHR-MAINT/ELECTICITY 1,000 0 1,300
2,500 2,5004870 CHR-REWIRING/TIME C 1,239 0 2,500
5,500 5,5004871 Chanukah Lights 0 0 5,500

34,844 42,3004,300Christmas Decorations :- Indirect Expenditure 38,000 0 38,000 0

Net Expenditure (4,300) (42,300) (38,000)(34,844)

Continued over page
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901 Ear Marked Reserves

(104,648)9025 EMR - CIL Funds Received 139,886 104,648 0

139,886 0104,648Ear Marked Reserves :- Income (104,648) 0
2,000 2,0009012 EMR - Van Replacement 0 (2,000) 0

(1,250) (1,250)9013 Capital Projects 51,933 1,250 0 1,250
0 09014 COMMUNITY WELLBEING PROJECTS 6,007 0 0

(30,000) (30,000)9023 EMR - CIL Funds Spent 186,374 30,000 0 30,000

244,313 029,250Ear Marked Reserves :- Indirect Expenditure (29,250) 0 (29,250) 31,250

Net Income over Expenditure 75,398 0 (75,398)(104,427)

6000 plus Transfer from EMR 244,313 31,250
6001 less Transfer to EMR 139,886 0

Movement to/(from) Gen Reserve 0 106,648

342,137 727,763

264,344463,419 727,763

385,626

(47,603) 121,282 0 (121,282)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 0 385,626894,735

847,132

plus Transfer from EMR 244,313 31,250

less Transfer to EMR 139,886 0

Movement to/(from) Gen Reserve 56,824 152,532



Twin Town Signs 

Vinyl Strip applied to exisng signs

Supply and Įt 10 strips of vinyl 1414x230mm at 10 diīerent locaons will be £490+vat

Idencal Replacement Signs (with wording changed to same as above)

1470 (w) x 1365 (h)mm aluminium composite signs with prismac reŇecve background, c/w sign 
channels at the back for post mounng will be £255+vat each (supply only)













































































Complaints Procedure: Elstree & Borehamwood Town Council 

Introduction

Elstree and Borehamwood Town Council is committed to providing a quality service for the 
benefit of the people who live or work in its area or are visitors to the locality.  If you are 
dissatisfied with the standard of service you have received from this council, or are unhappy 
about an action or lack of action by this council, this Complaints Procedure sets out how you 
may complain to the council and how we shall try to resolve your complaint.

1. This Complaints Procedure applies to complaints about council administration and 
procedures and may include complaints about how council employees have dealt with 
your concerns.

2. This Complaints Procedure does not apply to: 

2.1. Complaints by one council employee against another council employee, or 
between a council employee and the council as employer.  These matters are 
dealt with under the council’s disciplinary and grievance procedures.

2.2. Complaints against Councillors.  All Town Councillors must abide by the 
Code of Conduct adopted by the Council. Complaints against Councillors 
should be referred directly to the Monitoring Officer of Hertsmere Borough
Council. Further information on how to make a complaint and the procedure in 
this situation is available on the Hertsmere website here: 

https://www5.hertsmere.gov.uk/ufs321/ufsmain?ebz=1_1618492083900&ebf=1&ebp=40

3. You may make your complaint about the council’s procedures or administration to the 
Clerk.  You may do this in person, by phone, or by writing to or emailing the Clerk.  
The addresses and numbers are set out below.

4. Wherever possible, the Clerk will try to resolve your complaint immediately.  If this is 
not possible, the Clerk will normally try to acknowledge your complaint within five 
working days.



Making a Formal Complaint

5. If a complaint about procedures or administration is notified orally to a Councillor or 
the Clerk and it is not possible to satisfy the complainant fully forthwith, the 
complainant or their representative shall be asked to put their complaint in writing to 
the Clerk and be assured that it will be dealt with promptly after receipt.

6. If the complainant or their representative does not wish to put the complaint to the Clerk 
or other proper officer, they are advised to put it to the Mayor (as Chairman of the 
Council). 

 
7. The Clerk shall acknowledge the receipt of the complaint and advise the complainant 

or their representative when the matter will be considered by the Town Council’s 
General Management Committee.

8. The complainant shall be invited to attend the relevant meeting and bring with them 
such representative as they wish.

9. Seven clear working days prior to the meeting, the complainant or their representative 
shall provide the Council with copies of any documentation or other evidence, which 
they wish to refer to at the meeting.  The Council shall similarly provide the 
complainant or their representative with copies of any documentation upon which they 
wish to rely at the meeting.

At the Meeting

10. The General Management Committee shall consider whether the circumstances of the 
meeting warrant the exclusion of the public and the press.  Any decision on a complaint 
shall be announced at the next meeting of the Town Council in public.

