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PENRITH TOWN COUNCIL 
Unit 1,Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 

Tel: 01768 899773      Email: townclerk@penrithtowncouncil.co.uk 

 

DATE: 19 February 2018 
 
Dear Councillor 
You are hereby summoned to attend a meeting of the: 

 

 FULL COUNCIL 
 
to be held on:   
 
Monday 26 February 2018, 6.00 pm - 8.00 pm, Rm.2 Parish Centre,  
St Andrews Place 
 

 
Mrs V. Tunnadine 
TOWN CLERK 
 

(Please Note: Under the Openness of Local Government Bodies 
Regulations 2014 this meeting has been advertised as a public meeting 
and as such could be filmed or recorded by broadcasters, the media or 

members of the public) 
 

When it is proposed to consider the following business: - 
 

 

AGENDA FOR FULL COUNCIL MONDAY 23 JANUARY 2017 
 

 

 
 

 
 

Council are requested to: 

mailto:townclerk@penrithtowncouncil.co.uk
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AGENDA FULL COUNCIL 
Monday 26 February 2018 - 6.00 pm - 8.00 pm 

Rm.2 Parish Centre 

St Andrews Place 
1. Apologies  
Receive apologies from members. 
 

2. Confirmation of Council Minutes 
Confirm the minutes of the Town Council Meeting held on 27 November 2017 and 
to authorise the Chairman to sign the Minutes of the Meeting as a true record.  

 

3. Declaration of Interests  
Receive any declarations of interest of any disclosable pecuniary or other 

registrable interests relating to any items on the agenda for this meeting.  
Members are reminded to make any declarations at any stage during the meeting 

if it becomes apparent that this may be required when an item or issue is 
considered 
Note: If a Member requires advice on any item involving a possible declaration of interest which 

could affect his/her ability to speak and/or vote, he/she is advised to contact the clerk in advance 

of the meeting 

 

4. Requests for Dispensations 
Apply for a dispensation, if councillor has a pecuniary interest in an item on this 

agenda, who wish to remain, speak and/or vote during consideration of that item, 
they may apply for a dispensation in writing to the Town Clerk prior to the 

meeting. Applications may also be considered at the meeting itself should the 
nature of the interest become apparent to a Councillor at the time of the meeting. 

 

5. Public Participation 
a) Receive representations from the public. Members of the public, who have 

requested in writing to speak prior to the meeting, are invited to speak on 
matters related to the agenda for up to three minutes. 

b) Receive representations from: 
• Town Councillors 

• District Councillors 
• County Councillors 

c) Receive a report from the Mayor. 
 

6. Resolutions Report 
Note the 27 November 2017 Resolutions Report.  
 

7. Membership to Committees 
Consider Cllr. Graham’s membership on to the Council’s Finance Committee. 

 

8. Policy Proposals 
Consider the Policy Report and approve the recommendations contained within 

the report. 
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9.  Asset Register 
Consider and approve the Council’s Asset Register for the 2017-18 Fiscal year to 

31 March 2018. 
 

10. Budget 2018-19 
a) Consider and approve the draft budget for 2018-19 including staff pay awards 

for 2018-19 as appended to Council members as a confidential report.  

 
Members are advised that this matter can remain in part one if members 

refrain from orally identifying staff roles and pay grades.* 
 
*To disclose information would be a breach of the Council’s obligations under the Data Protection Act 

1998 and is considered exempt under Section 100A(4) of the Local Government Act 1972, members of 
the public (including the press) should be excluded from the meeting during discussion of the of items of 
business on the grounds that they involve the likely disclosure of exempt information as defined in 
paragraph 1 of Part 1 to Schedule 12A of the Act, information regarding present employees. 

 
b) Resolve the Town Council Precept application for 2018 -19. 

 

11. Devolution Tranche 2 
To consider the possible transfer of Coronation Garden, Play Areas (including 

associated recreation areas) and public toilets from Eden District Council to 
Penrith Town Council. 

 

12. Cumbria County Council – Land Transfer 
Consider submitting a business case to Cumbria County requesting that land at 

the rear of Penrith hospital is transferred to the Town Council. 
 

13. Final Version of Eden Vision 2050  
Consider the final draft version of Eden Vision 2050 document noting that 

comments are required by Friday 30 March 2018. 
 

14. Beacon Grant Request 
Consider the application from Penrith Partnership for £1000 to clear trees around 
Beacon Pike. 

 

15. Closure & Next Meetings 
Closure of proceedings and note that the next meetings are: 

 
• The Annual Town Meeting will be held on Monday 23 April 2018, Room 2 Parish 

Centre, St Andrews Place. Doors will be open at 5.30pm to meet councillors 
and the third Annual Town Meeting will be opened by the Mayor at 6.00pm. 

 
• Full Council Meeting will be the Annual Town Council meeting to be held on 21 

May 2018, at 6.00 pm, Room 2 Parish Centre, St Andrews Place  
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PENRITH TOWN COUNCIL 
 

Unit 1,Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 

Tel: 01768 899773      Email: townclerk@penrithtowncouncil.co.uk 

DRAFT Minutes of meeting of the: 

 

FULL COUNCIL 
 

Held on:  Monday 27 November 2017 
 
Cllr. Baker Penrith Pategill Ward 
Cllr. Burgin Penrith South Ward 
Cllr. Clark Penrith South Ward 
Cllr. Graham Penrith East Ward 
Cllr. Jackson Penrith North Ward        CHAIRMAN 
Cllr. Kenyon Penrith North Ward 
Cllr. Lawson  Penrith Carleton Ward 
Cllr. Monk Penrith West Ward 

Cllr. Thompson Penrith West Ward 
Cllr. Whipp Penrith North Ward        VICE CHAIRMAN 
 
Town Clerk 
Deputy Town Clerk 
Asset Transfer Support Officer 

 

 

 

  

 

 

 

mailto:townclerk@penrithtowncouncil.co.uk
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PENRITH TOWN COUNCIL 

DRAFT MINUTES FULL COUNCIL 

Monday 27 November 2017, 6.00 pm - 8.00 pm, 

Rm.2 Parish Centre, St Andrews Place 
 

On behalf of the Council the Chairman sent their condolence to the family of Eden District 

Councillor Sheila Orchard. 

 

PTC17/56 Apologies for absence 

Apologies were received from: 

Cllr. Connelly, Penrith West Ward 

 

PTC17/57 Order of Agenda Items 
The Chairman requested members to consider bringing forward the late agenda item, 

Community Governance Review which would be considered after “Councillor 
Vacancies”. 

 
RESOLVED THAT 

The matter be brought forward. 
 

PTC17/58 Declaration of interests  
The following interests were accepted: 
 

• Cllrs Clark, Jackson and Thompson declared an interest in agenda items 15 and 
16 on the original agenda ‘Acquisition of Land Holdings ‘due to potential conflict 

of interests with their role as Eden District Councillors 
• Cllr. Whipp declared an interest in agenda item 16 on the original agenda due to 

a potential conflict of interest. 

 
PTC17/59 Requests for Dispensations 
None received. 

 

PTC17/60 Minutes of the previous meeting 

Members authorised the Chairman to sign the Minutes of the Meeting of Council held 
on Monday 25 September 2017 as a true record. 

 

PTC17/61 Public participation 

a) No members of the public, had requested in writing to speak prior to the meeting. 
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TC17/62 Public participation 

 

b) Receive representations from: 
 

I. Town Councillors: 
 

Cllr. Lawson informed members that he had received a response from the School 

Standards Minster and would make the letter available to members after the meeting. 
 

Cllr. Clark informed members that she had contacted Eden District Councillor Todd to 
discuss the issues related to Wetheriggs Park and that there were still on-going 

parking issues in the area. 
 

II. District Councillors: 
 

Apologies were received from Cllrs. Holden and Taylor. 
 

Cllr. Thompson: 
 

“The District Council is developing next year’s budgets and we continue to make 

savings and develop other alternative streams of income to offset cuts in government 

grants, if implemented. 

The council’s priorities are based around the Council Plan which was agreed in 2015, 

which has 4 basic pillars. 

The Council continues to plan for more homes to meet demand, but specifically for 

affordable homes of all classes from social rent, affordable rent and affordable to 

purchase. Our company Heart of Cumbria is looking at ways we can secure housing on 

Carleton Heights in Penrith that has not been purchased by the housing associations 

locally so that it is still available as affordable. We are also looking at sites around the 

district which are community led, if the Town Council knows of any community led 

plans in Penrith or wishes to look at something jointly then it will be useful to have 

shovel ready projects as we expect grants from government to come forward in 

coming year. 

The Town Council have been fully engaged with the Eden Vision Document which will 

be published shortly, the leader has asked that your own appendix is completed soon 

to go alongside the other three town council’s versions which have now been received. 

The vision document sees Penrith as the main economic driver for the prosperity of 

wider Eden, and EDC have a tender out to complete a Masterplan for the town and 

wider area to be sure that any future development is in keeping but is done so in a 

way to alleviate current pressure on the infrastructure around the town. This will be 

work alongside the Neighbourhood plan PTC are developing and we are sure that the 

two documents will compliment and inform each other and wider initiatives like the 

A66 design which is ongoing as we speak. The Economic Development Team has been 

strengthened to bolster our aim of attracting higher paid jobs to the area. 

Devolution is now happening across the district to allow parish and town councils to be 

stronger and deliver some of the more local services very locally. In order to progress 
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this further EDC are removing special expenses which will benefit Penrith parishioners 

by around £14.00 per head. 

We continue to negotiate across the district and thank PTC for pioneering some of this. 

We are looking at ways we can continue to help strengthen the roles of parish and 

town councils ahead of inevitable discussions on local government reorganisation. 

Our digital transformation is well under way. The Council is ahead of other district in 

providing a fully digital planning service which will speed process as well as make 

savings. 

The planning service have recently won awards for its service which shows we are 

improving. 

The next phase will see individual customer accounts for Council Tax payers to access 

all their information online. To this end the members of the Council are being 

encouraged to be totally digital and to remove the need for printed papers.” 

III. County Councillors: 
 

Apologies were received from Cllr. Carrick 
 

County Cllr. Bell informed the meeting that she welcomed the Town Councils support 

for improvements to the parking area in front of Coach House laundry. 
 

Cllr. Bell advised members that the Town Bus Service has experienced difficulties 
delivering a bus service when there had been highways closures or obstructions due to 

poor parking and asked that if members became aware of any issues that the 
Highways Department or she be made aware. Developers of large housing 

development were expected to contribute to bus services once a percentage of the 
houses had been sold however she was not clear how the money would be distributed 

and suggested a co-ordinated approach should be developed to ensure that the money 
is allocated appropriately, and services are developed to reflect the needs of the town. 

 
PTC17/63 Motion from Cllr Graham  
Members considered the motion from Cllr. Graham which was seconded by   :  

 

RESOLVED THAT: 
I. That the Town Council supports the residents of Pele Court in their campaign to 

request that Cumbria County Council redesigns and resurfaces the area in front 
of Mansion house comprising parking bays, pedestrian walk way and highway, to 

reduce the risk of injury caused by trips and slips. 
II. That the Town Council sends a letter to Cumbria County Council supporting this 

campaign and offers to work in collaboration with the appropriate departments 
and the Local Area Committee to find a positive outcome for this area and any 

other areas of similar concern in Penrith. 
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PTC17/64 Civic Event 2018 

Members received an oral report from the Mayor. 

PTC17/65 Devolution Plan Update 

Members considered the Devolution Plan Report and the review of progress against 

the agreed Devolution Plan 2016-21 and update the plan for 2017-21. 

RESOLVED THAT: 

I. Progress against the Devolution Plan 2016-21 as set out in sections 5 was noted. 

II. Eden District Council be asked to agree to the transfer of their car parks in  

Penrith to the Town Council noting that the income from the car parks would be 

used to fund the transfer of an agreed package of services. Together this would-

be Tranche 3 of devolved services 

III. Eden District Council be asked to agree the freehold transfer of the woodland 

between Pategill and Thacka Beck to the Town Council, at nil cost. 

 

PTC17/66 Dispensations 

Members considered granting general dispensations to all Councillors in situations 

where every Member is likely to have a Disclosable Pecuniary Interest.  

RESOLVED THAT: 

The award of general dispensations for all members as recorded in section 4, as 

amended and appended to the minutes – Appendix A, of the Dispensations Report, be 

approved. 

PTC17/67 Members Briefing 

Members received oral reports from meetings and briefings attended by Councillors. 

Cllr. Baker – Chairman Neighbourhood Plan Committee – Reported to members that 

meetings were continuing, and progress was being made to produce draft policies in 

Spring 2018. 

 PTC17/68 Finance Committee Reporting 

Members considered the following reports and recommendations from the Council’s 
Finance Committee: 

 

a) Risk Assessments 

Members considered the Committee’s summary and recommendations of the review of 

the risk assessments for 2017-18. 
 

RESOLVED THAT: 
The recommendations be approved. 
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PTC17/69 Finance Committee Reporting Continued 
b) Internal Control, Internal Audit and Internal Audit Plan 

Members considered the Committees summary and recommendations of the review of 
Internal Control, Internal Audit and the Internal Audit Plan. 

 
RESOLVED THAT: 

The recommendations be approved. 

c) Annual Return 

Members noted that the external auditors, BDO LLP concluded the audit for the 
financial year ending 31 March 2017 and were satisfied that the Town Council’s 

accounts and supporting information supplied were in accordance with proper 
practices and that relevant legislation and regulatory requirements had been met. 

 
Members acknowledged the work of the officers. 

 
RESOLVED THAT: 

The external auditors report be approved (do you approve or receive it?). 
 

d) Living Wage 

Members noted that Penrith Town Council had renewed its accreditation as an 

accredited Living Wage Employer. 

 

PTC17/70 Internal Audit Report 

Members noted that the Interim Internal Audit took place on 15 November 2017 and 

considered the Interim Half Year Report by the Internal Auditor 1st April 2017 – 30th 

September 2017. 

RESOLVED THAT: 

The report be approved. 

PTC17/71 Task & Finish Group 

Members considered the draft terms of reference for a Task and finish group on 

Council Communications and Community Engagement. 

RESOLVED THAT: 

That the Council Communications and Community Engagement T&F Group terms of 

reference be approved. 
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PTC17/72 Councillor Vacancy 

Members noted that the Chairman had received and approved the resignation of Cllr. 

Quinn, Penrith South and that the vacancy notice was published on 21 November 

2017. 

RESOLVED THAT: 

It be noted that the Town Council currently had the following 6 vacant seats from 

resignations: 

 

• 1 Penrith South 

• 1 Penrith North 

• 1 Penrith West 

• 1 Carleton 

• 1 Pategill 

And 2 vacant seats following still unfilled from the elections; 

• 1 Penrith North 

• 1 Penrith East 

PTC17/73 Community Governance Review 

Members considered the correspondence from Eden District Council’s Monitoring 

Officer calling for expressions of interest by 22 December 2017 to participate in a 

Community Governance Review and to agree a corporate response to the 

questionnaire. 

RESOLVED THAT: 

That an expression of interest be submitted regarding the reduction in the number of 

councillors from 19 to 15. 

 

As they had declared an interest in the following two items of business, 

Councillors Clark, Jackson and Thompson left the meeting. 

 

Cllr. Whipp, Vice Chairman assumed the role of Chair. 
 

PTC17/74 Potential Acquisition of Land 

 

Exclusion of the Press and Public 

Members considered whether agenda item 15 Potential Acquisition of Land should be 

considered without the presence of the press and public, pursuant to the Public Bodies 

(Admission to Meetings) Act 1960 Section 2. 

 

 

 

 



 

VT/FULL COUNCIL/ AGENDA PACK/Page 11 of 208 Penrith Town Council 
 

PTC17/74 Potential Acquisition of Land Continued 

RESOLVED THAT: 

The press and public be excluded. That to disclose decisions would be a breach of the 

Council’s obligations under the Data Protection Act 1998 and is considered exempt 

under Section 100A(4) of the Local Government Act 1972, members of the public 

(including the press) should be excluded from the meeting during discussion of the of 

items of business on the grounds that they involve the likely disclosure of exempt 

information as defined in paragraph 3 of Part 1 to Schedule 12A of the Act, 

information relating to the financial or business affairs of any particular person 

(including the authority holding that information). 

 

PTC17/74 Potential Acquisition of Land Continued  

Members considered the potential opportunity to acquire land within Penrith to support 

the aims and objectives of the Town Council. 

RESOLVED THAT: 

Members note the potential to acquire land to support the aims and objectives of the 

Town Council but do not proceed currently. 

PTC17/75 Potential Acquisition of Land Holdings 

Exclusion of the Press and Public 

Members considered whether agenda item 16 Potential Acquisition of Land should be 

considered without the presence of the press and public, pursuant to the Public Bodies 

(Admission to Meetings) Act 1960 Section 2. 

RESOLVED THAT: 

The press and public be excluded. That to disclose decisions would be a breach of the 

Council’s obligations under the Data Protection Act 1998 and is considered exempt 

under Section 100A(4) of the Local Government Act 1972, members of the public 

(including the press) should be excluded from the meeting during discussion of the of 

items of business on the grounds that they involve the likely disclosure of exempt 

information as defined in paragraph 3 of Part 1 to Schedule 12A of the Act, 

information relating to the financial or business affairs of any particular person 

(including the authority holding that information). 

Members considered the potential to acquire land holdings within Penrith to support 

the aims and objectives of the Town Council. 

RESOLVED THAT: 

That the Town Clerk be authorised to seek advice before the matter is progressed any 

further and the outcome reported back to Council. 
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PTC17/76 Close of Meeting 

Members noted that the next meeting of the Full Council will take place on Monday 29 

January 2018 at 6.00 pm - 8.00 pm, Rm.2 Parish Centre, St Andrews Place. 

APPENDIX A 

4. GENERAL DISPENSATIONS 
 
4.1 The following general dispensations apply for the maximum permitted period of 

four years from the date of the decision and will be reviewed from the start of 
each new administration. 
 

4.2 Dual-Hatted Members: It is expected that all dual-hatted Members will declare 
their Membership of the District Council or County Council, which would exclude 

them from any discussion which impacts on the District or County Council.   
 

4.3 The Council therefore grants a dispensation for the period up to the next full 
Council elections in 2019 permitting any ‘dual-hatted’ Member to speak and vote 

on: 
• any matters relating to any financial transactions or grants between Penrith 

Town Council and the District and County Council 
• any matter (from a Penrith Town Council perspective) on which the “dual-

hatted” Member may be called upon to re-discuss in their capacity as a 
Member of a District Council Committee. 

 
4.4 Planning Applications by Penrith Town Council:  It is likely that the Town 

Council would like to express support for any planning application made in its 
name, but that Members may feel that this is an item which under the old 

framework they would have declared a prejudicial interest.  The Council therefore 
grants a dispensation for the period up to the next full Council elections in 2019 

permitting any Member to speak and vote on:  

• any planning application where the promoter, applicant or landowner is 
Penrith Town Council. 

 
4.5 Planning and Licensing Applications that impact on Penrith Town 

Council:  It is likely that the Town Council would like to express an opinion on 
any planning or licensing application made that has a potential direct impact on 

the Town Council or its property, but that Members may feel that this is an item 
which under the old framework they would have declared a prejudicial interest.  

The Council therefore grants a dispensation for the period up to the next full 
Council elections in 2019 permitting any Member to speak and vote on: 

• any planning or licensing application where there is a potential direct impact 
on Penrith Town Council. 

 
4.6 Setting Penrith Town Council precept: Most Members are likely to have land, 

licence or tenancy interests within the area of the Council and, so they would be 

precluded from discussing setting the precept as that will have a pecuniary impact 
on them.  Without a dispensation, Penrith Town Council would therefore be unable 

to set a precept.  The Council therefore grants a dispensation for the period up 
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to the next full Council elections in 2019 permitting any Member to speak and 
vote on: 

• The Penrith Town Council budget and precept. 
 

4.7 Setting Penrith Town Council Members Allowance, travelling expense, 
payment or indemnity: This has a direct financial impact on all Members.  The 

Council therefore grants a dispensation for the period up to the next full Council 
elections in 2019 permitting any Member to speak and vote on: 

• An Allowance, travelling expense, payment or indemnity for Members. 
 

4.8 Granting a Ceremonial Honour to Members: There may be occasions where 
a Ceremonial Honour is granted to a Member, but other Members may feel that 

this is an item which under the old framework they would have declared a 
prejudicial interest. The Council therefore grants a dispensation for the period up 

to the next full Council elections in 2019 permitting any Member to speak and 

vote on:  

• Granting a Ceremonial Honour to a Member. 

 

4.9 Discussions relating to Penrith Town Council services:  Most Members are 
likely to use services provided by Penrith Town Council (e.g. allotments / 

recreation areas) and if declared under Appendix A (e.g. allotment tenancy) 
would be precluded from discussing the service.  Without a dispensation, Penrith 

Town Council may not benefit from those who have the most knowledge of the 
service. This would not be interests of the inhabitants of Penrith Town Council’s 

area.  The Council therefore grants a dispensation for the period up to the next 
full Council elections in 2019 permitting any Member to speak and vote on:  

• Penrith Town Council services, where the Member is a user of the service. 

 
4.10 Discussions relating to External Organisations:  Where Members hold a 

membership of External Organisations, the Code of Conduct requires that to be 
declared as an interest, which potentially limits their input into any Town Council 

discussion or debate relating to that External Organisation.  Without a 
dispensation, Penrith Town Council may not benefit from the knowledge of those 

who know most about the External Organisation. This would not be in the 
interests of the inhabitants of Penrith Town Council’s area.  The Council therefore 

grants a dispensation for the period up to the next full Council elections in 2019 
permitting any Member to speak and vote on:  

• External Organisations, where the Town Councillor is a member of that 
External Organisation. 

 
4.11 Discussions relating to Resident Associations:  Where Members are also 

members of local Resident Associations, the Code of Conduct requires that to be 

declared as an interest, which potentially limits their input into any Town Council 
discussion or debate relating to that Resident Association.  Without a 

dispensation, Penrith Town Council may not benefit from the knowledge of those 
who know most about a particular area.  This would not be interests of the 

inhabitants of Penrith Town Council’s area. The Council therefore grants a 
dispensation for the period up to the next full Council elections in 2019 permitting 

any Member to speak and vote on:  
• Any matter relating to a Resident Association, where the Member is also a 

member of that Resident Association.
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 PENRITH TOWN COUNCIL  

   

ITEM 6 FULL COUNCIL 26 FEBRUARY 2018 

RESOLUTIONS 

REPORT 

FULL COUNCIL  

MONDAY 27 
NOVEMBER 

2017 

PROGRESS 

PTC17/63 Correspond with 
Cumbria County 
Council 

“Holding” reply received apologising for the delay in 
replying. 
 

CCC holding reply and copies of letter handed over to 
Cllr. Whipp 8/01/18 requesting that he seeks a reply 

from the relevant department. 
 
At time of reporting – no reply received. 

 
PTC17/65 Refer to Item 11 

on the agenda for 
an update. 
 

 

PTC17/66 Members were 
required to sign 

the dispensations 
form. 

Outstanding signatories will be sought after Full 
Council 26/02/18. 

 

PTC17/73 Expression of 

interest be 
submitted. 

Completed. 

 

PTC17/75 Borrowing advice 
be sought from 
the PWLB. 

Completed. 
 

  The matter can no longer be considered as the matter 
exceeds the criteria for Town Council borrowing. 
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PENRITH TOWN COUNCIL 

FULL COUNCIL 26 FEBRUARY 2018 

ITEM : 8 POLICY PROPOSALS 

AUTHOR:  V. TUNNADINE, TOWN CLERK 

SUPPORTING MEMBER: CLLR. JACKSON 

PURPOSE:  

I. To note the Policy & Procedures Review Report. 

II. To consider each of the new or amended documents. 

III. To consider the relevant risk assessments as appended. 

 

RECOMMENDATIONS: 

I. To approve the following: 

 
a. Health & Safety Policy 

b. Disclosure & Barring Services 

c. Risk Assessments for Office and Lone Working 

 

II. To approve the commencement of completing checks for volunteers, staff and 

members under the auspices of The Disclosure & Barring Services which 

would enable the Council to engage with young people, providing work 

experience opportunities and the British Youth Council’s Local Councillor 

Shadowing Award. 

LAW 

Proceedings of local councils are set out in Part II of Schedule 12 to the Local 

Government Act 1972. The Council is required to comply with employment law and 

Health and safety legislation. 

 

 

 

 



 

VT/FULL COUNCIL/ AGENDA PACK/Page 16 of 208 Penrith Town Council 
 

 

 

1. BACKGROUND 

 

1.1 The Council is committed to the principles of good governance.  

1.2 The Councils procedures, policies and protocols reflect the Council’s standards 

of best practise. 

1.3 Good government is where Council Chairmanship and Officer support combine 

to be greater than the sum of the parts: making sure that they work together 

well in the best interests of the Council and the people served by the Council. 

1.4 Through a series of informal meetings and task and finish groups the Council 

has started to identify several service opportunities and enhancements which 

require good governance to ensure that the Council continues to act lawfully, 

safeguarding its volunteers, officers, members and those people with which it 

will engage. 

1.5 Section 3 lists the policies for members consideration and a brief context for 

their implementation and the impact of not having the policy/procedure. 

 

2. BRITISH YOUTH COUNCIL’S LOCAL COUNCILLOR SHADOWING 

AWARD 

2.1 The award has been designed to recognise young people's understanding and 

involvement in local democracy. Young people can achieve this accreditation 

by providing evidence of their learning through shadowing a local councillor 

for a minimum of 10 hours. 
2.2 It has been developed to offer leadership experience for young people and it 

is hoped that councillors will benefit from their interaction and learn 

something new during the process. 
2.3 Councillor shadowing is a great opportunity for young people to share their 

concerns and aspirations with local leaders. 
2.4 The key component of the award is that young people must spend 10 hours 

shadowing their local councillors in their communities and evidence their 

experience in a downloadable log book. This is then submitted to the British 

Youth Council for moderation and in turn submitted to the examination board 

- ASDAN. Penrith Town Council would pay the award fee once the log book is 

ready to be submitted for moderation. 

2.5 The fee is £30 per log book. 
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3. REVIEW 

TITLE CONTEXT IMPLICATIONS 

a. Health & Safety 

Policies 

Whilst considering the Lone 

Working Policy and the Office 

Security Procedures, the current 

H&S policy had to be reviewed to 

consider changes to locations, 

increase staff and changes to 

operational activities. 

Unlawful and unsafe 

practices/operations. 

 

Lone Working 

Policy 

REF: Generic & Individual risk 

assessments 

Proposal to increase office opening 

hours from 3 to 5 days when fully 

resourced. 

Staff security at risk. 

 

Office Security REF: Risk assessment 

Proposal to increase office opening 

hours from 3 to 5 days. 

Cyber security audit requirement 

Staff and asset security at risk. 

 

b. Disclosure & 

Barring Services 

Request from local school to 

participate in Year 10 Mock 

interviews. 

Proposal to provide work 

placement opportunity for local 

schools and colleges. 

Proposal to provide councillor 

shadowing award for young people. 

Community engagement proposals 

with young people. 

Cannot run “background 

checks” unless there is a policy 

in place. 

Unable to implement the 

proposals for youth 

engagement. 

 

 

 

 

4. RISK ASSESSMENT 

 

4.1 In response to staffing, location and service enhancements, the relevant 

policies/procedures required review to ensure correct governance.  
4.2 All new policies/procedures have to be approved by Full Council. 
4.3 By ensuring that effective governance is in place, the Council will be acting 

lawfully. 
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5. FINANCIAL IMPLICATIONS 

 

5.1 Officer and member time and the purchase of resources to support the Lone 

Workers Policy, Office Security requirements. 

5.2 The cost of the Disclosure & Barring Services are circa £50 -£56 per person 

depending on the approved supplier. 

 

6. APPENDIX 

 

a. Health & Safety Policies -which includes The Lone Working Policy & Office 

Security procedure. 

b. Disclosure & Barring Services 

c. Risk assessments for: 

• Lone working 

• Office 

 

Officer Contact Details: V. TUNNADINE, TOWN CLERK 

Email: townclerk@penrithtowncouncil.co.uk 
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PART ONE 
 

HEALTH, SAFETY POLICY  
 

GENERAL STATEMENT OF INTENT 
 

Penrith Town Council is committed to providing a safe and healthy working 
environment for all its users. So far as it is reasonably practicable, it will have 

systems and procedures in place, which will ensure that any equipment, plant and 
premises are safe and free from hazards. This will mean that employees, visitors 

and others affected by its operation are exposed to the least possible risk. 
 

As a minimum, the Council will comply with current Health and Safety Legislation, 

Approved Codes of Practice, Guidance Notes, British and European Standards, and 
any subsequent legislation enacted under the Health and Safety at Work etc Act 

1974 and Management of Health and Safety at Work Regulations 1999. 
 

Employees have a duty of co-operation to ensure that the policies are effective.  The 
Council requires all its employees to take reasonable care for their own health and 

safety and avoid all working practices which may adversely affect the health, safety 
and welfare of themselves, visitors and the public in general. 

 
This policy is fully resolved by the Council and will be brought to the attention of all 

employees and other who may be affected by its policies and actions. The Council 
will ensure that employees and others where appropriate are kept informed of current 

and future legislation and that management systems are in place to ensure effective 
communication, information and training in health and safety matters. 

 

The Council recognises its responsibility to communicate and co-operate with other 
users that share the facilities of the community centre. 

 
The policy also requires that clearly defined standards are publicised and that 

monitoring, and auditing procedures are present to ensure that all the Council’s 
activities meet the required health and safety standards
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PART TWO 
  
 

1. ORGANISATION AND RESPONSIBILITIES 
 

1.1 The Town Council has ultimate accountability for health and safety and 
will ensure that the Health and Safety Policy is fully implemented and 

disseminated to its entire staff. 
1.2 In accordance with the Council’s organisational structure, the positions 

that have direct responsibility to the Town Council for health, safety and 
welfare, are as follows: 

 
 

 
 

 

 
 

 
 

 
 

1.2 Responsibility for the implementation of all policies, procedures and 
protocols rests with the Town Clerk.  

1.3 The Services & Contracts Manager has the responsibility for delivering, 
reviewing, evaluating, risk assessing and providing training for all 

policies, procedures and protocols. 
1.4 Although the Town Council may delegate duties to others, it retains 

overall control and accountability for all health and safety matters. 
1.5 The Council has a duty to investigate report and record any accidents, 

near-accidents and dangerous incidents in accordance with the Council’s 

current instructions. 
1.6 All employees must be familiar with and follow all relevant internal and 

external emergency instructions and procedures.  In addition, they must 
ensure that they have received adequate information, instruction and 

training in these areas.  They should also be alert to any examples of ill 
health, which may be attributable to working conditions, procedures and 

practices. 
1.7 Where significant problems are identified, the Town Clerk should ensure 

that these are thoroughly investigated, reported to the relevant Council 
Committee and, so far as is reasonably practicable, make 

recommendations for the measures to be implemented to remove the 
cause.   

1.8 Where specific advice is needed to help resolve health and safety issues, 
employees should in the first instance seek the support and assistance of 

the Services & Contracts Manager.  Where matters are not resolved to 

their satisfaction they should make written representation to the 
appropriate Council Committee. 

Town Council 

Services & Contracts 

Manager 

Finance Committee 
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1.9 The Town Council will give full support to the staff in carrying out their 
duties.  

1.10 The Town Clerk will monitor the implementation of the policies, review 

statistics on accidents, near misses, discuss instructions and guidance to 
staff and offer advice on Health and Safety issues. 

 

2. GRIEVANCES 
 
2.1 Any member of staff wishing to discuss occupational health and safety 

problems should firstly raise the matter with the Services & Contracts 

Manager, stating clearly the nature of the grievance and redress sought. 
2.2 Both parties should seek to resolve the issue through discussion.  

2.3 Should the matter not be resolved within a reasonable period, the matter 
should then follow the Council’s grievance procedure. 

 

3. REVIEW 
 

3.1 The Council will review its Health and Safety policy every 12 months or 
earlier considering changes in legislation or other circumstance. 

3.2 Arrangements for safety will be reviewed by the Services & Contracts 
Manager in conjunction with the Finance Committee annually. This will 

ensure its further development and continuing relevance to the structure and 

needs of the Council. 
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PART THREE  
 

 
ARRANGEMENTS FOR IMPLEMENTING  

THE HEALTH AND SAFETY POLICY 
 

I. The Council’s Health and Safety Policy will be communicated to all Council 

staff and to others who may be affected by its activities, including any 
temporary staff, contractors and other tenants of the community centre.  

 
II. Detailed information and procedures will be found in the Council office. 

Further guidance and information will be provided where necessary 
through e-mail and briefings.  

 
III. The Council will ensure the competence of its staff by providing training 

that is both appropriate and relevant to their roles. 
 

IV. All new staff will receive a planned induction, which includes the Councils 
health and safety policy, safe working practices, fire precautions and 

procedures, first aid arrangements, personal safety instructions and 
accident reporting procedures.  They will also be given a familiarisation 

tour of their workplace and the emergency escape routes. Each new staff 

member will receive a staff handbook. 
 

V. The Council’s work activities will be subject to a formal risk assessment.  
All identified hazards which constitute a significant risk will be 

documented and appropriate remedial action implemented, including the 
introduction of safe working systems, to eliminate or reduce the risk to 

the lowest extent reasonably practicable. 
 

VI. All accidents, near misses and dangerous occurrences must be reported. 
These will be investigated to determine the cause and, where appropriate, 

remedial action introduced to prevent a recurrence.  Reports will be 
completed in accordance with current instructions and to meet the 

requirements of the appropriate reporting legislation. 
 

VII. Information on reported accidents; near misses and dangerous 

occurrences will be made available to all relevant parties as appropriate 
and the Health and Safety Executive (HSE). 

 
VIII. First aid facilities will meet the standards required in the current First Aid 

Regulations. The Council aims to have sufficient trained First Aiders and 
the procedures will follow the Approved Code of Practice to the First Aid 

at Work Regulations 1981. 
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IX. In the property where the Council’s personnel are employed, the 

environment, welfare facilities and other related factors will meet required or 

recommended minimum standards.  The standard will be that required by the 
Health and Safety at Work Act 1974 and the Workplace (Health, Safety and 

Welfare) Regulations 1992.  Attention will be paid to temperature; 
ventilation; purity of air and water supply; lighting; storage; sanitary 

conveniences; noise and overcrowding. 

 

X. The Services & contracts Manager is required to monitor the health, safety 

and welfare arrangements and, periodically, carry out audits to check the 
effectiveness of the safety policy.  The reports of the safety audits, including 

action taken to address problems identified, are to be made available to all 

interested parties.  The reports will include reviews of existing risk 
assessments carried out under specific pieces of legislation, e.g. Management 

of Health and Safety at Work Regulations 1999, the Health and Safety 
(Display Screen Equipment). 

 

XI. Reports on the routine checks and risk assessments will be assessed by the 
Finance Committee for quality assurance purposes. 

 

XII. All necessary precautions will be taken in accordance with the requirements 

of the Control of Substances Hazardous to Health Regulations 2002. For 
example, the use, storage, handling and transportation of materials and 

substances will be done in such a way as to minimise risks. The least 
hazardous type of material or substance available will be used or purchased 

and, furthermore, there will be regular assessments and monitoring to ensure 
that this is achieved. 

 

XIII. The Council will make every effort to identify and use competent contractors.  
If there is any doubt about competence, the contractor will not be used.  

Before the commencement of work in any areas that is in direct control of 
the Council, contractors will be given clear guidance on the avoidance of risks 

and the working arrangements to be followed.
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PART FOUR 

POLICIES, PROCEDURES & PROTOCOLS  
 

ACCIDENT REPORTING 
 

1. INTRODUCTION 
 

1.1 This policy outlines the procedures that are to be adopted when any 
staff, visitor or contractor experiences an accident, near-miss or 

dangerous occurrence in areas of Council direct responsibility. 

1.2 It is the policy of the Council to identify and investigate unplanned 
losses (accidents), their source and hence their underlying causes. 