11. Chairman to introduce everyone.

12. Chairman to explain procedure.

13. Complainant or their representative to outline grounds for complaint.

14. Members to ask any question of the complainant or their representative

15. If relevant, Clerk or other proper officer to explain the Council’s position.

16. Members to ask any question of the Clerk or other proper officer.

17. Clerk or other proper officer and complainant or their representative to be offered 
opportunity of last word (in this order).

18. Clerk or other proper officer and complainant or their representative to be asked to leave 
room while Members decide whether or not the grounds for the complaint have been 
made.  (If a point of clarification is necessary, both parties to be invited back.)



19. Clerk or other proper officer and complainant or their representative return to hear 
decision, or to be advised when decision will be made.

After the Meeting

20. Decision confirmed in writing within seven working days together with details of any 
action to be taken.

21. If you are dissatisfied with the response to your complaint, you may ask for your 
complaint to be referred to Full Council (as appropriate) and (usually within eight 
weeks) you will be notified in writing of the outcome of the review of your original 
complaint.

Contacts

Town Clerk

Address: Fairway Hall
Brook Close
Borehamwood
WD6 5BT

Telephone: 0208 207 1382
Email: clerk@elstreeborehamwood-tc.gov.uk

Mayor of Elstree and Borehamwood

The Mayor can be contacted via the address or telephone number above or via his or her 
contact details which are available from the Town Council website or notice boards and 
Town Crier Magazine (the Mayor usually changes each year). 

Policy Review Meeting: October 2023
Review Body: General Management Committee 

Review Period: every 1 year
Next Review: October 2024
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Elstree and Borehamwood Town Council

Publication Scheme (Procedure)

Produced in accordance with Section 20 of the Freedom of Information Act 2000

INFORMATION
TO BE MADE AVAILABLE

Mandatory
or Optional Duration Format Available From

Charge 
for Copy

Minutes (Part 1) Council, Committees Mandatory 2 years On file and
in Library

Clerk/General Office 20p/page

Annual Report to Parish Meeting Mandatory last year 
only

On file Clerk/General Office 20p/page

Members’ names, addresses &/or tel. 
no.s

Mandatory Latest On file Clerk/General Office No charge

Members’ Declarations of acceptance 
of office

Mandatory Latest On file Clerk/General Office No copies

Members’ Register of Interests Mandatory Latest On file Clerk (Wallets) No copies
Periodic Electoral Review }
Boundary Review              }

Mandatory Latest On file Clerk (Bookshelves) 20p/page

Responses to planning applications Mandatory 2 years Public file Clerk/General Office 20p/page
Notice of Audit Mandatory timed to 

‘go with’ 
Audit

Notice 
boards & 
Public file

Clerk/General Office 20p/page

Annual Return & Audit Report Mandatory last year 
only

Public file Clerk/FO £1 per 
page

Accounts – all pertaining documents Mandatory last year 
only

Public file Clerk/FO No copies

Letter requesting Precept Mandatory last year 
only

Public file Clerk/FO No copies

Assets Register Mandatory last year 
only

Public file Clerk/General Office No copies

Standing Orders & Financial 
Regulations 

Mandatory Latest Public file Clerk/General Office 20p/page

Schedule of Council and Committee 
Meetings

Mandatory current year Notice 
boards & 
Public file

Clerk/General Office 20p/page
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Elstree and Borehamwood Town Council
Information available under the publication scheme

website:  www.elstreeborehamwood-tc.gov.uk

Information published Where it can be 
obtained

Class 1 - Who we are and what we do

Who’s who on the Council and its Committees Clerk’s Office, 
notice board

Contact details for Parish Clerk and Council Members Clerk’s Office
notice board

Location of main Council office and accessibility details Clerk’s Office
Staffing structure Clerk’s Office

Class 2 - What we spend and how we spend it
Financial information relating to projected and actual income and expenditure, procurement, 
contracts and financial audit
Annual return form and report by auditor Clerk’s Office
Finalised budget Clerk’s Office
Precept Clerk’s Office

Financial Standing Orders and Regulations Clerk’s Office
Grants given and received Clerk’s Office
List of current contracts awarded and value of contract Clerk’s Office
Members’ allowances and expenses Clerk’s Office

Class 3 - What our priorities are and how we are doing
Strategies and plans, performance indicators, audits, inspections and reviews
Parish Plan (current and previous year as a minimum) Clerk’s Office
Annual Report to Parish or Community Meeting (current and 
previous year as a minimum) Clerk’s Office

Class 4 - How we make decisions

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

notice board
Clerk’s Office

Agendas of meetings Clerk’s Office
Minutes of meetings– excluding information that is properly 
regarded as private to the meeting. Clerk’s Office

Reports presented to council meetings - excluding information 
that is properly regarded as private to the meeting. Clerk’s Office