1.3 To enable this objective to be achieved it is imperative that all 
accidents, irrespective of the resulting injury or damage, be reported 

according to the laid down procedures. 
1.4 To avoid misunderstanding, the Council deem an accident and near-miss 

to be defined thus: 
 

a. Accident: "any unplanned event that results in personnel injury 
or damage to property, plant or equipment. 

 
b. Near-miss: "an unplanned event which does not cause injury or 

damage but could have done so." Examples include: items falling 
near to personnel, incidents involving vehicles and electrical short-

circuits. 

 

2. SAFE SYSTEM OF WORK 
 

2.1 All incidents and near-miss incidents must be reported, however minor.  
To achieve this, the following procedure should be adopted. 

a. Ensure the appropriate report form is completed and forwarded to 
the Town Clerk. 

b. Obtain treatment for any injury from a first-aider or the local 

hospital. 
c. Ensure that the area is made safe and poses no risk to other 

personnel (except where the accident results in a major 
injury, in which case the scene should be cordoned off and 

left undisturbed until advised otherwise by the enforcing 
authority). 

d. Enter details in the accident book. 
e. Inform the injured person's manager (or a responsible person) of 

the incident.
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3. ACCIDENT BOOKS 
 

3.1 All accidents must be recorded in the Council's accident book. 

3.2 The accident book will be reviewed regularly by the Town Clerk to 
ascertain the nature of incidents which have occurred in the workplace.  

This review will be in addition to an individual investigation of the 
circumstances surrounding each incident. 

3.3 All near-misses must be reported to the Town Clerk, as soon as possible 
so that action can be taken to investigate the causes and to prevent 

recurrence. 
 

4. REPORTING PROCEDURE 
STAFF 

 

4.1 All accidents must be entered in the appropriate Accident Book either by 

the injured person or, if this is not practical, someone else present at 
the time. 

4.2 An accident Report form (Part 1 only) is also to be completed by the 
same person who should then give the form to the Town Clerk. 

4.3 The Town Clerk must then: 

 
a. Note that the accident has occurred. 

 
b. Ensure that the Accident Book has been correctly and fully completed. 

 
c. Ensure that, where applicable, the requirements of the Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations 1995 (as 
amended) are met. 

 
d. Complete Part II of the Council Accident Report form, recording the 

findings of the subsequent investigation. 
 

e. Ensure, so far as reasonably practical, that proper action is taken to 
help prevent the accident being repeated. 

N.B. 

 
The above is simply the administrative procedure.  Clearly it is essential for all 

concerned to give priority to the safety and welfare of any injured person and 
anyone else involved.
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REPORTING PROCEDURE 
VISITORS / CONTRACTORS 

4.4 All injuries must be reported in the accident book, however minor.  

Visitors and contractors who are unable to enter their account into the 

book must arrange for another person to make an entry on their behalf. 
Visitors and contractors should also notify their own employer where 

applicable. 
4.5 The Council takes the responsibility for notifying reportable accidents 

under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995.



 

VT/FULL COUNCIL/ AGENDA PACK/Page 28 of 208 Penrith Town Council 
 

 
 

POLICY AND PROCEDURE FOR THE CONTROL OF 
SUBSTANCES HAZARDOUS TO HEALTH (COSHH) 

 
1. INTRODUCTION 
 
This policy is designed to comply with the Health and Safety at Work Act 1974 

and the Control of Substances Hazardous to Health Regulations 1999 
(COSHH). 

 

2. POLICY 
 

2.1 This policy applies to all staff/volunteers and contractors working with 
the Councils areas of responsibility. 

2.2 The aim of this policy is to ensure that we provide adequate training, 
instruction and information to prevent staff and others coming into 

contact with hazardous substances. This will be achieved by providing 

safety equipment and by having a prescribed procedure to safeguard 
the health, safety and welfare of all staff, and visitors. 

 

3. SERVICES & CONTRACTS MANAGER 
 

3.1 The Council delegates to the Services & Contracts Manager, 
responsibility for the implementation of this policy and procedures, who 

is responsible for ensuring that staff are trained where applicable and, 
so far as is reasonably practicable, they follow safe systems of work. 

3.2 The main area of responsibility is: 
 

a. To carry out (and review) a formal assessment of health risks to 

staff. 
 

b. To prevent/control exposure (and monitor any exposure) of staff 
to health risks. 

 
c. To institute proper use of controls and Personal Protective 

Equipment (PPE). 
 

d. To ensure that controls are appropriate and tested and keep 
records as necessary. 

 
e. To ensure that appropriate health surveillance for staff is 

provided, where necessary. 
 

f. To provide information, instruction and training, as 

appropriate/necessary, regarding all hazardous substances.
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4. TRAINING NEEDS 
 

4.1 Staff that may be exposed to hazardous substances will: 

 
a. Be provided with suitable and sufficient information, instruction and 

training so that they are aware of the risks to their health created by 
such exposure and the precautions which should be taken to minimise 

the risks. 
b. Receive training to a safe level in the handling of hazardous substances, 

procedures, the use of control measures and in emergency procedures. 
c. Staff training must include accident and defect reporting procedures. 

Staff issued with PPE should be trained in its use, limitations, storage, 
cleaning and maintenance. 

 

 
5. PROCEDURES 
 

5.1 The CoSHH Regulations require employers to conduct risk assessments 

and produce control measures to minimise or eliminate the risks 
concerning any substance deemed hazardous to health. 

5.2 These risk assessments must be recorded, together with the precautions 
taken to control or prevent exposure of staff and others to the 

substance(s). This procedure is carried out by the Services & Contracts 
Manager. 

5.3 There are seven key elements of COSHH: 

 

a. Assessment 

b. Control Measures 

c. Maintenance of Control Measures 

d. Monitoring of Exposure 

e. Health Surveillance 

f. Provision of Information 

g. Record Keeping 

 

5.4 A significant undertaking is required to determine and record the 
following: 

 
a. What substances are present? 

b. What activities use, store or transport such substances? 
c. What hazards are associated with these substances
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6. ASSESSMENT 
 

6.1 The Services & Contracts Manager will ensure that no work is carried 

out that is liable to expose employees, or others to substances 
hazardous to health, unless a suitable and sufficient assessment, in 

writing, of those risks has been carried out. 
6.2 Where it has been identified that a substance is classified as hazardous, 

the centre manager will obtain Safety Data Sheets and carry out the 

necessary risk assessment. 
6.3 The full risk assessment will be stored together with any 

relevant/available Safety Data Sheets, in the Council COSHH register. 
6.4 The Services & Contracts Manager is to ensure that the risk assessments 

are made available to all members of staff likely to be affected by the 
substance. 

6.5 All risk assessments are to be reviewed annually.
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CONTRACTORS POLICY 
 

 

1. INTRODUCTION 
 

1.1 The Council has a duty to assess the risks posed to the health and 

safety of all its staff and to anyone else who may be affected by its 
activities.  

1.2 Significant risks identified by this process must be reduced to a tolerable 
level. This duty extends to managing the risks associated with works 

undertaken for the Council by contractors.  
1.3 This policy sets down the framework for managing all contractor 

activities within the Council’s responsibility area. 
1.4 The Council will ensure that all works undertaken by contractors for or 

on its behalf are carried out in such a manner as to avoid, reduce, or 
control, all foreseeable risks to health and safety to a tolerable level. 

1.5 The objectives of this policy are to: 

 

a. Safeguard staff and other users against death, injury or 
occupational disease resulting from contractor activities. 

 

b. Minimise the risks associated with contractor undertakings to a 
tolerable level. 

 

c. Protect property, environment and assets. 

 

1.6 To achieve this, the Council will ensure that: 
 

a. It only engages suitably competent, financially viable contractors 
to undertake works on its behalf. 

 

b. All contractors are provided with the necessary information and 
instruction to undertake their works in accordance with the 

objectives of this policy. 
 

c. All contractors are visibly identifiable. 
 

d. Contractors are only permitted to commence works once they 
have properly planned their works and put appropriate measures 

in place to manage and deliver the works effectively with regards 
to health and safety, and quality of product. 

 
e. Contractor performance is reviewed / audited on project 

completion. 
 

f. This policy is monitored and reviewed at regular intervals to 

ensure that the policy is meeting stated aims and objectives and 
is consistent with legislative and best practice demands
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DISPLAY SCREEN EQUIPMENT (DSE) POLICY 
 

1. INTRODUCTION 
 

1.1 It is the policy of the Council to provide a safe and healthy working 
environment for all its staff, including measures to protect their health, 

safety and wellbeing when working with Display Screen Equipment 
(DSE). 

1.2 The Council will fulfil its statuary obligations by: 
 

a. Carrying out assessments of work station, using a self-assessment 
approach. 

 
b. Providing suitable work equipment. 

 
c. Providing information and training where applicable. 

 

d. The provision of eye and eyesight testing for those deemed as being 
users, and the provision of spectacles where these are required 

solely and specifically for the use of DSE work. 
 

e. Making available regular breaks for employees and volunteers 
classed as users. 

 

2. DEFINITIONS 
a. DISPLAY SCREEN EQUIPMENT – any alphanumeric or graphic display 

screen. 
 

b. WORKSTATION – this includes display screen equipment, any 
associated accessories including keyboard, mouse, printer, furniture etc 

and the immediate work environment around the display screen 
equipment. 

 
c. USER – HSE Guidance states: It will generally be appropriate to classify 

the person concerned as a “user” or “operator” if they:  
 

• normally use DSE for continuous or near-continuous spells of an 
hour or more at a time; and 

 

• use DSE in this way daily; and 
 

• must transfer information quickly to or from the DSE.
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3. DSE minimum requirements 
 

3.1 Workstations and equipment must comply with specific minimum 
requirements laid down in the DSE regulations.  

3.2 There are minimum standards which apply to all elements of the 
workstation, including the keyboard, the mouse, the environment and 

the software.  

3.3 If items such as a footrest or document holder are provided these 
should comply with the minimum standard; however, they need only be 

provided if they are necessary given the nature of the work and /or the 
individual. 

3.4 Equipment which does not meet the minimum standard may be 
provided if it is necessary for health and safety reasons – for example, 

some users may benefit from using a specialist chair which does not 
have a seat back. 

3.5 Laptop computers must comply with the minimum standard if they are 
in prolonged use. 

 

4. RISK ASSESSMENT 
 

4.1 The Council requires that all staff who use or likely to use DSE to 
complete an annual self-assessment using the assessment check list at 

appendix A. 
 

 



 

VT/FULL COUNCIL/ AGENDA PACK/Page 34 of 208 Penrith Town Council 
 

 

ELECTRICITY AT WORK POLICY 
 

 

1. INTRODUCTION 
 

1.1 The policy sets out what is required to ensure that portable electrical 

equipment (i.e. equipment with a plug) is maintained in a safe condition 
for use.  

1.2 The aim is to reduce the risk of injury and property damage from faulty 
electrical equipment. If followed it will ensure compliance with the 

maintenance requirements of Regulation 4(2) of the Electricity at Work 

Regulations 1989 (EAW) and The Provision and Use of Work Equipment 
Regulations (PUWER) 1998. 

 

2. SERVICES & CONTRACTS MANAGER 
 

2.1 The Services & Contracts Manager is responsible for ensuring that 
arrangements are in place for the regular inspection and testing of 

portable electrical appliances within their areas of control. 

 

3. STAFF RESPONSIBILITIES 
 
3.1 All staff who are required to use any electrical equipment must 
 

a. Ensure that they use electrical equipment as instructed.  
 

b. Check that equipment has no obvious visual damage or defects before 
using it. 

 
c. Remove from service and report any defective or out-of-test equipment. 

 
d. Only use equipment that has a valid inspection/test label.  

 

e. Not use personal portable electrical equipment with in an area controlled 
by the company unless they are authorised to do so by the centre 

manager. 
 

4. EQUIPMENT BROUGHT ON SITE FOR EVENTS 
 

4.1 Equipment that is brought onto Council controlled areas for an event 

must be in a safe condition.  
4.2 It is the responsibility of the user to ensure equipment has been suitably 

inspected and if necessary tested. 
4.3 If this cannot be proved, then a competent person must carry out an in-

service inspection and test appropriate to the class of equipment. 
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5. LEASED EQUIPMENT 
 

5.1 Equipment hire companies are legally required to ensure that equipment 
supplied by them is safe for use at work and is regularly inspected and tested 

before and after use. Therefore, equipment that is leased for use by the 
Council should not normally need to be tested however; appropriate routine 
safety testing should be an integral part of the service contract. 

5.2 If electrical testing is not part of the service contract (as may be the case for 
some electrical equipment) then this equipment should be included in the in-
house testing programme. 

 

6. USER CHECKS 
 

6.1 Users of portable appliances should look for the following indicators of 

damage or faults, before using the equipment:  
 

• Is the user aware of any problems, does the appliance work?  

• Damage e.g. cuts, fraying, abrasion (apart from light scuffing) to the 
cable/lead;  

• Damage to the plug, e.g. the casing is cracked, the pins are bent, the 
screw holding the plug together is loose, the plug rattles;  

• Non-standard joints, including taped joints in the cable;  
• The outer covering (sheath) of the cable not being gripped where it 

enters the plug or the equipment. Look to see if the coloured insulation 
of the internal wires is showing;  

• Damage to the outer cover of the equipment or obvious loose parts or 
screws;  

• Signs of overheating (burn marks or staining) on the equipment or plug;  

• Equipment being used in conditions where it is not suitable, e.g. a wet 
or dusty workplace;  

• Equipment with signs of cracks, chemical or corrosive damage to the 
case, switches not working properly, protective covers missing or loose;  

• Extension leads, or adapters overloaded (too many appliances for the 
fuse or current rating of the lead);  

• If applicable Residual Current Devices (RCDs) failing to disconnect from 
the supply when the test button is pushed.  

 

6.2 If any of the above is identified, do not use the equipment, remove it 

from service, and report it.
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7. INSPECTION AND TESTING 
 

 

Type of business  User checks  Formal 
visual 

inspection  

Combined 
inspection 

and test  

Office information technology 

rarely moved, e.g. desktop 
computers, photocopiers, fax 

machines  

No Yes, 2–4 

years  

No if double 

insulated, 
otherwise up 

to 5 years  

Double insulated (Class II) 

equipment moved 
occasionally (not hand-held), 

e.g. fans, table lamps  

No 2–4 years  No 

Hand-held, double insulated 
(Class II) equipment, e.g. 

some floor cleaners, some 

kitchen equipment  

Yes Yes, 6 
months – 1 

year  

No 

Earthed (Class I) equipment, 

e.g. electric kettles, some 

floor cleaners  

Yes Yes, 6 

months – 1 

year  

Yes, 1–2 

years  

Cables, leads and plugs 
connected to Class I 

equipment, extension leads 

and battery charging 

equipment  

Yes Yes, 6 
months – 4 

years 

depending on 
type of 

equipment it 
is connected 

to  

Yes, 1–5 
years 

depending on 

the 
equipment it 

is connected 

to 
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FIRST AID 
 

1.INTRODUCTION 

The Council is committed to providing sufficient first aid arrangements to deal 
with accidents and injuries to staff and during any events under their direct 

control. 
 

2. FIRST AID BOX 
 
A First Aid box is in the kitchen. 

 
Use of any first aid equipment must be reported to the Town Clerk. 

 
First Aid boxes are to be inspected four monthly.
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OFFICE SECURITY  
  

  

1. INTRODUCTION 

 
1.1 The Council recognises its responsibility to provide for staff volunteers, 

councillors and visitors to its office a safe environment where they and 

their possessions will be offered a reasonable degree of protection.  
1.2 To ensure that the environment is kept safe everyone who accesses the 

office must be aware of how they can contribute towards ensuring that 

the office is a safe place to be.  
1.3 The principle objective is to ensure that unwanted people who would 

seek to cause harm to individuals or steal property are stopped from 

entering the building. 
 

2. ARRANGEMENTS FOR NORMAL PUBLIC ACCESS HOURS  
(Monday – Wednesday 09:00-15:00) 

2.1 The principle access to the Office for visitors should be through the main 

entrance doors into the main reception. 
2.2 No visitors should be allowed to access the building from the rear 

service access. 
2.3 All visitors who are to go beyond the reception must be booked in. (this 

is also required for health and safety reasons). 
2.4 Members of the public visiting the office must only be given access to 

the public areas unless accompanied by a member of staff.  
2.5 No one should allow anyone who they are unfamiliar with access 

through any security locked doors without first checking their identity or 

purpose. 
2.6 All security doors should be kept secure so that access is only via a 

security pin code door. No doors leading to the private areas of the 

office should be left unbolted, unlocked, or propped open. This also 

applies to emergency exit doors  
2.7 All staff can enter and stay in the building during working hours 

between 07:00 and 19:00 hours.  
 

3. ARRANGEMENTS FOR OUTSIDE HOURS NORMAL PUBLIC 

ACCESS HOURS BUT WHERE A COMMITTEE OR OTHER 

MEETING IS SCHEDULED  
(Monday – Wednesday 15:00 – 19.00 & Thursday – Friday -09:00 – 

17:00) 

 
3.1 The principle access to the Office for visitors should be through the main 

entrance doors into the main reception.  
3.2 Access to the public and visitors will be open to what are recognised 

publicly as assessable meeting rooms - the Board Room. 
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3.3 All security doors should be kept secure so that access is only via a 

security key code.  
3.4 No doors leading to the private areas of the building should be left 

unbolted, unlocked, or propped open. This also applies to emergency 

exit doors  
3.5 If the Main entrance to the Building is unlocked staff may enter the 

building from 07:00 but must leave the building by 19:00 unless they 

are attending a Committee or other meeting, or they have sought the 

prior agreement of the Service & Contracts Manager.   
 

4. WEEKENDS, OUT OF HOURS OR OTHER DAYS WHEN THE 

OFFICES ARE CLOSED 

 
4.1 No staff may enter the office unless they have secured the prior 

approval of the Services & Contracts Manager. 
4.2 Access to the main building door is by use of a swipe fob and staff must 

ensure that this door is shut behind them. 
4.3 The principle access to the Office is the rear door. 
4.4 No publicly accessible doors should be opened, and all security doors 

should be kept secure. 
4.5 Locking up procedures should be followed. 
 

5. SECURITY OF EQUIPMENT AND POSSESSIONS  
 

5.1 No equipment such as laptops and projectors for example should be left 

unattended in meeting or Committee rooms. Staff are responsible for its 

security and safe return  
5.2 Personal possessions are the responsibility of the individual and if a staff 

member, volunteer or visitor brings an item of value into the office, they 

must ensure that it is appropriately stored in a safe place.  
5.3 The Council is not responsible for personal possessions that go missing 

unless there is proof of forcible entry.  
5.4 Cash cards, records, pen drives, portable back-ups will be kept in a 

locked cupboard/safe within the offices, in compliance with financial 

regulations.  
5.5 Any thefts or losses must be reported immediately and to the Police if 

appropriate.  
5.6 Visitors must not be allowed to let anyone else into the building without 

the prior permission of staff.  
5.7 On leaving the office, all filing cabinets that hold sensitive must be 

locked and keys stored in a secure location.   
5.8 All internal doors should be locked, windows checked and upon 

departure of main building, alarm must be set. Failure to do so could 

result in disciplinary procedures.  
5.9 It is advisable for personal possessions to be kept in a locked drawer or 

locker
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LONE WORKER POLICY 
 

1. INTRODUCTION 
 

1.1 The Council accepts it has responsibilities as an employer for the health, 
safety and welfare at work of its employees and of those affected by its 

work activities e.g. service users, visitors, contractors and self- 
employed people who may be appointed to carry out work on its behalf.  

1.2 The aim of this policy is to ensure that staff are not unnecessarily 
exposed to risks associated with lone working because of their work and 

that the Town Council meets its statutory duties. 
1.3 This policy does not set out to identify all the situations where 

employees may be at risk from working alone but concentrates on 

describing the arrangements that must be in place to eliminate or 
manage the associated risks.  

1.4 Lone working itself is not necessarily high risk but the activity that is 
performed may well be. It is important that these individuals are made 

aware of the outcome of the risk assessment and informed of all 
necessary control measures. 

1.5 The Council recognises that a member of staff is working alone if they 
are; working without close or direct supervision, working when no other 

workers are present, where no other workers have knowledge of the 
work or workplace or where no other worker can respond in an 

emergency. Penrith Town Council recognises that lone working is carried 
out across the departments by a range of staff e.g. receptionists, 

caretakers, key holders, home-workers and grounds maintenance staff 
and acknowledge lone workers are employees that work full-time or 

part-time including temporary and agency/contract staff. 
 

2. LEGAL RESPONSIBILITIES 
 

2.1 Section 2(1) of the Health & Safety at Work Act 1974 places a duty on 
every employer to ensure, so far as is reasonably practicable, the health, 

safety and welfare of employees. 
2.2 The Management of Health & Safety at Work Regulations 1999 places a 

duty on the employer to consider all reasonably foreseeable hazards and 
to take the appropriate action to reduce the possible risk of injury to the 

lowest level that is practicable to achieve.
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3. SCOPE 
 

3.1 These arrangements apply to any one working in the following 

situations: 
 

a. Only one person is working on the premises. 

 
b. People work separately from each other, e.g. in different locations. 

 
c. People working outside normal office hours. 

 
d. People on site visits or meetings off the premises. 

 

3.2 Hazards that lone workers may encounter include: 

 

• accidents or emergencies arising out of the work, including 
inadequate provision of first aid 

• sudden illnesses 
• inadequate provision of rest, hygiene and welfare facilities 

• physical violence from members of the public and/or intruders 
 

4. AIM 
 

4.1 These arrangements aim to: 
 

• Increase staff awareness of safety issues relating to lone working. 

 
• Ensure that the risk of lone working is assessed in a systematic and 

ongoing way, and that safe systems and methods of work are put in 
place to reduce the risk so far is reasonably practicable. 

 
• Ensure that appropriate support and training is available to all staff that 

equips them to recognise risk and provides practical advice on safety 

when working alone. 

 
• Encourage full reporting and recording of all adverse incidents relating 

to lone working. 

 
• Reduce the number of incidents and injuries to staff related to lone 

working. 
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5. RESPONSIBILITIES 
 

5.1 Council are responsible for: 
 

• Ensuring that there are arrangements for identifying, evaluating and 

managing risk associated with lone working. 

 
• Providing resources for putting the policy into practice; and 

 
• Ensuring that there are arrangements for monitoring incidents linked to 

lone working and that the effectiveness of this policy is regularly 
reviewed 

 

5.2 The Services & Contracts Manager is responsible for the following: 
 

• Ensuring that all staff are aware of lone working. 

 
• Taking all possible steps to ensure that that lone workers are at no 

greater risk than other employees. 

 
• Identify situations where people work alone and decide whether systems 

can be adopted to avoid workers carrying out tasks on their own. 

 
• Ensuring that risk assessments are carried out and reviewed regularly. 

 
• Putting procedures and safe systems of work into practice which are 

designed to eliminate or reduce the risks associated with working alone. 

 
• Ensuring that staff, identified as being at risk are given appropriate 

information, instruction and training, including training at induction, 

updating and refreshing this training as necessary. 

 
• Managing the effectiveness of preventative measures through an 

effective system of reporting, investigating and recording incidents. 

 
• Ensuring that appropriate support is given to staff involved in any 

incident. 

 

• Providing means of communication, and other personal safety 
equipment, where this is felt to be desirable. 
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5.3 Staff are responsible for: 

 
• Taking reasonable care of themselves and others affected by their 

actions. 
 

• Following guidance and procedures designed for safe working, giving 

accurate details of their location and following an agreed plan to inform 
that person when the task is completed. This includes occasions when a 

staff member expects to go home following an external commitment 
rather than returning to their base. 

 

• Signing in and out of building registers. 

 

• Reporting all incidents that may affect the health and safety of 
themselves or others and asking for guidance as appropriate. 

 
• Taking part in training designed to meet the requirements of the policy. 

 
• Reporting any dangers or potential dangers they identify or any 

concerns they might have in respect of working alone. 

 

• Ensuring that if a colleague s does not report in as expected, an agreed 

plan should be put into operation, initially to check on the situation and 
then to respond as appropriate using emergency contact information if 

necessary. 

 

5.4 Security of Buildings 
 

Staff must ensure that: 

• All appropriate steps are taken to control access to the building, and 
that emergency exits are accessible. 

 

• Personal alarm systems if provided are tested regularly. 

 

• Key codes for access should be changed from time to time and when a 

member of staff or sub-contractor that knows the code leaves and as a 

matter of course if a breach of security is suspected 

 

• When working alone they are familiar with exits and alarms. 

 

• There is access to a telephone and first aid kit. 

 

• If there is any indication that the building has been broken into, they 
call for assistance before entering 

 

• External doors are locked to avoid unwanted visitors if working alone. 
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6. INCIDENT REPORTING 
 

6.1 An incident can be defined as an unplanned or uncontrolled event or 
sequence of events that has the potential to cause injury, ill health or 

damage.  
6.2 All incidents must be reported to the Services & Contracts Manager. 
6.3 Employees should ensure that all incidents where they feel threatened 

or unsafe are reported. This includes incidents of verbal abuse.
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7. TRAINING 
 

To ensure that lone workers are made aware of dangers and follow safe 

working arrangements, the Council will ensure that adequate training is 

provided to lone workers to ensure they have a knowledge and understanding 

of: 

• How to use a portable security alarm. 
• The hazards and risks associated with the activity. 

• The steps that have been taken to reduce the risks to the lowest 
practical level. 

• Any written procedure and safe working arrangements, including any 
contingency arrangements for foreseeable problems and their own 

responsibilities. 
• The appropriate steps to take to minimise the risk of violence. 

• Emergency arrangements for illness or injury, including first aid 

provision. 
• They are aware of their own responsibilities to take reasonable care of 

themselves and other people affected by their work.  

 

8. SAFE ENVIRONMENT 
 

8.1 The Council is responsible for providing a safe environment for staff. 
Issues that need to be addressed when planning safe working 

arrangements are: 

 

a. Can the risks of the job be adequately controlled by one person? 

• Lone workers should not be at more risk than other employees. This 
may require extra risk control measures.  

• Precautions should take account of normal work and foreseeable 
emergencies, e.g. fire, equipment failure, illness and accidents.  

 

b. Does the workplace present a special risk to the lone worker? 

• Is there a safe way in and a way out for one person?  
• Is there a risk of violence? 

• Are women especially at risk if they work alone? 
• Are young workers especially at risk if they work alone? 

 

c. Is the person medically fit and suitable to work alone? 
• Check that lone workers have no medical conditions which may make 

them unsuitable for working alone.  

• Seek medical advice if necessary.  
• Consider both routine work and foreseeable emergencies, which may 

impose additional physical and mental burdens on the individual. 
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d. What training is required to ensure competency in safety 
matters? 

• Training is particularly important where there is limited supervision to 

control, guide and help in situations of uncertainty. 
• Training may be critical to avoid panic reactions in unusual situations. 

Lone workers need to be sufficiently experienced and to understand the 
risks and precautions fully.  

• The Council will set the limits to what can and cannot be done while 
working alone and will ensure employees are competent to deal with 

circumstances that are new, unusual or beyond the scope of training, 
e.g. when to stop work and seek advice from a supervisor and how to 

handle aggression. 

 

e. How will the person be supervised? 

• Although lone workers cannot be subject to constant supervision, it is 
still the Council’s duty to ensure their safety and health at work. 

• Supervision can help to ensure that employees understand the risks 
associated with their work and that the necessary safety precautions are 

carried out.  
• Supervision of safety and health can often be carried out when checking 

the progress and quality of the work; it may take the form of periodic 
site visits combined with discussions in which health and safety issues 

are raised. 

• The extent of supervision required depends on the risks involved and 
the ability of the lone worker to identify and handle safety and health 

issues.  
• Employees new to a job, undergoing training, doing a job which 

presents special risks, or dealing with new situations may need to be 
accompanied at first.  

• The level of supervision required is a management decision, which 
should be based on the findings of risk assessment, i.e. the higher the 

risk, the greater the level of supervision required. It should not be left 
to individuals to decide whether they require assistance.
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9. RISK ASSESSMENT 
 

To provide a safe working environment for lone workers, managers will ensure 

that proper risk assessments are carried out on all work activities involving 

lone working. 

This will include: 

• Identifying those members of staff who are likely to work alone at some 

point. 
• Identifying the hazards that could possibly arise and assessing what the 

possible risk could be to determine if the risks can be adequately 
controlled by one person, or what other support measures are needed. 

• Devising and implementing safe working arrangements so that risks are 
eliminated or adequately controlled. 

• Having a lone working procedure in place, specific to the working 

arrangements of the type of service provision and in line with the lone 
working policy and guidance. 

• Ensuring the risk assessment is monitored and reviewed as and when 
appropriate.
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MANUAL HANDLING 

 
1. INTRODUCTION  
 

1.1 The Council recognises that manual handling activities may pose a hazard for 

staff if not adequately controlled. These arrangements have been produced in 
accordance with The Manual Handling Operations Regulations 1992, as 

amended in 2002 (‘the Regulations’) which apply to a wide range of manual 
handling activities, including lifting, lowering, pushing, pulling or carrying. 

 

2. MANAGEMENT AND EMPLOYEE GUIDANCE 
 
DEFINITION(S) 
 

• “Manual handling operations” means any transporting or supporting of a load 

(including the lifting, putting down, pushing, pulling, carrying or moving 
thereof) by hand or by bodily force. 

 
• “The load” may be either animate, such as a person or an animal, or inanimate, 

such as a box or   a trolley. 
 

• The term “reasonably practicable” means to consider the amount of time, effort 

and cost which would be required to avoid or reduce the risk, in this instance, 
from manual handling activities, in comparison to the long-term health & safety 

benefits.  
 

 

3. SERVICES & CONTRACTS MANAGER RESPONSIBILITIES 
 

3.1 The Services & Contracts Manager will ensure that these arrangements are 
applied consistently, ensuring that: 

 

• Manual handling is avoided where possible. 
 

• All manual handling activities are properly planned and assessed the 
assessment is recorded in writing using the Council risk assessment form. 

The assessment must be communicated with all staff. 
 

• When risk assessments indicate that staff may be lifting loads above the 
recommended safe lifting levels, suitable control measures should be put into 

place which reduce the risk to an acceptable level. 
 

• Information, instruction and training will be provided to staff on the health 
risks associated with manual handling where applicable. 

 
• Staff are not expected to carry out manual handling operations which are 

unsafe or beyond their individual capabilities (account must be taken of 
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employees concerns with regards to manual handling, reviewing the risk 

assessment if necessary) 

 

• Any equipment provided to eliminate manual handling are inspected as per the 
manufacturers recommendations where applicable.  

 

4. STAFF RESPONSIBILITIES 
 

4.1 Staff have a duty of care for their own and others safety and should ensure that 
they; 

 
• Follow safe systems of work designed to promote safety during the handling 

of loads, including wearing suitable clothing and footwear where applicable.  
 

• Use equipment provided to them as they have been trained to, this includes 
machinery and other aids provided for safe handling of loads. 

 
• Report any faults, defects, and deficiencies of either equipment or systems of 

work to the town clerk. 
 

• Report any manual handling accidents and near misses 

 
• Tell the town clerk of any physical condition likely to affect their ability to 

undertake moving and handling tasks safely. 
 

• Take care to ensure their activities do not put others at risk. 
 

• Attend training and refresher training when required. 
 

5. GOOD HANDLING TECHNIQUES 
 
As it is not possible to eliminate manual handling altogether, correct handling 

techniques must be followed to minimize the risks of injury.  
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1.1 DBS applicants are responsible for:  
 

• Declaring if they have spent or unspent convictions (including driving offences), 

cautions, warnings or reprimands that are not covered by the filtering rules. This 

will normally be requested on the application form.  

 

• Completing the online DBS form fully and accurately, in accordance with the DBS 

applicants' guide. Ensuring that they have sufficient original identification 

documents as set out in the DBS applicants’ guide. 

 
1.2 The Town Clerk is responsible for: 

 
• Identifying if the role requires a DBS check.  

 

• Ensuring that all identification documents presented by the applicant are 

original, appropriate and relevant and verifying this on the on-line system (A list 

of identification documents can be found in the DBS applicants’ guide.) 

 

• Ensuring appropriate storage and disposal of DBS documentation as specified 

below.  

 

• Ensuring that every employee appointed to a post which requires a DBS 

disclosure has completed and submitted a DBS disclosure on-line prior to 

appointment.  

 
• Ensuring that no employee commences work without a DBS disclosure being 

received, where required.  

 

• Ensuring that all other recommended pre-employment checks have been carried 

out satisfactorily prior to appointment.  

 

• Making a written account of the decision and reasons for it on the Positive 

Disclosure Decision Sheet, to be retained in a sealed envelope in the employee’s 

personal file.
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PART FIVE 

 
RISK ASSESSMENTS 

 
 

1. INTRODUCTION 
 

Risk assessment is an analysis of the hazards present through work activities, 
equipment and other situations within the working environment and the likelihood 

that they may cause harm to staff and others. 

 
Definitions 

 
• “Hazard” Something that has the potential to cause harm. 

 
• “Risk (Likelihood)” The realisation of harm being caused by a hazard and its severity. 

 

2. RESPONSIBILITIES 
 

2.1 The Council is responsible for ensuring that adequate risk assessments are 
carried out where applicable and ensuring that identified risks are managed 

appropriately. 
2.2 The Services & Contracts Manager is responsible for the completion of risk 

assessments in accordance with these guidelines and ensuring that appropriate 
control measures are implemented and communicated to all staff where 

applicable. 
2.3 Staff have a responsibility to comply with safe systems of work and other safety 

control measures highlighted by risk assessments and or other safe working 

arrangements communicated to them.  
2.4 Staff have a responsibility to report to the Services & Contracts manager any 

hazard or unsafe condition which they may encounter during their work. 
 

3. RISK ASSESSMENT PROCESS 
 

3.1 Risk assessments should not be carried out in isolation and as such staff within 

the workplace should be involved in the process. 
3.2 The following protocols should be followed when completing a risk assessment. 

 
a. Identify the Hazard 

b. Decide who could be harmed 

c. Evaluate the risk from the hazards and decide what should be done to control 
the risk. 

d. Record the findings 
e. Review the assessment and revise if necessary. 
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4. RECORDING 
 

4.1 All risk assessments are to be recorded on the Council risk proforma.  

4.2 Staff are to be made aware of the risk assessments and the control measure 
that are in place to control the risks. 

4.3 Risk assessments are to be signed by the responsible person conducting the 
assessment and once completed signed off by the Services & Contracts 

Manager. 
 

5. REVIEW 
 

5.1 All risk assessments are to be reviewed annually or when circumstance such as 
a change in working practice impact on specific assessments. 

5.2 All assessments are to be reviewed annually by the Finance Committee.
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APPENDIX A 
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PENRITH TOWN COUNCIL 
DISCLOSURE AND BARRING SERVICES POLICY 

(PROTECTING VULNERABLE PEOPLE)  

 
2. INTRODUCTION  

 
2.1 This policy statement provides guidance on the effective use of the Disclosure 

and Barring Services (DBS) process to safeguard the children and adults who 

access Council services, participate in Council activities or whom are working for 

the Council. 
 

2.2 Penrith Town Council is committed to safeguarding the welfare of those 

accessing its services through the effective use of the DBS Disclosure vetting 

process for all relevant groups of employees and members. 
 

2.3 Throughout this document where a “DBS Disclosure or check” is referred to, 

this covers all types of DBS check (i.e. standard/enhanced/enhanced + 

children’s and /or adults barred list check). 
 

2.4 Where the term ‘vulnerable adult’ is used, this is where an adult is in receipt of 

or accessing a service which leads that adult to being considered vulnerable at 

that particular time.   
 

3. PURPOSE 

 
3.1 This policy sets out the approach to criminal background checks within the 

Council. 
 