Responses to consultation papers Clerk’s Office
Responses to planning applications Clerk’s Office
Bye-laws Clerk’s Office

http://www.elstreeborehamwood-tc.gov.uk/
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Class 5 - Our policies and procedures
Current written protocols, policies and procedures for delivering our services and responsibilities 
Policies and procedures for the conduct of council business:

Procedural standing orders Clerk’s Office
Committee and sub-committee terms of reference Clerk’s Office
Delegated authority in respect of officers Clerk’s Office
Code of Conduct Clerk’s Office
Policy statements Clerk’s Office

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

Information security policy Clerk’s Office
Records management policies (records retention, destruction and 
archive) Clerk’s Office

Data protection policies Clerk’s Office
Schedule of charges (for the publication of information) Clerk’s Office

Class 6 - Lists and Registers
Any publicly available register or list (if any are held this should 
be publicised; in most circumstances existing access provisions 
will suffice)

Clerk’s Office

Assets Register Deputy Clerk’s Office
Disclosure log (indicating the information that has been provided 
in response to requests; recommended as good practice, but may 
not be held by parish councils)

Clerk’s Office

Register of members’ interests Clerk’s Office
Register of gifts and hospitality Clerk’s Office

Class 7 - The services we offer
Allotments Site Wardens Office
Fairway Hall Hall Supervisors Office
Seating, litter bins, clocks, memorials Site Wardens Office
A summary of services for which the council is entitled to 
recover a fee, together with those fees Clerk’s Office
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SCHEDULE OF CHARGES

This describes how the charges have been arrived at and should be published as part of 
the guide.

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE
Disbursement cost Photocopying @ 10p per 

sheet (black & white)
Actual cost * 

Photocopying @ 30p per
sheet (colour)

Actual cost

Postage Actual cost of Royal Mail 
standard 2nd class

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

* the actual cost incurred by the public authority

Elstree and Borehamwood Town Council: Publication Scheme Statement

This publication scheme commits the Town Council to make information available to the 
public as part of its normal business activities. The information covered is included in the 
classes of information mentioned below, where this information is held by the Town
Council. Additional assistance is provided in the definition of these classes in sector 
specific guidance manuals issued by the Information Commissioner.

The scheme commits the Town Council

• To proactively publish or otherwise make available as a matter of routine, 
information, including environmental information, which is held by the authority 
and falls within the classification below

• To specify the information which is held by the authority and falls within the 
classifications below

• To proactively publish or otherwise make available as a matter of routine, 
information in line with the states contained within this scheme

• To produce and publish methods by which specific information is made routinely 
available so that it can be easily identified and accessed by members of the public

• To review and update on a regular basis the information the authority makes 
available under this scheme

• To preclude a schedule of fees charged for access to information which is made 
proactively available

• To make this publication scheme available to the public
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Classes of information

Who we are and what we do
Organisational information, locations and contacts, constitutional and legal governance

What we spend and how we spend it
Financial information relating to projected and actual income and expenditure, tendering, 
procurement and contracts

What our priorities are and how we are doing
Strategy and performance information, plans, assessments, inspections and reviews

How we make decisions
Policy proposals and decisions. Decision making processes, internal criteria and 
procedures, consultations.

Our policies and procedures
Current written protocols for delivering our functions and responsibilities.

Lists and Registers 
Information held in registers required by law and other lists and registers relating to the 
functions of the authority

The services we offer
Advice and guidance, booklets and leaflets, transactions and media releases. A 
description of the services offered.

The classes of information will not generally include:

• Information the disclosure of which is prevented by law, or exempt under the 
Freedom of Information Act, or is otherwise properly considered to be protected 
from disclosure

• Information is draft form
• Information is no longer readily available as it is contained in files that have been 

placed in archive storage, or is difficult to access for similar reasons

The method by which information published under this scheme will be made 
available

The authority will indicate clearly to the public what information is covered by this 
scheme and how it can be obtained.

Where it is within the capability of a public authority, information will be provided on a 
website. Where it is impracticable to make information available on a website or when an 
individual does not wish to access the information by the website, a public authority will 
indicate how information can be obtained by other means and provide it by those means.
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In exceptional circumstances some information may be available only by viewing in 
person. Where this manner is specified, contact details will be provided. An appointment 
to view the information will be arranged within a reasonable timescale.

Information will be provided in the language in which it is held or in such other language 
that is legally required. Where an authority is legally required to translate any 
information, it will do so.

Obligations under disability and discrimination legislation and any other legislation to 
provide information in other forms and formats will be adhered to when providing 
information in accordance with this scheme.

Charges which may be made for information published under this scheme

The purpose of this scheme is to make the maximum amount if information readily 
available at minimum inconvenience and cost to the public. Charges made by the 
authority for routinely published material will be justified and transparent and kept to a 
minimum.

Materials which is published and accessed on a website will be provided free of charge.