4. SCOPE AND PRINCIPALS  

 
4.1 The Council promotes equality of opportunity for all and recognises the 

importance of employment in the rehabilitation of ex-offenders. As an 

organisation using the Disclosure and Barring Service (DBS) which was formerly 

the Criminal Records Bureau (CRB) service to assess applicants’ suitability for 

positions of trust, the Council complies fully with the DBS Code of Practice. 

 
4.2 After a certain length of time some sentences are considered spent and must be 

disregarded. Unless the nature of the work means that a role is exempt, 

applicants are not asked to disclose convictions which are spent under the 

Rehabilitation of Offenders Act 1974.  
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4.3 Having an unspent conviction will not necessarily bar applicants from 

employment. Criminal records should be considered for recruitment purposes 

only when a conviction is relevant.  
 

4.4 For applicants who are offered employment in certain posts, including those 

where regulated activity is undertaken, a criminal record check from the DBS 

will be undertaken.  
 

4.5 The principles in this policy apply to both paid and volunteer positions.  
 

4.6 DBS checks on people employed to work with children and vulnerable adults are 

allowed as an exemption to the Rehabilitation of Offenders Act 1974 

(Exceptions) Order 1975 (as amended in 2013). Under the Act individuals are 

not required to disclose any 'spent' convictions, unless the exemption applies. 

The Protection of Freedoms Act 2012 (PoFA) introduced limits on the eligibility 

of certain types of employment for DBS checks.  
 

4.7 Penrith Town Council complies fully with the DBS Code of Practice and 

undertakes to treat all applicants fairly and not to discriminate unfairly against 

anyone based on conviction or other information revealed. Having a criminal 

record will not necessarily prevent an individual from being employed by Penrith 

Town Council. This will depend on the nature of the role, professional suitability 

and the circumstances, nature and background of the offences.  
 

4.8 The Council recognises that access to criminal record information must strike a 

balance between the rights of children and the vulnerable in society, an 

individual’s right to privacy, and the rights of ex-offenders to become 

rehabilitated into society. It is essential that confidential and sensitive 

information about an individual's criminal record is handled fairly and properly.  

 

5. TYPES OF CRIMINAL RECORD CHECK  
STANDARD CHECK  

 
5.1 The standard check is available for duties, positions and licences included in the 

Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 (as 

amended in 2013), for example, court officers, employment within a prison, 

and Security Industry Authority (SIA) licences.  

 
5.2 A standard level certificate contains details of all spent and unspent convictions, 

cautions, reprimands and final warnings from the Police National Computer 

(PNC) which have not been filtered in line with legislation.  

 

 

 



 

FULL COUNCIL/JAN 18/VT/REVIEW OF P&P/Page 61 of 208 Penrith Town Council 
 

ENHANCED CHECK  

5.3 The enhanced check is available for specific duties, positions and licences 

included in both the Rehabilitation of Offenders Act 1974 (Exceptions) Order 

1975 and the Police Act 1997 (Criminal Records) regulations, for example, 

regularly caring for, training, supervising or being solely in charge of children, 

specified activities with adults in receipt of health care or social care services 

and applicants for gaming and lottery licences.  

 
5.4 An enhanced level certificate contains the same PNC information as the 

standard level certificate but also includes a check of information held locally by 

police forces.  
 

ENHANCED WITH A BARRED LIST CHECK  

5.5 The enhanced check with barred list check(s) is only available for those 

individuals who are carrying out regulated activity and a small number of 

positions listed in Police Act 1997 (Criminal Records) regulations, for example, 

prospective adoptive parents and taxi and Private Hire Vehicle (PHV) licences. 

 
5.6 An enhanced level certificate with barred list check(s) contains the same PNC 

information and check of information held locally by police forces as an 

enhanced level check but in addition will check against the Children’s and 

Adults’ Barred Lists 
 

5.7 If your application includes a request to check the barred list(s) the DBS has a 

statutory duty to consider any information that suggests an individual may pose 

a risk of harm. We will write to you if you are affected.  

  

6. THE COST OF DISCLOSURE 

 
6.1 The cost of checks relating to existing staff should be met by the Council.  

 

6.2 The cost of checks relating to appointments to Council posts should be met by 

the Council.  

 

6.3 The cost of checks relating to members of Council should be met by the 

Council.  

6.4 The cost of checks undertaken by the Council on behalf of contractors and those 

from whom the Council commissions a service should be met by the contractor 

depending on the circumstances and terms of the contract.  
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6.5 Checks for volunteers are free. A volunteer is currently defined by the DBS as a 

person who performs an activity which involves spending time, unpaid (except 

for travelling and other approved out-of-pocket expenses), doing something 

which aims to benefit someone (individuals or groups) other than or in addition 

to close relatives.  

 

7. DEFINITION OF REGULATED ACTIVITY - CHILDREN  

The definition of regulated activity relating to children is shown at Appendix 1. 

8. WHO SHOULD BE SUBJECT TO A DBS CHECK?  

 
8.1 DBS checks will only be sought for people who will undertake regulated activity, 

as defined in Appendix 1.  

 
8.2 DBS check applications will not be made for the following individuals who would 

previously have been subject to Enhanced DBS checks, but who are now not 

covered by the definition of regulated activity;  

 
• employees who use databases containing information on children.  

• volunteers who are supervised whilst undertaking what would otherwise be 

defined as regulated activity. 

 

8.3 Checking references and gaps in employment is therefore of paramount 

importance in the recruitment process for these individuals.  
 

8.4 In exceptional cases, where a risk assessment made on one of the roles 

identified in 7.2 above, raises a cause for concern, the Town Clerk may 

authorise a DBS check. This is lawful under the PoFA. However, in these 

circumstances the DBS check will not include a check against the Barred List 

because the individual is not engaged in regulated activity.  

 

9. DBS APPLICATION PROCEDURE  

 
9.1 Applications for DBS checks will be authorised by a Home Office approved 

provider. 

 
9.2 The DBS will send a Disclosure Certificate to the applicant on whom the check 

was carried out.  
 

9.3 The Town Clerk will check the disclosure website which will either state: 
 

• The check is complete with ‘no content’; which means that the check is clear, 

or 

• The check is complete ‘with content, please wait to view applicant certificate’ 

which means that the check is not clear.  
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9.4 If the check is clear a start date will be arranged, and the applicant will bring 

the check with them on their first day of employment.  

 
9.5 If the certificate has ‘content’ the applicant must be asked to bring the 

certificate in to show the Town Clerk as soon as possible so that a risk 

assessment can be completed. A copy of the risk assessment should be kept 

permanently on the employee’s file in a sealed envelope.  
 

9.6 In all cases the Town Clerk must see an original copy of the DBS check 

certificate. Officers WILL NOT print copies of the certificate.  

 

10. ROLES AND RESPONSIBILITIES  

 
10.1 DBS applicants are responsible for:  

 
• Declaring if they have spent or unspent convictions (including driving offences), 

cautions, warnings or reprimands that are not covered by the filtering rules. This 

will normally be requested on the application form.  

 

• Completing the online DBS form fully and accurately, in accordance with the DBS 

applicants' guide. Ensuring that they have sufficient original identification 

documents as set out in the DBS applicants’ guide. 

 
10.2 The Town Clerk is responsible for: 

 
• Identifying if the role requires a DBS check.  

 

• Ensuring that all identification documents presented by the applicant are 

original, appropriate and relevant and verifying this on the on-line system (A list 

of identification documents can be found in the DBS applicants’ guide.) 

 

• Ensuring appropriate storage and disposal of DBS documentation as specified 

below.  

 

• Ensuring that every employee appointed to a post which requires a DBS 

disclosure has completed and submitted a DBS disclosure on-line prior to 

appointment.  

 
• Ensuring that no employee commences work without a DBS disclosure being 

received, where required.  

 

• Ensuring that all other recommended pre-employment checks have been carried 

out satisfactorily prior to appointment.  
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• Making a written account of the decision and reasons for it on the Positive 

Disclosure Decision Sheet, to be retained in a sealed envelope in the employee’s 

personal file.  

 

 

11. WHICH EMPLOYEES CAN START WITHOUT A DBS CHECK 

HAVING BEEN RECEIVED?  

10.1 Under normal circumstances no employee who is due to work in a job that 

requires a DBS check may start employment before a DBS disclosure has 

been received. On-line processing of DBS checks has removed excessive 

delays in receiving clearance, so there should be no reason to start 

employment before receiving clearance. However, in some case where 

there is a delay, following a risk assessment, the Town Clerk can approve 

that the individual commences work prior to the receipt of the Certificate 

provided that the individual will not be working in an unsupervised 

capacity.  

10.2 Where a volunteer is transferring to paid employment within the same 

service area, a new DBS check will not be required provided:  

• the individual has been engaged in active volunteering for the service 

within the last three months and a DBS check was undertaken at the point 

of engagement. 

  

• the new post requires a DBS check at the same level.  

 

 

• the new post does not involve responsibilities not previously checked.  

10.3 Where there is a break in service/engagement of 3 months or more, then 

a new DBS check must be applied for.  
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11. OVERSEAS APPLICANTS AND APPLICANTS WHO HAVE LIVED 

ABROAD  

11.1 The DBS can only check applicants from the date they arrive in the UK, or 

for the time the applicant has lived in the UK. The DBS cannot currently 

access overseas criminal records or other relevant information as part of 

its disclosure service.  

 

11.2 If the Council recruits an individual from overseas, or an individual who has 

lived abroad in recent years prior to appointment, and needs to check their 

overseas criminal record, a DBS check may not provide a complete picture 

of the criminal record, which may or may not exist.  

11.3 A DBS check must be undertaken in the usual way. In addition, the 

applicant must contact the relevant Embassy to obtain a disclosure which 

should not be dated more than 6 months ago at the time of receipt. This 

disclosure must be sent to the Town Clerk before full clearance to work is 

issued. The Town Council reserves the right to seek verification of the 

documents provided.  

12.  RE-CHECKING DBS  

12.1 Those employees working in any areas with children (up to 18) are 

required to undertake a new DBS Disclosure every 3 year:  

12.2 The DBS Disclosures for these groups of employees will be monitored and 

the Town Clerk will initiate the process as and when required.  

12.3 Where an existing worker’s DBS Disclosure reveals a criminal background 

or any cause for concern (i.e. it is a Positive DBS Disclosure) the Town 

Clerk will contact the senior officer to discuss and advise on the issues.  

12.4 In addition, a new DBS disclosure will be applied for where an individual 

moves to a new position within the organisation that:  

• requires a check at a higher level; or,  

 

• involves responsibilities not previously checked.  
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13.  DEALING WITH POSITIVE DISCLOSURES  

13.1 A positive disclosure is a certificate that shows cautions, warnings or 

convictions. They may show spent convictions and unspent convictions, 

and for Enhanced checks, they will also show information that a police 

force deems relevant to disclose based on the nature of the job that the 

individual will be employed to do.   

13.2 A summary of the action to be taken following receipt of notification of a 

DBS disclosure is set out below;  

Disclosure  with  

“No Content”  

Disclosure with “Content”  Applicant is barred from 

working with children 
and/or  

vulnerable adults  

Appointment 
proceeds subject to 

all other pre- 

employment checks.  
  

Applicant required to 
bring in certificate on 

first day  of 

employment.  

• Applicant asked to bring 
certificate in to show the 

Town Clerk as soon as 
possible. No start date is 

arranged.  

 

• The Town Clerk should 

contact a HR advisor to 

seek advice on the 

implications of the 

information revealed.  

 

 

• Manager completes 

Positive Disclosure 
Decision Sheet after 

discussion with the Town 

Clerk.  

 

• The Town Clerk must be 

involved in this decision if 

there is a child protection 

issue.  

Offer of employment is 
void.  

  
Appointment  is unlawful 

and must not proceed.  

 

13.3 Before a decision is reached on whether to offer or confirm employment to 

an individual, the individual will be offered the opportunity to discuss the 

content of the disclosure with the Town Clerk. The Town Clerk will make a 

balanced decision on whether they are satisfied to employ the 

person/service provider, based on:  
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• whether they are barred from appointment under the DBS lists;  

 

• whether the conviction is relevant to the position;  

 

• the circumstances surrounding the offence, and any explanations  

 

• provided by the applicant;  

 

• the seriousness of the offence;  

 

• the length of time since the offence occurred;  

 

• whether there is a pattern to the offending behaviour, or whether it was a 

one-off; and,  

 

• whether the applicant's circumstances have changed.  

  

13.4 Further discussion should take place regarding:  

  

• whether the applicant disclosed the conviction(s) / cautions, warnings or 

reprimands at application or at interview stage;  

 

• what level of supervision will the post-holder receive;  

 

• does the post involve responsibility for finance or items of value; and,  

 

• will the nature of the role allow the applicant to potentially re-offend?  

  

13.5 The Town Clerk will make the overall decision about whether to employ or 

not employ the person.  

  

13.6 The decision and the reasons for it will be recorded on a Positive Disclosure 

Decision Sheet, signed by the Town Clerk where necessary, and be stored 

on the person's file in a sealed envelope.  

  

13.7 If an applicant has made a false declaration on the application form, or 

anywhere else, about convictions and cautions (or lack of them), this may 

render the offer of a contract of employment void.  
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14. DBS DISCLOSURES FOR AGENCY WORKERS/ 

CONTRACTORS/SUB-CONTRACTORS/VOLUNTEERS  
  

14.1 Agency workers, contractors, sub-contractors and volunteers must be 

assessed against the same criteria as those working directly for the Town 

Council to see if a DBS Disclosure is required.  

 

(please refer to Appendix 1).  

  

14.2 It is the responsibility of the relevant Manager to put appropriate measures 

in place to validate and ensure contract compliance. 
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APPENDIX 1  

  

REGULATED  ACTIVITY RELATED TO CHILDREN  

  

➢ WHAT IS THE DEFINITION OF YOUNG PEOPLE/ CHILDREN?  
  

A person who is under the age of 18.  

  

➢ WHAT IS REGULATED ACTIVITY IN RELATION TO CHILDREN?  
  

Regulated activity relating to children is defined as work that a barred person must 

not do.  

 

It is as follows:   

Category 1:  

• Teaching, training, instructing, caring for or supervising children in an 

unsupervised capacity;  

• Providing advice/guidance on well-being to children in an unsupervised  

capacity;  

• Driving a vehicle for children only in an unsupervised capacity;  

• Work for a limited range of establishments (specified places) with 

opportunity for contact.  

• It is work that is done on a ‘regular’ basis i.e. one or more times a week 

or on 4 or more days in a 30-day period.  

  

Category 2:  

  

• Relevant personal care e.g. washing or dressing a child; or healthcare by 
or supervised by a professional, even if done only once  

• Registered child-minding 
• Foster carers.  

  

A DBS check is not required in respect of the activities in categories 1 and 2 

if the person undertaking these activities:  

  

• Is supervised at a reasonable level (refer to guidance on supervision);  

• Is providing treatment or therapy (instead of ‘health care’);  

• Is a supervised volunteer – supervised at a reasonable level;  

• Is carrying out occasional or temporary services e.g. window cleaners; of, 
• Is an office holder e.g. governor  
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General exceptions:  

Regulated activity relating to children does not include:  

  

• Family arrangements, and personal, non-commercial arrangements.  

• Activity by a person in a group assisting or acting on behalf of, or under 

direction of, another person engaging in regulated activity in relation to 

children.  
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RISK ASSESSMENT 

LONE WORKING 

Employees of the Town Council work alone at times due to the limited number 

of personnel and office opening hours to enable public access to the Council.  
Frequency 

Daily 

THE WORKPLACE AND WORK RISKS  

Question Yes No Comments 

Does the workplace present any special risks to a 

person working alone – work at 
height, confined spaces etc  ✓ 

Office well- presented and maintained. 

Is there safe access and egress 

✓  

Access via main door to Council Offices off Friargate, and back door 

and via Diocese front door. 

Can all plant and equipment to be used during 

lone working be safely handled by a lone person 
✓  

Only equipment photocopier, PC, telephone / fax, shredder 

If there is temporary access, such as ladders, 

trestles etc, can they be safely handled by a lone 

person N/A  

 

Can all substances and any hazardous materials 

be safely handled by a lone person N/A  
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THE WORKPLACE AND WORK RISKS 

Question Yes No Comments 

Can any manual handling that may have to be 

required be carried out safely by a lone person 
✓  

Only manual handling required is acceptance of deliveries for office 

consumables. 

Is there a risk of violence 

✓  

Minimal risk notwithstanding ease of public access to the building 

and Town Council staff. 

Are workers of different genders working alone at 
greater risk  ✓ 
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EMERGENCY ARRANGEMENTS  

Question Yes No Comments 

Are  adequate  first  aid 
facilities available 

✓    
First aid book & box located in 

Council office. 

Is there a need for training the lone worker in 

first aid 
✓ 

   

No first aid training has been provided. 
 

In an emergency can help easily find and reach 

the lone worker 
✓ 

   
Location of the offices known to the emergency services and 

councillors aware of employees’ location. 

Have emergency procedures been tested and 

found to be working well 
✓ 

   

Staff advised of evacuation procedure in the case of an emergency. 
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COMMUNICATION AND SUPERVISION  

Question Yes No Comments 

Are there arrangements for regular contact 

between lone worker and supervision 
✓  

Informal arrangement whereby there is daily contact with the 

Mayor and other councillors.  Either by physical presence in the 

office, telephone or email. 

Will supervisors periodically visit and observe the 

lone worker 
 ✓ 

Nature of organisation.   

Lone working due to limited number of personnel and the part-time 

working of all employees. 

 

Are automatic monitoring and warning devices 

appropriate and used (e.g. personal alarms, 

mobile phones) 
 ✓ No personal alarms provided nor office panic buttons. 

Is there easy access always to communication 

with the ‘outside world’ and 
emergency services 

✓  Offices conveniently located within the town centre.   
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THE LONE WORKER – personal assessment – SUMMARY - all results 

Question Yes No Comments 

Does the lone worker have a medical condition 

making them unsuitable for lone working 

  

✓   All staff recorded No. 

Does the lone worker have any medical condition 

on which any foreseeable emergencies may 

impose additional physical or mental burden which 

is unacceptable 

  

✓  All staff recorded No. 

Is the lone worker sufficiently experienced for the 

task 
✓     All staff recorded Yes. 