Charges may be made for information subject to a charging regime specified by 
Parliament.

Charges may be made for actual disbursements incurred such as:

• Photocopying 
• Postage and packing 
• The costs directly incurred as a result of viewing information

Charges may also be made for information provided under this scheme where they are 
legally authorised, they are in all the circumstances, including the general principles of 
the right of access to information held by public authorities, justified and are in 
accordance with a published schedule or schedules of fees which is readily available to 
the public.

If a charge is to be made, confirmation of the payment due will be given before the 
information is provided. Payment may be requested prior to provision of the information.

Written requests

Information held by a public authority that is not published under this scheme can be 
requested in writing, when its provision will be considered in accordance with the 
provisions of the Freedom of Information Act.

For further information please contact the Clerk of the Council.
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CONTACT DETAILS

Address

The Town Clerk 
Elstree and Borehamwood Town Council
Council Offices
Fairway Hall 
Brook Close
Borehamwood 
Herts. 
WD6 5BT

Tel:  0208 207 1382

E:mail: admin@elstreeborehamwood-tc.gov.uk

Website:  www.elstreeborehamwood-tc.gov.uk

Date Policy brought into Force: October 2023
Review Body: General Management Committee 

Review Period: every 2 years
Next Review: February 2025

http://www.elstreeborehamwood-tc.gov.uk/
mailto:admin@elstreeborehamwood-tc.gov.uk
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Elstree and Borehamwood Town Council

Data Protection Policy

Introduction

Elstree and Borehamwood Town Council is fully committed to compliance with the requirements of 
the Data Protection Act 1998 (“the Act”), which came into force on the 1st March 2000.  The Council 
will therefore follow procedures that aim to ensure that all employees, elected members, contractors, 
agents, consultants, partners or other servants of the council who have access to any personal data held 
by or on behalf of the council, are fully aware of and abide by their duties and responsibilities under 
the Act.

Statement of Policy

In order to operate efficiently, Elstree and Borehamwood Town Council has to collect and use 
information about people with whom it works.  These may include members of the public, current, 
past and prospective employees, clients and customers, and suppliers.  In addition, it may be required 
by law to collect and use information in order to comply with the requirements of central government.  
This personal information must be handled and dealt with properly, however it is collected, recorded 
and used, and whether it be on paper, in computer records or recorded by any other means, and there 
are safeguards within the Act to ensure this.

Elstree and Borehamwood Town Council regards the lawful and correct treatment of personal 
information as very important to its successful operations and to maintaining confidence between the 
Council and those with whom it carries out business.  The Council will ensure that it treats personal 
information lawfully and correctly.

To this end the Council fully endorses and adheres to the Principles of Data Protection as set out in the 
Data Protection Act 1998.

The Principles of Data Protection

The Act stipulates that anyone processing personal data must comply with Eight Principles of good 
practice.  These Principles are legally enforceable. 

The Principles require that personal information:

1. Shall be processed fairly and lawfully and in particular, shall not be processed unless specific 
conditions are met;
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2. Shall be obtained only for one or more specified and lawful purposes and shall not be further 
processed in any manner incompatible with that purpose or those purposes;

3. Shall be adequate, relevant and not excessive in relation to the purpose or purposes for which it 
is processed;

4. Shall be accurate and where necessary, kept up to date;

5. Shall not be kept for longer than is necessary for that purpose or those purposes;

6. Shall be processed in accordance with the rights of data subjects under the Act;

7. Shall be kept secure i.e. protected by an appropriate degree of security;

8. Shall not be transferred to a country or territory outside the European Economic Area, unless that 
country or territory ensures an adequate level of data protection.

The Act provides conditions for the processing of any personal data.  It also makes a distinction 
between personal data and “sensitive” personal data.

Personal data is defined as, data relating to a living individual who can be identified from:

• That data;
• That data and other information which is in the possession of, or is likely to come into the 

possession of the data controller and includes an 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. 

Sensitive personal data is defined as personal data consisting of information as to:

• Racial or ethnic origin;
• Political opinion;
• Religious or other beliefs;
• Trade union membership;
• Physical or mental health or condition;
• Sexual life;
• Criminal proceedings or convictions.

Handling of personal/sensitive information

Elstree and Borehamwood Town Council will, through appropriate management and the use of strict 
criteria and controls:-

• Observe fully conditions regarding the fair collection and use of personal information;
• Meet its legal obligations to specify the purpose for which information is used;
• Collect and process appropriate information and only to the extent that it is needed to fulfil 

operational needs or to comply with any legal requirements;
• Ensure the quality of information used;
• Apply strict checks to determine the length of time information is held;
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• Take appropriate technical and organisational security measures to safeguard personal 
information;

• Ensure that personal information is not transferred abroad without suitable safeguards;
• Ensure that the rights of people about whom the information is held can be fully exercised 

under the Act.