Is the lone worker provided with adequate 

information about the risks involved with the task 

and the precautions to be taken 

  ✓  

 Discussions with the Staff Sub-Committee about the risks involved.  

Is the lone worker provided with suitable training 

to allow the premises, equipment, any? 
substances to be used safely 

✓     

Instruction given on the security of the building and fire alarm 

system.  

Is the lone worker provided with suitable training 

to allow them to deal with any unforeseeable 

emergency 

✓     Procedures in place in the event of fire.  
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SIGNIFICANT FINDINGS – THOSE RATED HIGH AND REQUIRE ADDITIONAL CONTROL MEASURES 

 

Risks 
Identified 

Existing 
Control 

Measures 

Additional 
Control 

Measures 
 

Action Plan 

Person 

responsible 
Completion 

date 

Accessibility of the 

building by members 
of the public.  

Public counter to 

reduce the public 
area.   

 
Key pad locks 

Control the extent of access to the employees 

without withdrawing public access to the building 
and staff. 

 
Visitors register required.  

Town Council  Done 

Assault Access to office 
phones 

Personal alarms if unable to call for assistance Town Council 31/12/18 

Lack of qualified first 

aider in the event of 

an accident.   

 

Need to improve  
reporting mechanism 
and report to the 
Council to limit the 

risk in the future.  

First aid box and 

booklet  

First Aid training Town Council  31/03/18 
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Risks 
Identified 

Existing 
Control 

Measures 

Additional 
Control 

Measures 
 

Action Plan 

Person 

responsible 
Completion 

date 

Lack of formal 

reporting mechanism 
in the evident of an 
incident in the office.  

Informal arrangement 

exists with the Mayor 
to report issues.  

Procedure to approved and adopted in the event of 

an incident to comply with Health & Safety  

Town Council  31/03/18 

Lack of formal 
reporting mechanism 

for off-site meetings 

None In & Out Register required so that there is a record 
of the location of staff 

Town Council  31/03/18 

LOW & MEDIUM - ACCEPTABLE RISK WITHIN THE CONTROL MEASURES IDENTIFIED 

HIGH- UNACCEPTABLE RISK, INTRODUCE ADDITIONAL CONTROL MEASURES 

Name: V Tunnadine     Job Title: Town Clerk Date: January 2018 

 

Signature:  

 

Review Date: January 2019 
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RISK ASSESSMENT OFFICE 

Risk Evaluation 

Hazard  Risk Rating  Control Measures to be implemented Additional Action Required 
(action by whom, by when) 

Slips, trips 
 
 

Staff, Visitors, 
- could suffer 
injury e.g. sprains 

or fractures if they 
fall  

 
Personnel absence 

L Reasonable standards of housekeeping 
maintained. 
Trailing cables positioned neatly away from 

walkways. 
Damage to floor coverings and other repairs - 

repair/replacement as necessary 
Floors kept clear of items, e.g. papers, bags. 

Cabinet drawers and doors kept closed when 
not in use. 
Floor cleaned regularly.  

Adequate lighting. 

 
 
 

 
 

Manual Handling 

– carrying, 
lifting, pulling, 

pushing heavy 
loads e.g. 
furniture, PCs, 

stationery 

Staff - could suffer 

from back pain if 
heavy/bulky 

objects carried 
incorrectly 

L Trolley used to transport boxes of paper etc. 

Top shelves used for storage of light objects 
only. 
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Hazard  Risk Rating  Control Measures to be implemented Additional Action 
Required 

(action by whom, by when) 

Regular 
computer use – 

posture & 
eyesight 

Staff - may suffer 
from upper limb 

disorders 
(associated with 
repetitive actions) 

from regular PC 
use or suffer from 

eyestrain/headache 
if lighting/screen 
image is poor 

L All office equipment used in accordance with the 
manufacturer’s instructions. 

Defective plugs, cables equipment etc reported 
for repair/replacement 
Sufficient power sockets provided to reduce 

need for extension cables 
Staff discouraged from bringing in own electrical 

equipment as maintenance cannot be assured 
Kettle/water heater positioned so water spills 
cannot contact electricity supply or equipment 

Liquid spills mopped up immediately, paper 
towels provided in the kitchen. 

 
 

 
 
 

Electrical  
e.g. PC, printer, 

lamp, fan, 
heater, kettle, 
photocopier, 

shredder, 
extension leads 

Staff and others - 
could suffer 

electrical shock or 
burns if equipment 
is faulty 

L All office equipment used in accordance with the 
manufacturer’s instructions. 

Defective plugs, cables equipment etc reported 
for repair. 
Sufficient power sockets provided to reduce 

need for extension cables. 
Staff discouraged from bringing in own electrical 

equipment as maintenance cannot be assured. 
Kettle/water heater positioned so water spills 
cannot contact electricity supply or equipment 

Liquid spills mopped up immediately, paper 
towels provided in the kitchen. 
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Hazard   Risk Rating  Control Measures to be 
implemented 

Additional Action 
Required 

(action by whom, by 

when) 

Fire   Staff and other 
building users - 

could suffer 
from smoke 

inhalation or 
burns if trapped 
in office 

L Staff induction includes fire evacuation 
procedures and means of raising the 

alarm. 
Annual fire evacuation practice carried out 

by landlord. 
Access to fire exits kept clear  
Regular removal of combustible waste. 

Heaters located away from combustible 
materials and switched off when office is 

left unattended. 

Fire  

Lone working  Staff - if 

presence not 
known in the 
event of an 

emergency. 
 

Threat to 
personal 
security 

H Telephone contact available always. 

Staff advised to ensure unauthorised 
persons do not gain access when using 
building out of hours. 

Staff record where they are visiting during 
office hours and estimated time of return. 

Each staff member 

completed individual risk 
assessment. 
Lone Worker Policy 

developed. 
Office Security Policy 

developed. 
Visitor register, In & Out 
Register and personal 

alarms required. 

Stress  Staff - from 

pressure of work 
demands, lack 

of job control, 
insufficient 
support from 

colleagues, not 
knowing their 

role. 

L Work plans, objectives & deadlines 

discussed and agreed at annually or more 
frequently if need arises. 
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Hazard  Risk Rating  Control Measures to be 
implemented 

Additional Action 
Required 

(action by whom, by when) 

Environmental 
hazards 
 

a)  thermal 
comfort 

 Staff – may 
feel too 
hot/cold or 

suffer other 
general 

discomfort  
 

L Building temperatures kept 
as reasonable as possible 
with supplementary 

heating/cooling available 
when necessary  

Office is adequately 
ventilated. 

b) space  
 

 Staff and 
others – 

contact with 

furniture if 
insufficient 

space to move 
around  

L Space provided is sufficient 
to enable free movement 
around the office, and for 

carrying out tasks. 
Individual space 

requirements are re-
considered when additional 

equipment furniture is 
acquired.     

c) lighting Staff and others – 

may suffer 
eyestrain if 

lighting is 
insufficient or of 

the wrong type 

L Lighting levels sufficient for the room, 

tasks undertaken, and glare is minimised. 
Window blinds fitted where necessary to 

adjust lighting levels 
Local lighting (e.g. lamps) is provided for 

close work where necessary. 
Light switches are easily accessible, and 
lights are switched off when the room is 

vacated. 

 

Chemical e.g. 

photocopier 
toner/ ozone 

production, 
cleaning 
materials 

Staff  L Toner changed in accordance with 

manufacturer’s instructions.  
All spills are cleared up immediately and 

waste appropriately disposed of. 
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LOW & MEDIUM - ACCEPTABLE RISK WITHIN THE CONTROL MEASURES IDENTIFIED 
 

HIGH- UNACCEPTABLE RISK, INTRODUCE ADDITIONAL CONTROL MEASURES 
 

 
Name: V Tunnadine     Job Title: Town Clerk Date: January 2018 

 

Signature:  

 
Review Date: January 2019 
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ITEM 9 ASSET REGISTER 
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PENRITH TOWN COUNCIL 

COUNCIL 26 FEBRUARY 2018 

REVENUE BUDGET 2018-2019:  BUDGET PROPOSAL 

AUTHOR: V. Tunnadine Town Clerk 

D Rawsthorn Asset Transfer 

Support Officer 

 

SUPPORTING MEMBER: Cllr. Scott Jackson- Mayor 

Cllr. Ron Kenyon- Chairman of 

Finance Committee  

 

ITEM NUMBER: 10 

 

LINK TO COUNCIL FUNCTIONS  

SUBJECT POWER LEGISLATION 

Setting a 

revenue budget 

for 2018-19 

A local Council may set an 

annual precept after considering 

its budget requirement 

Section 41 LGFA 1992 

LINKS TO COUNCIL PRIORITIES 

The budget should be the financial manifestation of the Council’s priorities. The 

budget was drawn up by each committee after considering what budget it needed to 

deliver the priorities set out for it in the Council Plan 2018-23. Appendix A shows the 

budget detail on a committee by committee basis. 
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1. INTRODUCTION  

1.1 This report considers the Council's revenue budgets as follows; 

• a revised budget for 2017/18, and 
• a budget and precept for 2018/19 

1.2 The report also sets out a five-year medium term financial plan with indicative 

budgets for the four years after 2018-19. 

1.3 An initial draft of this report was reviewed by the budget Task and Finish group on 
11 December 2017. The group is made up of the members of this committee and 

the mayor. The deliberations of that group have informed the draft budget 
considered by the Finance Committee on 22 January 2018.This report sets out the 
recommendations of the Finance Committee. 

2. RECOMMENDATIONS 

 

 1 The revised budget for 2017-2018 (see section 4) is: 

 £  
Planning committee 25,000  
CCEG committee 123,500  

Finance committee 218,387  
Contingency 0  

CTRS grant -7,031  

Net Expenditure 359,856  

Less: Precept -372,145  

Contribution to reserves 12,289  

 

 2 The budget for 2018-2019 (see section 5) is: 

 £  

Planning committee 30,000  
CCEG committee 98,500  
Finance committee 292,501  

Contingency 4,796  
CTRS grant -8,058  

Net Expenditure 417,739  
Plus: Contribution to Reserves 0  

Precept  417,739  

 

        3 The level of reserves as set out in section 6 is noted  

         4 The Medium Term Financial Projection 2018-23 set out at appendix B is noted 
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3. CONSTITUTIONAL REQUIREMENTS 

3.1 Preparation of the budget and setting the precept is one of the most important tasks 

that a local council must undertake. Preparation of a budget is required as part of 

‘proper practices’ and as such is a statutory requirement. In addition, it is not lawful 
to set a precept unless a budget has been prepared and approved. 

3.2 The precept is the balancing figure after taking account of estimated net 

expenditure, other estimated income and any amounts proposed to be taken to, or 
from, reserves 

3.3 The budget must be approved, and the precept set, at a Full Council meeting. As set 
out in section 41 of the 1992 Local Government Finance Act, the statutory deadline 

for setting the precept is 28 February 2018. In Penrith, this is an aggregation of the 
Council Tax charged by the County Council, the District Council, the Police and Crime 

Commissioner, and the Town Council. 

4. REVISED BUDGET FOR 2017-2018 

4.1  The revised budget, at Appendix A, shows an increase in net expenditure from 

£347,778 to £359,856. This increase of £12,078 can be explained as follows;   

         £   Note 

 Staffing costs    -4,952 1.  

 Deletion of contingency   -5,183 2.  

 Office relocation: one off   31,861 3.  

 Specialist planning consultants  -5,000 4.  

 Britain in Bloom                                  10,000        5 

 Inward Investment     -6,800 6 

 Cultural Strategy    -5,000 7   

 Other small changes      -2,848   

 Increase in budget    12,078    

 

Notes 

 1. This was lower than estimated because the provisional rate of 30% 

superannuation was reduced to a rate of 17.5% (plus lump sum of £3,000) 
following the triennial pension fund valuation.  

 2. The contingency was to cover anticipated pay and price inflation- this is now 

built in to the revised estimates. 
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 3. It was agreed that the one-off costs of the office move would be funded out of 

reserves by charging directly to in-year revenue. This cost had originally been 
expected to fall in to 2016/17, whereas it took place in 2017/18. 

 4. This has been pushed back a year due to the timescale of the draft 

neighbourhood plan. 

 5. Funding to enable participation in Britain in Bloom: formal invitation awaited 

 6. Budget reduced to part fund new Britain in Bloom budget 

 7 Actual spend in 2017/18 is estimated as £5,000 compared to the original 
estimate of £10,000.  

5 REVENUE BUDGET FOR 2018-2019 

5.1  Level of Precept 

 The budget for 2018-2019 (Appendix A) shows an increase in the precept from 
£372,145 in 2017/18 to £417,739 in 2018/19. This increase of £45,594 is 

explained as follows 

 £ Note 

Devolved services 42,294 1 
Staff growth 51,952 2 
Remove contribution to reserves

  

-24,367 3 

Britain in Bloom 15,000 4 

Inward investment -10,000 5 
Events programme -7,000 5 
Cultural strategy -10,000 6 

Christmas lights -10,000 7 
Other -2,285  

Increase in precept 45,594  

 Notes 

 1. Council on 25th September agreed in principle to increase the town council’s 

precept by the amount the abolition of Special Expenses reduced Eden Council 

Tax. To ensure this was only used for devolved services it was agreed that 
any excess of income over actual cost should be budgeted for as a 
contribution to a devolved services fund. The £42,294 increase shown here is 

made up almost entirely of that contribution. 

 2. This largely represents the cost of creating a post of operations manager and 
replacing the administrative assistant post with the post of community 

engagement officer. 

 3. As the precept rise is to be limited to the amount that Special Expenses is 
reduced by, a number of budget reductions were required. The build-up of the 

Council’s reserves is ahead of target. Therefore, no contribution is budgeted 
for in 2018/19. The medium term financial plan shows contributions 
recommencing in 2019/20. By 31 March 2023 reserves should be at the final 

target level of 50% of net expenditure. 
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 4. Funding to enable participation in Britain in Bloom: formal invitation awaited 

 5. Virement of budget to support funding for Britain in Bloom 

 6. The specific budget has been deleted as it is considered that this will be 
addressed through extant workstreams, principally the Neighbourhood Plan. 

 7. In previous years the council has contributed significantly to Christmas lights 
infrastructure. The BID, which has been agreed for a further five-year period, 

will continue taking responsibility for the lights. It will be able to apply for 
grant support to the council if it requires additional funding 

5.2 Increase in precept and abolition of Special Expenses 

 At its meeting on 25 September 2017 the council considered a report 

entitled,’ Abolition of Special Expenses and Funding of Devolved services.’ 

The council made a number of resolutions. Council resolved that; 

I. The Council agree in principle to increase its 2018/19 precept by £45,594, in 

addition to any changes proposed through the normal budgeting process. 

II. Subject to recommendation (i) above being confirmed by the Council in its 

2018/19 budget, the Council uses this additional precept income to contribute 

to the full on-going revenue costs of additional devolved services, known as 

‘tranche 2’. 

III. Where this Council agrees to take on any additional services devolved from 

Eden District Council, the four-year funding offer must start at the date of 

transfer not from 1 April 2018. 

IV. To the extent that this increase of £45,594 is greater, in any one year, than 

the net cost of all devolved services in the difference be put in to a 

‘devolution reserve’ and used to support devolved services in the future. 

V. The Council agrees in principle not to take on any further services not funded 

by the additional precept income noted in (i), unless the on-going revenue 

cost is offset by an accompanying income source. 

 

Resolutions I, II, and IV impact directly on the 2018/19 budget and precept. 

In consequence; 

• The finance committee’s budget for devolved services is set in total as 

£45,594. This is made up of a net cost of running the services in 

2018/19 of £3,655 and a contribution to the devolution reserve of 

£41,939. It should be noted that the net cost of running the services is 

so low in 2018/19 because EDC is paying grants of 75% (second year 

of sliding scale) for all Tranche 1 services and grants of 100% (first 

year of sliding scale) for all Tranche 2 services and Fairhill. 

• The increase in the precept for 2018/19 has been limited to £45,594. 

As noted above this has required a number of budgets to be reduced 

from their 2017/18 levels to stay within this cap whilst also 

accommodating the level of proposed growth in staff costs 



 
 

26 February 2018/Council / Budget/DR & VT/Page 99 of 208 Penrith Town Council 

 

 

Section 5.4.2 considers the level of Council Tax being charged by the town 

council and Eden DC. As per the proposal agreed by Council in relation to 

Special Expenses, the intention is that the increase in the town council’s 

2017/18 precept (expressed as Band D Council Tax) is balanced by an 

equivalent reduction in Eden DC’s Band D Council Tax charged to Penrith 

residents. 

 

5.3 Budgeting for transferred services 

The budgets for transferred services have been moved from the CCEG budget 

to the finance budget and are shown under the ‘services’ budget heading. It 

should be noted that the total budget for services will be used in part to fund 

a handyman/ caretaker function to deal with day-to day maintenance of 

transferred assets. It is estimated this will cost in the region of £8,000. 

5.4 Precept per Band D property 

5.4.1 Town Council only 

 Council Tax is normally expressed as an amount per Band D dwelling, which 

is an approximate average. Band D is one of the middle Council Tax bands. 

 If the proposed precept of £417,739 is agreed, then the Band D Council Tax 

for Penrith Town Council will be as follows: 

 2017/18 2018/19 

Precept £372,145 £417,739 

Taxbase as number of Band D dwellings 5,123 5,215 

Cost per Band D dwelling   

  Per year £72.64 £80.10 

  Per week £1.40 £1.54 

 

 The precept per Band D amount shows an increase of 10.3% from 2017/18 

to 2018/19. 
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5.4.2 Town Council and Eden DC 

 The amount of Council Tax charged by Eden DC and the town council is 

shown below (the total Council Tax bill also includes the elements relating 
to Cumbria County Council and the Police and crime Commissioner: see 5.5 

below). 

 Band D Council Tax 

 2017/18  

£ 

2018/19 

£ 

Penrith Town Council 72.64 80.10 

Eden District Council (Penrith residents) 199.65 190.75 

Agreed 

Total PTC and EDC 272.298 270.85 

 The total amount has reduced slightly from 2017/18 to 2018/19: the 
reduction is because there has been an increase in the taxbase in Penrith. If 

the taxbase had remained the same for 2018/19 as for 2017/18 then the 

total would not have changed. 