These include:

• The right to be informed that processing is being undertaken;
• The right of access to one’s personal information within the statutory 40 days;
• The right to prevent processing in certain circumstances;
• The right to correct, rectify, block or erase information regarded as wrong information.

In addition, Elstree and Borehamwood Town Council will ensure that:

• There is someone with specific responsibility for data protection in the organisation;
• Everyone managing and handling personal information understands that they are 

contractually responsible for following good data protection practice;
• Everyone managing and handling personal information is appropriately trained to do so;
• Everyone managing and handling personal information is appropriately supervised;
• Anyone wanting to make enquiries about handling personal information, whether a 

member of staff or a member of the public, knows what to do;
• Queries about handling personal information are promptly and courteously dealt with;
• Methods of handling personal information are regularly assessed and evaluated;
• Performance with handling personal information is regularly assessed and evaluated;
• Data sharing is carried out under a written agreement, setting out the scope and limits of the 

sharing. Any disclosure of personal data will be in compliance with approved procedures.

All elected members are to be made fully aware of this policy and of their duties and responsibilities 
under the Act.

All managers and staff within the Council will take steps to ensure that personal data is kept secure at 
all times against unauthorised or unlawful loss or disclosure and in particular will ensure that:

• Paper files and other records or documents containing personal/sensitive data are kept in a 
secure environment;

• Personal data held on computers and computer systems is protected by the use of secure 
passwords, which where possible have forced changes periodically;

• Individual passwords should be such that they are not easily compromised.

All contractors, consultants, partners or other servants or agents of the Council must:

• Ensure that they and all of their staff who have access to personal data held or processed 
for or on behalf of the council, are aware of this policy and are fully trained in and are 
aware of their duties and responsibilities under the Act.  Any breach of any provision of the 
Act will be deemed as being a breach of any contract between the council and that 
individual, company, partner or firm;

• Allow data protection audits by the Council of data held on its behalf (if requested);
• Indemnify the council against any prosecutions, claims, proceedings, actions or payments 

of compensation or damages, without limitation.
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All contractors who are users of personal information supplied by the Council will be required to 
confirm that they will abide by the requirements of the Act with regard to information supplied by the 
council.  

Implementation

The Town Clerk is responsible for ensuring that the Policy is implemented.

• The provision of cascade data protection training, for staff within the Council.
• For the development of best practice guidelines.
• For carrying out compliance checks to ensure adherence, throughout the authority, with the Data 

Protection Act.

Notification to the Information Commissioner

The Information Commissioner maintains a public register of data controllers.   Elstree and 
Borehamwood Town Council is registered as such.

The Data Protection Act 1998 requires every data controller who is processing personal data, to notify 
and renew their notification, on an annual basis.  Failure to do so is a criminal offence.

To this end the Clerk will be responsible for notifying and updating the Information Officer of the 
processing of personal data, within their directorate.

The Clerk will review the Data Protection Register with staff annually, prior to notification to the 
Information Commissioner.

Any changes to the register must be notified to the Information Commissioner, within 28 days.

To this end, any changes made between reviews will be brought to the attention of the Clerk
immediately.

_______________________________________

I have read the above policy and agree to abide by these instructions. 
I will discuss any concerns with the Town Clerk.

Signed …………………………………….. Print Name ……………………Position:…………………

Date ……../………/……….
Date Policy Reviewed: October 2023

Review Body: General Management Committee
Review Period: every 2 years

Next Review: October 2025
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Elstree and Borehamwood Town Council

Procedure for determining and amending Council and Committee 
Meeting dates

The Schedule of Meetings

In an ordinary year, Council meeting dates (including Committees, Sub-Committees, 
the Youth Council and Working Parties) are agreed at the January meeting of Full 
Council for the period between Annual Council Meetings (May to May), “The Schedule 
of Meetings”.  In a Parish election year, the dates are notionally proposed at the January 
meeting and then agreed at the first meeting of Full Council after the election.

Changes to the Schedule of Meetings will be notified to all Members and Officers, on 
the Town Council main noticeboard and on the Town Council official website.

Full Council

Meetings of Full Council should not conflict with:

- Meetings of Full Council at Hertsmere Borough Council (as published in 
January, if available)

- Party Group meetings at Hertsmere Borough Council (on information available)
- Jewish Holidays (including the days immediately before or after these days 

where religious observances are required) [Note: accommodation to be made 
for all religious groups as appropriate subject to Council membership]

- Hindu Holidays
- The date of a General or Local election or National Referendum or the day 

immediately before any of these
- Bank Holidays and the date of a national celebration/special holiday (e.g. Royal 

Wedding)

There are ordinarily 5 meetings of Full Council in a Municipal Year.  The Annual 
Meeting of the Council constitutes 1 of the 5 meetings (but not the Annual Parish 
meeting).
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Annual Meeting of the Council

The Annual Meeting of the Council must take place every year (Local Government 
Act 1972 Schedule 12, Part II Parish Councils 7(1)).