 Whilst making comparisons with other local councils should be treated with 
some caution it can be useful background information. Comparative Precept 

levels are shown at appendix C. 

5.5 Total Council Tax bill in Penrith 

 The total Band D Council Tax paid by the residents of Penrith is made up as 
follows. This shows both the current amount for 2017/18 and the proposed amount 
for 2018/19. The proposed amount is based on the draft proposals of each body 

for 2018/19 (Eden DC amount is agreed). 

Band D Council Tax 

 17/18 18/19 Change 

 £ £ % 

Penrith TC 72.64 80.10 10.27% 

Eden DC 199.48* 190.75 -4.38% 

Cumbria CC 1,293.46 1345.07 3.99 % 

Police 220.96 232.87 5.39% 

Total 1,786.54 1,848.79 3.48% 

 *includes Special Expenses: not in 2018/19 
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5.6 Possible restriction on precept increases 

 The government continues to have the ability to ‘cap’ the level of Council Tax 
increase for local Councils. Following intense lobbying by the National Association 
of Local Councils the government has decided as part of the Local Government 

Finance Settlement (whilst this is the provisional settlement it is expected the final 
settlement will be the same) that it would, ’defer the setting of referendum 

principles for town and parish councils for three years.’ 

6 LEVEL OF GENERAL RESERVES 

6.1 Based on the draft budgets the Council’s unearmarked general reserves are 

expected to be: 

 £ 
Actual at 1 April 2017 113,246 

Less: Contribution to reserves 12,289 

Estimated Balance at 31 March 2018 125,535 

Plus, Contribution to reserves 0 

Estimated Balance at 31 March 2019 125,535 

6.2 The Council’s Reserves strategy (approved at this committee’s meeting in July 2017) 
sets a target level of half of annual net expenditure. The budgeted net expenditure 

in 2022/23 of just over £420,000 indicates a target level of £210,000 for reserves. 
Current reserves are below this target level, however reserves have increased 

considerably over the last year (during 2016/17 reserves increased from £37,725 to 
£113,246). As noted in section 5.1 (note 3) a contributions ‘holiday’ is proposed in 
2018/19. However, annual contributions to reserves of £23,872 are planned for each 

of the four years, from 2019/20 to 2022/23. By March 2023 this should bring 
reserves up to just over £221,000. 

6.3 Whilst the current level of general reserves is below the target level it is considered 

that the Council has set out a sustainable plan in its medium term financial 
projection (see appendix B) to build reserves up to the target level. 

7 MEDIUM TERM FINANCIAL PROJECTION 2018-23 

7.1 The medium term financial projection for the five-year period 2018-23 is set out at 

appendix B. 

7.2 The budgets shown for 2019-23 are indicative only. The Council is only approving 

and committing to the 2018-19 budgets. However, there is value in the Council 
looking at its financial position in the longer term. So, for example the projection 
demonstrates how the Council will build its reserves up to the target level. 

7.3 The indicative precept, per Band D property is shown as increasing from £80.11 in 

2018/19 to £85.05 in 2022/23. This is an average rise of about 1.5% per annum 
which is below the projected level of inflation (2.5%). 

 

 



 
 

26 February 2018/Council / Budget/DR & VT/Page 102 of 208 Penrith Town Council 

 

8 RISK MANAGEMENT IMPLICATIONS 

8.1 Risk Management is a process whereby attempts are made to identify, actively 

control and reduce risk to protect the Council.   

8.2 Two risks have already been flagged up in the body of this report, which are; 

• The possibility of the government introducing a cap on local Council increases 

in Band D precept for 2018/19: the government has confirmed that this will 
not be applied 

• Council reserves are currently below target levels- this is being addressed by 
planning for annual contributions to reserves over the four years 2019/20 to 
2022/23. The proposed contributions ‘holiday’ in 2018/19 is justified as 

reserves increased considerably more than planned during 2016/17. 

One additional risk is that at some point Eden DC stops paying the Council Tax 
Reduction Scheme Grant to town and parish councils in Eden. A grant of £8,058 

will be received in 2018/19. It is considered that attempts may be made to 
withdraw the grant in the medium term: this should be actively contested 
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Background Papers:  
• Budget spreadsheets 
• Reserves Strategy 2017-18 

• Various e-mails with Eden DC, Cumbria constabulary and Cumbria County Council 

Officer Contact:  

Viv Tunnadine: townclerk@penrithtowncouncil.co.uk 

David Rawsthorn:  assetofficer@penrithtowncouncil.co.
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Appendix A 

 

Budget Detail 
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Budget 2018-2019 

 Summary 

 2017-

18 

2017-18 2018-

19 

 

 Original Revised 
 

Note 

 Budget Budget Budget  

Committees £ £ £  

Planning 30,000 25,000 30,000  

Communities, Culture and Economic Growth 133,500 123,500 98,500  

Finance 186,126 218,387 292,501  

Committees' Net Requirement 349,626 366,887 421,001  

Contingency 5,183 0 4,796 1 

Council Tax Reduction Grant -7,031 -7,031 -8,058 2 

Net Expenditure 347,778 359,856 417,739  

Less:     

Precept -372,145 -372,145 -417,739  

     

Use of/Contribution to (-) reserves -24,367 -12,289 0  

 

NB minus figures are income  

Notes  

1 The budgets are stated at cash prices. The contingency provides for estimated price 

inflation. 

2 This grant is determined by the district Council. It part compensates the Council for 
reduced Council Tax income arising from the Council Tax Reduction Scheme.  
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Budget 2018-2019 

Planning Committee 

Summary  

 Original 
Budget 

2017-18 

Revised 
Budget 

2017-18 

Budget 
 

2018-19 

Notes 

Budget Heading £ £ £  

Officer support 6,000 6,000 6,000 2 

Planning consultants 7,000 7,000 7,000 3 

Specialist Consultants 5,000  5,000 4 

Consultation events 7,000 7,000 7,000 6 

Printing and stationery 5,000 5,000 5,000  

Grants 0  0 5 

Total net expenditure 30,000 25,000 30,000 1 

 
 

Notes 
1 This budget is provided so that the committee can deliver the Neighbourhood Plan 

for Penrith. It is intended that the plan will be agreed in 2019/20. The estimated 

cost in future years is £20,000 in 2019/20.  This is a revision from the original 
budget plan as the full costs of the referendum are borne by the District Council 

2 Staff resource will be required to undertake research and support the specialist 

consultants. 
3  Planning consultants have been appointed following a competitive procurement 

exercise. 
4 Specialist Consultants will be required as part of the consultation for the draft plan  

5 It is hoped to apply for another grant for 2017/18 from the Department of 
Communities and Local Government under its Community Rights Programme 
grant.  The amount awarded in a second grant would be lower than the original 

grant.  There is no certainty of receiving a grant and it is therefore not shown in 
the budget. 

6 The Consultation on the draft Neighbourhood Plan will be costly as it will need to 
be posted to all households within the parish area. 
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Budget 2018-2019 

Communities, Culture and Economic Growth Committee 

Summary 

 Original 
Budget 

2017-

18 

Revised 
Budget 

2017-

18 

Budget 
 

2018-

19 

Notes 

 £ £ £  

Budget Heading     

Sport and recreation 17,500 20,000 15,000 1 

Arts and entertainment 39,000 34,000 22,000 2 

Environment 15,000 18,200 24,000 3 

Tourism and inward investment 30,000 23,800 10,000 4 

Grants and sponsorship 32,000 27,500 27,500 5 

Total net expenditure 133,500 123,500 98,500  

     

Notes  
1 The revised 2017/18 budget and the 2018/19 budget both include 
funding of £15,000 towards the Castle Park development group. The 

revised 2017/18 budget includes a £5,000 contribution towards play 
equipment at Fairhill: this includes the budget of £2,500 from 2016/17 
which was unspent. 

 

2 The 2018/19 budget is made up of an events programme of £22,000 
(total cost of £45,000 less Eden DC funding of £23,000). 

 

3 The 2018/19 budget is made up of £8,000 for Penrith in Bloom, 
£15,000 for Britain in Bloom (assumes the council is invited to 
participate) and £1,000 to support various ‘greening’ initiatives. Funding  

to help support the transfer of services and assets from Eden DC is now 
shown (from revised 2017/18 estimate onwards) in the finance 

committee. 
4 The 2017/18 budget is made up of £10,000 towards the cost of 

developing an inward investment strategy. 
5 This budget covers a range of grants and sponsorship such as the 
Schools Festival, heritage institutions, remembrance events, shop fronts 

etc. 
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Budget 2018-2019 

Finance Committee 

Summary 

 Original 
Budget 

2017-

18 

Revised 
Budget 

2017-18 

Budget 
 

2018-19 

Notes 

 £ £ £  

Budget Heading     

Accommodation 6,810 30,897 10,410 1 
Staff costs 136,416 131,464 188,367 2 
Civic costs 6,250 3,300 3,300  
Cost of democracy 3,000 1,704 1,000 1 
IT 8,000 14,728 14,280 3 
Communications 3,000 4,200 4,500  
Services 0 -1,068 45,594 4 
Data Protection 0 2,000 2,000 5 
Other overheads 17,650 17,427 18,050 6 
Repairs and renewals 5,000 12,660 5,000 1 
Total net expenditure 186,126 217,312 292,501  
     
For notes see overleaf     
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Notes 

1 The council moved in to new premises in August. As agreed by council 
the cost of the relocation was borne by reserves through the revenue 

charge to the accommodation and the repairs and renewals budgets. 
2 The 2018/19 budget includes the following staff (as recommended by the 
staffing sub-committee and agreed by the finance committee); 

  
• Town clerk- permanent: fulltime 

• Deputy Town Clerk- permanent: 18 hours a week 
• Economic development officer- permanent: 18 hours a week 
• Asset transfer officer- temporary until June 2018: 15 hours a week 

• Community Engagement Officer- new permanent post from 1 April 
2018: 18 hours a week (replaces the administrative assistant post) 

• Operations manager- new permanent post from 1 April 2018: 37 
hours a week  

3 The IT costs reflect the new configuration required to support the council in its 

new premises. The revised 2017/18 budget includes a one-off cost of £1,355 for 
the equipment for the new post of operations manager. 

4 The budget for services has been moved from CCEG to this committee. In 
2018/19 the budget includes all the tranche 1 and tranche 2 services and the 
Fairhill recreation grounds. In accordance with the council’s commitment a 

contribution to a devolution reserve (£41,939) is included so that the total cost of 
the services budget equates to the rise in the precept (£45,594) which is the 

amount Special Expenses reduces by 
5 New data protection legislation requires local councils for the first time to 

provide a data protection ‘officer’ function 
6 The main overheads included in the 2018/19 budget are accountancy (£7,700), 
legal fees (£3,000), and insurance (£2,300).  
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Appendix B 

 
Medium Term Financial Projection 2018-2023 
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Appendix B 

Medium Term Financial Projection 

A- Summary Budget 
 2018-19 

£ 
2019-20 

£ 
2020-21 

£ 
21/22 

            £ 
22/23 

           £ 
 

Planning committee 30,000 20,000 10,000 10,000 10,000  

CCEG committee 98,500 88,500 88,500 88,500 88,500  
Finance committee 292,501 298,288 292,288 295,589 306,064  

Contingency 4,796 4,796 4,796 4,796 4,796  

Price inflation 0 10,102 19,404 29,354 40,186  

Council Tax Reduction grant -8,058 -7,500 -7,500 -7,500 -7,500  

Net expenditure to be funded  417,739 414,186 407,488 420,739 442,046  

Less: Precept -417,739 -438,057 -431,360 -444,611 -465,918  

Contribution to reserves 0 -23,872 -23,872 -23,872 -23,872  

 

The above are stated at estimated cash prices in the relevant years 

The main reasons for variations are; 

• Planning Committee- the neighbourhood plan is planned for completion in 
2019-20. It will then be extant through the life of the Eden DC Local Plan to 

2032. Therefore, reduced expenditure is indicated beyond 2019-20 

• CCEG committee- 2018/19 is the last year for the contribution to the Castle 

Park Development group (£15,000) 

• Finance Committee; 

➢ The two-year funding for the asset transfer support officer ends in June 

2018. 

➢ Annual salary increments are budgeted for 

➢ There is a budget of £6,000 for elections in May 2019  
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B- General Reserves 

 2018-

2019 
£’000 

2019-

2020 
£’000 

2020-

2021 
£’000 

2021-

2022 
£’000 

202

220
23 

£00

0 
Opening 125 125 149 173 197 

Contribution in year 0 24 24 24 24 

Closing 125 149 173 197 221 

 

C- Band D Precept 

 2018-

2019 
 

2019-

2020 
 

2020-

2021 
 

2021-

2022 
 

202

220
23 

 
Precept- £’000 418 414 431 445 466 

Tax base- number of Band D properties 5,215 5,281 5,346 5,412 5,478 
Annual Band D precept- £ 80.10 82.96 80.68 82.15 85.05 
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Comparative Precept Levels 

 Whilst making comparisons with other local councils should be treated with some 

caution it can be useful background information. The table below sets out the 
2017/18 precept per Band D property for the larger town Councils in Cumbria: 

Town Council Population Band D precept £ 

Kendal 28,000 35.24 

Workington 25,400 67.52 

Whitehaven 23,800 51.38 

Penrith 15,500 72.64 

Maryport 12,000 73.19 

Ulverston 11,600 47.89 
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PENRITH TOWN COUNCIL 

FULL COUNCIL 26 FEBRUARY 2018 

DEVOLUTION OF SERVICES AND ASSETS - TRANCHE 2 

AUTHOR: ASSET TRANSFER SUPPORT OFFICER 

- DAVID RAWSTHORN 

LEAD MEMBER: CLLR. DAVID WHIPP 

ITEM NUMBER: 11  

To consider the possible transfer of Coronation Garden, Play Areas (including 

associated recreation areas) and public toilets from Eden District Council to 

Penrith Town Council. 

RECOMMENDATIONS 

That the Town Council offers to take over the following assets from Eden 

District Council: 

 

 

a. CORONATION GARDENS 

i. The Council takes over full operational and financial responsibility for the 

Coronation Gardens from the date when ownership is transferred, on the 

basis set out in section 4 and in appendix A; and  

ii. Ownership is transferred once Eden District Council has completed the any 

repairs identified by a joint inspection to ensure the gardens are in a 

reasonable condition. 

iii. Eden District Council provides four-year grant funding on a tapering basis 

from 1 April 2018 as set out in section 8, subject to that funding being 

paid for a period no shorter than three and a half years. 
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b. PLAY AREAS AND ASSOCIATED RECREATION AREAS  

iv. The Council takes over full operational and financial responsibility for: 

 The six play areas (outlined in red on maps in appendix C) at; 

• Carleton 

• Castletown 

• Milton St 

• Pategill 

• Scaws 

• Wetheriggs 

 

And  

 

The five associated recreation areas (outlined in blue on maps in appendix 

C) adjacent to the Carleton, Milton St, Pategill, Scaws and Wetheriggs play 

areas. 

From the date when ownership is transferred, on the basis set out in 

section 5 and in appendix B; and  

v. The Bowscar play area is not transferred. 

vi. Ownership is transferred once Eden District Council has completed any 

repairs identified by an independent inspection to ensure the play areas 

are in a reasonable condition. 

vii. Eden District Council provides four-year grant funding on a tapering basis 

from 1 April 2018 as set out in section 8, subject to that funding being 

paid for a period no shorter than three and a half years. 

 

c. PUBLIC TOILETS 

viii. The public toilets in Penrith are not transferred. 

ix. The Council engages with Eden District Council and other stakeholders to 

determine the best way of providing public access to high quality toilets in 

Penrith. 
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FORMAL TRANSFER OF ASSETS OWNERSHIP AND SERVICE 

RESPONSIBILITY 

x. The Services and Contracts Manager is given delegated powers, in 

consultation with the Mayor, to determine when the conditions set out in 

the above recommendations have been met. 

xi. The Mayor signs any formal documents on behalf of the Town Council 

accepting the transfer of any the above assets and services. 

  
 

1. LAW LINK TO COUNCIL FUNCTIONS  

SUBJECT POWER LEGISLATION 

Coronation 

Gardens 
To provide recreational facilities 

Local Government Act 

1972 

Play areas To provide recreational facilities 
Local Government Act 

1972 

Public toilets To provide public conveniences Public Health Act 1936 

2. LINKS TO COUNCIL PRIORITIES 

At its meeting on 27 November 2017 the council agreed its updated Devolution Plan 

for 2017-22. All the assets and services within in this report were included within 

that report. 

3. BACKGROUND 

3.1 Ever since its creation the Town Council has sought to have local services 

transferred from Eden District Council.  

3.2 As, and when, proposals for the transfer of individual assets and services are 

agreed by Eden District Council and Town Council officers they are brought to 

the respective councils for formal consideration. Both Eden District Council and 

the Town Council agreed at respective meetings in March 2017 to transfer a 

range of services. This tranche 1 comprised; 

• Musgrave Monument  

• Cornmarket Bandstand 

• Bus shelters  

• Benches and seats  

• War Memorials  
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In addition, the transfer of the Fairhill recreation field was formally agreed for 

transfer by the two councils in May 2017. 

The Town Council agreed to the tranche 1 and the Fairhill transfers after considering 

reports which set out the conclusions of detailed ‘due diligence’ work. 

3.4 As part of the report on the 2016-21 Devolution Plan (Council meeting 20 March 

2017) the Town Council noted that Eden District Council had agreed to explore the 

potential to transfer a tranche 2 of assets and services to the Town Council 

comprising; 

• Coronation Gardens 

• Play areas 

• Public Toilets 

3.5 In agreeing to work with Eden District Council to explore transferring this 

tranche 2 of assets it was noted that two potential stumbling blocks were; 

i. This Council requires that any transferred asset is transferred on a freehold basis. 

It is considered that this should not be a barrier as appropriate safeguards required 

by Eden District Council can be built in to title transfers. 

ii. This Council requires that any transfers have no impact on the precept 

(expressed as an amount per Band D property): though the ending of Special 

Expenses may allow some flexibility. 