In a year of Parish Council Elections, the Annual Meeting of the Council must take 
place on or within 14 days after the day on which Councillors took Office.  In other 
years, it may be held on a day in May determined by the Council (Local Government 
Act 1972 Schedule 12, Part II Parish Councils 7(2)).

Annual Parish Meeting

The Annual Parish meeting must take place between 1 March and 1 June (Local 
Government Act 1972 Schedule 12, Part III Parish Meetings 14(1)) and not earlier than 
6 o’clock in the evening (14(4)).

Cancelling and Amending Full Council Meeting Dates

Council meeting dates should not be cancelled or altered without good cause to do so.  
Grounds for good cause could include:

- Anticipated lack of quorum

- A National or Local Emergency (e.g. severe weather conditions)

- National Guidelines (e.g. relating to the Covid-19 pandemic)

The Mayor (or in his/her absence the Deputy Mayor) should take the decision to cancel 
or amend a meeting in consultation with the Town Clerk and with the agreement of the 
Group Leaders where possible.  

Reasonable notice should be given to Officers, Members and the public.  Any amended 
date should comply with the criteria for choosing meeting dates as set out above, the 
statutory obligations of the Council (together with internal requirements e.g. deadlines 
for submitting the Annual Return to External Auditors) and availability of the relevant 
venue.

Special Meetings

Special Council meetings should not be called without good cause to do so.  Grounds 
for good cause could include:

- A Council matter requiring an urgent decision

- A National or Local Emergency affecting the Authority and/or its services
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The Mayor (or in his/her absence the Deputy Mayor) should take the decision to call a 
special meeting in consultation with the Town Clerk and with the agreement of the 
Group Leaders where possible.  

Committees

The standing Committees of the Council and their frequency of meetings are as 
follows:

Meeting Number of Meetings per 
Year

General Management 
Committee 

6 (with up to 1 additional 
special meeting)

Environment and 
Planning Committee 

9 (with up to 1 additional 
special meeting)

Entertainments 
Committee

8 (with up to 1 additional 
special meeting)

When setting the meeting schedule, regard is taken to the timing of decision making in 
respect of each Committee’s responsibilities (e.g. the Civic Festival for the 
Entertainments Committee).

Meetings of Standing Committees should not conflict with:

- Jewish Holidays (including the days immediately before or after these days 
where religious observances are required) [Note: accommodation to be made 
for all religious groups as appropriate subject to Council membership]

- Hindu Holidays
- The date of a General or Local election or National Referendum or the day 

immediately before any of these
- Bank Holidays and the date of a national celebration/special holiday 

A Committee meeting may only be cancelled or the date amended after publication of 
the agreed Schedule of Meetings as follows:

- With the authorisation of the Committee Chair (or in his/her absence the Vice 
Chair) in consultation with the Officer ordinarily clerking the meeting and with 
the approval of at least two other Committee Members; and

- For one or more of the following reasons: Lack of quorum, the attendance 
availability of an invited speaker at the meeting or a national or local emergency
and with statutory notice being provided to Members and public.
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Special Committee meetings should be limited to no more than one per municipal year 
for the consideration of a matter of significant importance covered by the terms of 
reference of the Committee.  

Special Meetings should be called by the Chair (or in his/her absence the Vice Chair) 
in consultation with the relevant clerking Officer and providing as much notice as 
practicable to potential attendees together with the reason for the meeting being called 
(e.g. to consider a contentious planning application).

Transport and Community Safety 

The Transport and Community Safety meeting is attended by officers and staff from 
other Authorities and local transport providers and, therefore, has a unique set of 
meeting requirements. It was formed by amalgamation of two forums at Annual 
Council in May 2021.

Meetings should not conflict with:

- Meetings of Full Council at Hertsmere Borough Council (as published in 
January, if available)

- Party Group meetings at Hertsmere Borough Council 
- Hindu Holidays
- The date of a General or Local election or National Referendum or the day 

immediately before any of these
- Bank Holidays and the date of a national celebration/special holiday 

There are 5 meetings per year.

In view of the large distribution of the agenda and number of agencies involved, 
meeting dates for the meeting should not be altered having been set in the Schedule of 
Meetings but may be cancelled with due notice or short notice for reasons of emergency 
(e.g. flooded venue).

Youth Council

The Youth Council meetings and Working Groups are arranged taking into account the 
academic pressures of the Youth Councillors and are, therefore, subject to increased 
flexibility in terms of frequency and amendment.  

Meetings should only be cancelled or amended by the Youth Council Chair in 
consultation with the Youth Council Secretary and with the agreement of at least one 
of the two designated Town Councillor Members.  No special meetings should be 
required.  The frequency of meetings in the municipal year is as follows:

Meeting Number of Meetings per 
Year

Youth Council 8
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Working Groups 8

Sub-Committees

Sub-Committee meetings are agreed at the discretion of the parent Committee and are 
not included in the Schedule of Meetings as they are internal in nature.  The frequency 
of meetings in the municipal year is as follows:

Meeting Number of Meetings per 
Year

In House Audit 2

Town Crier (Town 
Publications)

8

International Affairs As required

Sustainable Transport As required

The In House Audit dates are ordinarily agreed at the July General Management 
Committee and may be amended by the Town Clerk for the reason of availability of 
Members.  

The Entertainments Committee is encouraged to set the Town Crier (Town 
Publications) Sub-Committee dates at the first meeting of the municipal year or as soon 
as possible thereafter.  

Town Crier (Town Publications) Sub-Committee dates (2 per edition) may be cancelled 
or amended by the Town Crier (Town Publications) Sub-Committee Chair in
consultation with the Town Crier (Town Publications) Editor and with the agreement 
of the Vice Chair and/or one other Committee Member for a good reason (e.g. change 
of Town Crier (Town Publications) publication deadline).  

Once the dates are agreed, potential attendees of Sub-Committees should be notified of 
all meetings in the municipal year and, where practicable, notified of authorised 
changes in good time.

Policy Reviewed: October 2023
Review Body: General Management Committee 

Review Period: every 1 year
Next Review: July 2024
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Elstree and Borehamwood Town Council

Elstree and Borehamwood Town Council CCTV Policy

Elstree and Borehamwood Town Council operates a CCTV surveillance system (“the system”) 
throughout Fairway Hall car park, surrounding the Council premises at Brook Close and in the 
lobby of the Council Offices with Images being monitored and recorded centrally. 

The system is owned and managed by Elstree and Borehamwood Town Council and operated 
by the Town Clerk in conjunction with IT support. The responsible manager is Elstree and 
Borehamwood Town Clerk.

Compliance Images obtained from the system which include recognisable individuals 
constitute personal data and are covered by the Data Protection Act 1998 and the EU General 
Data Protection Regulation 2018. This Policy should therefore be read in conjunction with the 
Town Council’s other policies. 

The Town Council is the registered data controllers under the terms of the Act. The Data 
Protection Officer for the Town Council is the Town Clerk who is responsible for ensuring 
compliance with the Act. This policy has been drawn up in accordance with the advisory 
guidance contained within the Information Commissioner’s CCTV Code of Practice and the 
Home Office Surveillance Camera Code of Practice. 

Elstree and Borehamwood Town Council’s registered purpose for processing personal data 
through use of the CCTV system is public safety, crime prevention and investigating disputes. 

This is further defined as: CCTV is used the purposes of maintaining public safety, the security 
of property and premises and for preventing and investigating crime. 
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It is not used to routinely monitor staff or councillors but footage may be reviewed where an 
issue which may be contrary to safe working practices or contravenes the employee or 
councillor code of conduct is brought to the attention of the Town Clerk. 

The information processed may include visual images, personal appearance and behaviours. It 
does not include sound. This information may be about visitors, customers, contractors, staff 
or councillors. 

Information may only be shared with the Police or other law enforcement agencies if requested 
with good cause.

The operators of the system recognise the effect of such systems on the individual and the right 
to privacy. Elstree and Borehamwood Town Council’s is registered for CCTV under the data 
protection registration with the Information Commissioner’s Office number Z8485983. 

The system is intended to produce images as clear as possible and appropriate for the purposes 
stated. The system is operated to provide when required, information and images of evidential 
value. 

Cameras are located at strategic points around the outside of Fairway Hall and Council Offices 
and inside the lobby area of the Offices, principally covering entrance and exit points of 
buildings. 

It also covers the outside side passage of Fairway Hall. Signage is prominently placed at 
strategic locations to inform Hall users that a CCTV installation is in use and includes contact 
details for further information. 

Operation Images captured by the system are recorded continuously and may be checked by 
authorised staff. Images displayed on monitors are not visible to visitors. Only the Town Clerk
may take recordings of CCTV images and recordings. 

Staff authorised to view CCTV are fully briefed and trained in all aspects of the operational 
and administrative functions of the system. 

Images and information shall be stored for no longer than 6 months, unless required for legal 
reasons. Images will be deleted once their purpose has been discharged. 
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All access to recorded images is recorded in the daily log. Access to images is restricted to 
those who need to have access in accordance with this policy (i.e. the Town Clerk, Deputy 
Clerk, Entertainments Officer, Council Warden, Groundsman, Fairway Hall Supervisor and 
Caretaker). Disclosure of recorded material will only be made to third parties in accordance 
with the purposes of the system and in compliance with the Data Protection Act. 

Anyone who believes that they have been filmed by the system can request a copy of the 
recording, subject to any restrictions covered by the Data Protection Act (“Subject access 
request”). Data subjects also have the right to request that inaccurate data be corrected or 
erased and to seek redress for any damage caused. 

Procedures are in place to ensure all such access requests are dealt with effectively and within 
the law. 

Access requests should be sent by letter to: Elstree and Borehamwood Town Council, Brook 
Close, Borehamwood, Herts, WD6 5BT.

Authority: General Management Committee   

Policy Reviewed Meeting: October 2023

Review Body: General Management Committee   

Review Period: every 4 years 

Next Review: May 2027
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Elstree and Borehamwood Town Council

Elstree and Borehamwood Town Council Media Policy

Introduction  

1. Elstree and Borehamwood Town Council (“The Council”) is committed to the 
provision of accurate information about its governance, decisions and activities. Where 
this information is not available via the Council’s publication scheme, please contact 
the Town Clerk or, in their absence, the Deputy Clerk.

2. The Council shall, where possible, co‐operate with those whose work involves 
gathering material for publication in any form including use of the internet (“the 
media”).  

3. This policy explains how the Council may work with the media to meet the above 
objectives in accordance with the legal requirements and restrictions that apply. 

Legal requirements and restrictions

4. This policy is subject to the Council’s obligations which are set out in the Public Bodies 
(Admission to Meetings) Act 1960, the Local Government Act 1972, the Local 
Government Act 1986, the Freedom of Information Act 2000, the Data Protection Act 
1998, other legislation which may apply and the Council’s standing orders and financial 
regulations. The Council’s financial regulations and relevant standing orders referenced 
in this policy are available via the Council’s publication scheme and on its website 
(www.elstreeborehamwood-tc.gov.uk). 

5. The Council cannot disclose confidential information or information the disclosure of 
which is prohibited by law. The Council cannot disclose information if this is prohibited 
under the terms of a court order, by legislation, the Council’s standing orders, under 
contract or by common law.   Councillors are subject to additional restrictions about 
the disclosure of confidential information which arise from the code of conduct adopted 
by the Council.  
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Meetings  

6. A meeting of the Council and its committees is open to the public unless the meeting 
resolves to exclude them because their presence at the meeting is prejudicial to the 
public interest due to the confidential nature of the business or other special reason(s) 
stated in the resolution. In accordance with the Council’s standing orders, persons may 
be required to leave a meeting of the Council and its committees, if their disorderly 
behaviour obstructs the business of the meeting. 

7. Where a meeting of the Council and its committees include an opportunity for public 
participation, the media may speak and ask questions. Public participation is regulated 
by the Council’s standing orders. 

8. The photographing, recording, filming  or other reporting of a meeting of the Council 
and its  committees (which includes e.g. using a mobile phone or tablet, recording for 
a TV/radio broadcast,  providing commentary on blogs, web forums,  or social 
networking sites such as Twitter, Facebook  and YouTube) which enable a person not 
at the meeting to see, hear or be given commentary about  the meeting  is permitted 
unless (i) the meeting has resolved to hold all or part of the meeting  without the public 
present or (ii) such activities disrupt the proceedings or  (iii)  paragraphs  9 and 10   
below apply. Photographing, recording or filming is not permitted before (including 
immediately before) a meeting is declared open by the Chairman, after the meeting has 
been formally closed by the Chairman or during adjournments.

9. The photographing, recording, filming or other reporting of a child or vulnerable adult 
at a Council or committee meeting is not permitted unless an adult responsible for them 
has given prior written permission.  

10. Oral reporting or commentary about a Council or committee meeting by a person who 
is present at the meeting is not permitted.   

11. The Council shall, as far as it is practicable, provide reasonable facilities for anyone 
taking a report of a Council or committee meeting.  

12. Public participation, photographing, recording, filming or other reporting is not 
permitted at a meeting of a sub‐committee (i.e. In House Audit Sub-Committee, Town 
Crier Sub-Committee or at Staffing or Appeals Committee meetings).  

Other communications with the media  

13. This policy does not seek to regulate councillors in their private capacity.   

14. The Council’s communications with the media seek to represent the corporate position 
and views of the Council. If the views of councillors are different to the Council’s 
corporate position and views, they will make this clear.     

15. The Council’s Clerk, or in their absence, the Deputy Clerk may contact the media if the 
Council wants to provide information, a statement or other material about the Council. 



3

16. Subject to the obligations on councillors not to disclose information referred to in 
paragraph 5 above and not to misrepresent the Council’s position, councillors are free 
to communicate their position and views.

Authority: General Management Committee
Policy Review Meeting: October 2023

Review Body: General Management Committee 
Review Period: every 4 years

Next Review: May 2027