3.6 The Devolution Plan states that ‘assets should be in a ‘fit for purpose’ condition’ 

3.7 Eden District Council is offering a 4-year tapering grant to support the transfer 

of the tranche 2. This grant was offered for tranche 1 services and Fairhill as well. 

However, unlike tranche 1, the offer from Eden District Council for tranche 2 is that 

the four years starts from 1 April 2018 not the date of transfer. The Town Council 

agreed at its meeting on 25 September 2017 that 

‘Where this council agrees to take on any additional services (i.e. tranche 2) 

devolved from Eden DC, the four-year funding offer must start at the date of 

transfer not from 1 April 2018’ 

This is considered further in section 8 below. 

3.8 Earlier on this agenda the Council will have considered the proposal to increase 

the council’s precept in 2018/19 by the amount that Eden District Council reduces 

its Council Tax by in Penrith, consequent upon the abolition of Special Expenses. 

This increase will fund the on-going cost of tranche 2 services and this report 

assumes that the increased precept has been agreed. This is considered further in 

the financial implications section. 

3.9 This report is the culmination of the due diligence process and provides full and 

adequate information for councillors to make an informed decision 

3.10 There will be a variety of further detail to address to ensure that each transfer 

minimises any operational issues.  
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4. CORONATION GARDENS 

4.1 The details of the asset transfer are set out in appendix A.  

Key points to note are; 

• Budgeted annual costs in 2018/19 are £1,100 (2016/17 prices) for 

maintenance and estimated costs of £200 per annum for power and water.  

• Coronation Gardens were substantially renovated in 2012 largely funded 

through the Heritage Lottery Fund in partnership with Penrith Rotary club, 

together with contributions from Eden District Council and other bodies. It is a 

formal garden but there is also four large interpretive sculptures that are lit at 

night and a series of information boards and banners. The main issue is that 

several of the lights are not working around two of the sculptures and repair is 

proving difficult as the cables are underground, and the installing electrician 

has ceased trading. This issue needs to be resolved before transfer  

• EDC has registered title to the gardens. The freehold is to be transferred to 

the Town Council. There may be a number of existing constraints that apply 

to the land: this will need to be confirmed (also see above re possible lottery 

fund obligations). These will transfer with the freehold. In addition, it is likely 

that Eden DC will impose a condition that to ensure that the gardens are 

maintained as a public open space: such a condition would be reasonable. 

5  PLAY AREAS (INITIAL OFFER FROM EDEN DC) 

5.1 Seven play areas (Bowscar, Carleton, Castletown, Milton St, Pategill, Scaws and 

Wetheriggs) have been offered for transfer. Details (excluding Bowscar) are set out 

in appendix B.  

Key points to note are; 

• Budgeted annual maintenance costs in 2018/19 are £4,400 (2016/17 prices) 

• In addition to the annual costs there will also be ad hoc repairs, replacements 

and maintenance. It is difficult to estimate future costs of repairing and 

maintaining the play area equipment. However, it should be noted that major 

play area re-vamps and extension have tended to be undertaken after 

fundraising by community groups. In addition, where play areas have been 

recently re-furbished there will be guarantees in place for a period for both 

the equipment and surfacing (Carleton and Milton St.) 

• If Eden DC agree to transfer the play areas it is proposed that the town 

council commissions an independent inspection to identify any repairs needed 

to bring the play areas up to a reasonable condition. This would be a cost to 

the town council (about £1,000 to £1,500). 

• Apart from the play area at Bowscar, all the play areas compromise numerous 

pieces of equipment and are clearly well used by the local communities. 
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Bowscar comprises one swing (with two seats) in a small grassy area. It is not 

clear how much this is used. It is recommended that this is not transferred at 

this stage. It has been suggested to Eden DC that they undertake consultation 

to assess current usage: there may be a more suitable use for the current 

area.  

• All the play areas apart from Scaws are owned by Eden District Council who 

have registered title. However, Eden District Council has no title to the Scaws 

play area. Eden District Council will make a statutory declaration that they 

have enjoyed occupation of the site since it was built. Once the play area is 

transferred then the Town Council will seek to register a title based on the 

statutory declaration. There may be a number of existing constraints that 

apply to the play areas: these will need to be confirmed. Any such constraints 

will transfer with the freehold. In addition, it is likely that Eden DC will impose 

a condition to ensure that the play areas are maintained as public facilities: 

such a condition would be reasonable. 

• The Services and Contracts Manager will undertake management of the play 

areas.  

6 PLAY AREAS (COUNTER OFFER TO EDEN DC) 

6.1 A site visit of all the play areas was undertaken by the town clerk and the 

asset transfer officer. It readily became apparent that in all cases (except 

Castletown which is a play area fenced off from the formal football pitches) 

the play areas were situated within a wider area of informal recreation 

land owned and maintained by Eden District Council. In a number cases 

there was no clear delineation between the play area and the adjoining 

recreation land. It was agreed that it made a lot of sense for the whole 

areas to be transferred (the ‘wider areas’). These are shown in Appendix 

C. As can be seen this would lead to the transfer of a far larger area of 

land (9.5 acres in total) although, apart from the multi-use play areas, all 

the equipment is situated within the play areas. 

 

6.2 The estimated additional annual cost of the ‘wider areas’ over the cost of 

the play areas is estimated to be about £12,100 (2017/18 prices). This 

relates very largely to grass cutting. This does not include ad hoc 

maintenance costs e,g. for hedging, tree maintenance etc.. 

 

 

6.3 The legal position is the same for the wider areas as for the play areas 

themselves (see section 5.1 above). 

 

6.4 The main reasons for proposing the transfer of the wider areas are; 
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• The ‘wider areas’ are a Special Expense: they comprise the bulk of 

the main element of Special Expenses charged to Penrith i.e. ‘open 

space’ maintenance. 

• The play areas and the ‘wider areas’ are a demonstrably local service 

with almost all users being local residents. 

• If only the play areas, but not the ‘wider areas’ are transferred then 

there will be considerably confusion in the public mind with the Town 

Council responsible for one part of a recreation area and Eden 

District Council responsible for another. 

• The agreed Fairhill transfer includes not only the play area but the 

wider open space in which the play area sits. 

 

6.5 Informally, Eden District Council have responded positively to this counter 

offer. Eden District Council will formally consider the town council’s offer at 

its full council meeting on 19th April 2018. In considering the town 

council’s counter-offer, Eden District Council will need to assess what 

impact the transfers would have on its long -term contract with Amey and 

in particular whether there are any TUPE (Transfer of Undertakings 

(Protection of Employment)) implications. Under TUPE there might be a 

need to transfer staff from Amey to the Town Council as the new owner of 

this land. This would arise if more than half a person worked on the assets 

being transferred. However, this is thought to be unlikely given the sub-

contracting arrangements that Amey has and the value of the work. 

6.6 Prior to concluding any transfer there will need to be a detailed review of 

each piece of land to identify all potential issues and risks such as 

boundary condition, significant trees etc. 

7 PUBLIC TOILETS 

7.1 The two public toilets within Penrith are being offered by Eden DC. These 

are located at Bluebell Lane and in the Sandgate bus station. The budgeted 

annual costs in 2018/19 are £36,390 (2016/17 prices) 

• Key points to note are; 

➢ The legal tenure of the toilets is not straightforward, especially for the 

Sandgate bus station. In relation to the latter, it would not be possible 

for this to be transferred on a freehold basis: the council’s stated policy 

is that any transferred asset should be transferred on a freehold basis. 

 

➢ The toilets are not maintained to a standard expected by the public in 

the 21st century. This was evidenced by site visits by the asset transfer 

officer, the town clerk and Cn Whipp. It would cost a considerable 

amount to bring them up to standard 

 

• It is proposed that the Town Council do not take up Eden District 

Council’s offer of the public toilets on the following grounds; 

➢ The complicated legal tenure (see above) 
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➢ The standard of the toilets (see above) 

➢ Toilets are not included in Special Expenses 

➢ The council has not sufficient budget to fund both toilets and the ‘wider 

play areas’ , as well as Coronation Gardens (see section 9 below). The 

preference for the ‘wider play areas’ is also supported because this is a 

more locally used service than public toilets. Toilets are used by visitors 

as well as Penrith residents 

➢ the Town Council’s has two buildings (its offices and the bandstand) 

which are rateable for business rates. Added together the total rateable 

value is currently below the threshold at which business rates become 

payable. Because of the perversity of the Small Business Rate Relief 

scheme, taking on public toilets would push the council above the 

exemption threshold and rates would become payable on the offices 

and the bandstand. The rates charge for these two buildings would 

increase from nothing to about £3,600 per annum. In addition, there 

would be annual business rates payable on the two toilets of about 

£3,200: this is included in Eden District Council’s current costs shown 

above. 

7.2    Provision of public access to high quality public toilets 

It is fully accepted that public access to toilets is important in any town, for 

residents and visitors alike. However, it is equally important that the standard of 

any toilets should be high. The standard of public toilets reflects on a town, 

especially in the eyes of visitors. 

The Town Council is very keen to work with Eden District Council and other 

stakeholders, such as the Business Improvement District and Chamber of Trade, to 

look at ways of supporting better provision of public toilet access. 
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8 OFFER OF GRANT SUPPORT FROM EDEN DC 

 
8.1 Eden District Council are offering a reducing four-year revenue grant to 

offset annual running costs as follows; 

 

• Year starting 1 April 2018- 100% 

• Year starting 1 April 2019- 75% 

• Year starting 1 April 2020- 50% 

• Year starting 1 April 2021- 25% 

 

8.2 Thereafter there will be no grant. 

8.3 The above is the current offer to all the local councils in Eden. 

8.4 The town council’s stated position is that the four-year funding should run 

from the date the relevant asset is transferred. This is to ensure that any 

delays in transfer do not reduce the amount of grant payable. 

8.5 In discussions Eden DC have indicated that the grant offer is the same for 

all local councils and they are not prepared to change for one council. 

8.6 To break this impasse, it is proposed that the Town Council accepts Eden 

DC’s grant offer as long as Eden District Council agrees to the transfer of 

the wider play areas and subject to the Town Council receiving no less 

than grant for three and a half year ( the ‘year 1 grant’ would cover at 

least six months)  The latter proviso is to ensure that the transfer process 

is not unduly long. If the transfers are completed by 30 September then 

this would meet both Eden DC’s requirement that the grant ended in 

March 2022 and the town council’s requirement that the grant was paid for 

at least three and a half years. 
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9 FINANCIAL IMPLICATIONS 

There are on-going annual costs to provide the services in this report. 

The estimated annual direct costs are estimated to be: 

 £ 

Coronation Gardens 1,100 

Play Areas 4,400 

Wider areas 12,100 

Total 17,600 

 

In addition, there will certain ad hoc costs that occur on a non-annual basis. In 

particular, there will be a requirement for planned and unplanned expenditure 

especially in relation to play areas. Part of the due diligence process is to confirm 

that any assets transferred are in a reasonable condition. However, there will clearly 

need to be a realistic provision for future repairs and maintenance. As part of the 

2019/20 budget preparation a detailed repair and replacement programme will be 

set out. This will be funded by setting up a repairs and renewals fund in to which 

budgeted annual revenue contributions will be paid. 

When Eden District Council installed the Multi Use Games Areas at Carleton and 

Scaws the council received a 10 year commuted sum to cover annual maintenance 

(these were raised by the community groups themselves). There will be a balance 

of years remaining. It is assumed these will transfer to the town council when the 

play areas are transferred. 

As noted above, Eden District Council are prepared to give an annual grant to help 

meet the annual costs the assets to be transferred as follows; 

 % of direct cost 

Year from 1 April 2018 100 % 

Year from April 2019 75 % 

Year from April 2020 50% 

Year from April 2021 25% 

Year from April 2022 0% 

In addition, Eden has agreed to fund the cost of any works required to bring any 

assets to be transferred up to an acceptable condition.  
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Assuming that the assets transfer on 30 September 2018 (the proposed backstop 

date) the above grant would lead to the following sharing of costs for Coronation 

Gardens and the wider play areas; 

 Total cost* Eden DC Penrith Town Council 

 £ £ £ 

2018/19 8,800 

6 months 

8,800 0 

2019/20 17,600 13,200 4,400 

2020/21 17,600 8,800 8,800 

2021/22 17,600 4,400 13,200 

2022/23 17,600 0 17,600 

*does not include any provision for future repairs and replacements 

The above assumes that the gross cost to the Town Council (including any direct 

overheads such as insurance) before any grant will be no more than the existing 

Eden District Council cost 

Earlier on the agenda the council agreed its precept for 2018/19. This raised the 

precept to fund the full annual cost of the proposed transfer of tranche 2 services. 

The budget 2018/19 shows that £42,294 of the annual base budget is earmarked 

for future devolved services. This would cover the estimated annual costs of wider 

play areas and Coronation Gardens once any grant funding from Eden District 

Council runs out plus any requirement for repairs and replacements. 

 

10 RISK ASSESSMENT 

The assets services being considered for transfer are more involved than the 

services included in tranche 1. In particular, the play areas will require regular and 

expert monitoring so that they are always in a safe condition and available for use. 

This is one of the reasons why the Council has funded a new post of Service and 

Contract Manager. The post holder will have direct responsibility for the service as 

part of his/ her duties 

The other main risk is that future ad hoc maintenance costs are a significant 

amount. Certainly, if public toilets were to be taken on there would need to be 

major investment to bring them up to an acceptable standard. Condition surveys  

will be carried out of the wider play areas and Coronation Gardens to ensure they 

transfer in an acceptable standard. 

The only other significant risk is reputational. At an early stage in its existence the 

Town Council had identified that it wished to begin taking over a range of assets 
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and services, principally from Eden District Council. The failure to under this second 

tranche of asset transfers will be seen as a failure of the Town Council to fulfil one 

of its key aims. This would be a particular risk given that the 2018/19 budget has 

increased the precept to fund the on-going cost of taking on tranche 2 services 
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APPENDICES ATTACHED TO THIS REPORT   

Appendix A – Service transfer checklist: Coronation Gardens  

Appendix B – Service transfer checklist: Wider Play Areas 

Appendix C Maps of Play Areas and associated recreation areas 

• Appendix C1- Siting of play areas within Penrith 

• Appendix C2- Carleton play area and associated recreation area 

• Appendix C3- Castletown play area 

• Appendix C4- Milton St play area and associated recreation area 

• Appendix C5- Pategill play area and associated recreation area 

• Appendix C6- Scaws play area and associated recreation area 

• Appendix C7- Wetheriggs play area and associated recreation area 

 

 

Background Papers 

Full Council  

• 20 March 2017: Devolution- tranche 1 of services and assets 

• 25 September 2017: Abolition of Special Expenses and Funding Devolved 

Services 

• 27 November 2017: Devolution Plan 2017-22 

• 26 February 2018: Setting of 2018-19 precept 

E-mails between EDC and PTC 

Notes of meetings between EDC and PTC 

Officer contact Details 

Asset transfer support offer- David Rawsthorn 

Tel – 01768 899773 

Email – assetofficer@penrithtowncouncil.co.uk  

 

 

 

 

 

Appendix A 

mailto:assetofficer@penrithtowncouncil.co.uk
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Service Transfer Checklist: Coronation Gardens 

Asset/ Service 

Coronation Gardens 

What does asset/ service comprise? 

Coronation Gardens is a small (approx. 945 sq. m) formal garden at the back of 

Penrith Town Hall 

The present gardens were laid out in 2012 following a successful Heritage Fund 

Lottery bid. This was done in partnership with Penrith Rotary Club. If both councils 

agree to pursue the transfer then it will be important to ensure what, if any, 

obligations/ restrictions are imposed under the grant award 

As well as a formal garden there is a series of information boards, 4 illuminated 

sculptures and 8 banners on 4 flagpoles on one edge of the garden. 

The gardens are not locked and are therefore always accessible to the public 

What does EDC do? 

Most of the gardens are maintained by Amey under the grounds maintenance 

contract.  The planned work includes; 

• Grass cutting (13 cuts a year) 

• Maintaining the flower beds 

• Litter picking 

• Emptying litter bins  

There are also ad hoc works covering moss clearance on paths, weeding paved 

areas etc. 

In addition, Eden MIND maintain the central area: they occasionally do bits and 

pieces elsewhere. 

There are three large trees in the gardens which appear to be in good order: only 

minor works are foreseen on them in the near future. 

The gates aren’t locked at any time. Despite this the gardens have not suffered 

from vandalism. 

There had initially been a problem with dog fouling (primarily by a single 
individual) but this was resolved some years ago when the Council arranged a dog 

fouling order for the garden. 
 

 

What is the council budget in 2018-19 ? 

The 2018-19 budget is £1,098 which is for grounds maintenance check. In 

addition, there will be a cost for water and power of about £200 p.a. 

NB all the above are direct costs: no separate budget for staff time costs 

The above does not cover any cost for renewing or replacing fixtures and fittings in 

the park e.g. benches, sculptures etc. As these were all renewed a few years ago 
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there has been little cost of late. However, as time goes on there will inevitably be 

some costs. 

Is the cost in Special Expenses? 

No 

Is the asset/ service covered by EDC’s long-term contract with Amey? 

Yes 

If an asset what is the prima facie condition? 

In general, the garden is in a reasonable condition. The main issue is that two of 
the lights are not lit: it is understood that resolving this is proving problematic, but 

this will need to be resolved prior to transfer. There has also been some public 
comment about the need to clean the flagstones and walls of moss and dirt. 

If an asset is a condition survey recommended? 

Whilst an independent full condition survey is not considered warranted a joint 

survey with EDC will be undertaken to determine what works need completing 
before transfer 

If an asset, are there any issues of ownership and how would this transfer 

This should be straightforward as it is understood that Eden DC has registered title 

to the gardens 

What costs would PTC be picking up?  

Annual maintenance costs for 

• Grass cutting (13 cuts a year) 

• Maintaining the flower beds 

• Litter picking 

• Emptying litter bins (it is hoped that Eden DC can be contracted to undertake this work) 

 

There are also ad hoc costs for moss clearance on paths, weeding paved areas etc. 

There will also be a need to repair and replace fixtures and fittings 

 

What revenue cost support is EDC offering? 

Grant as % of ‘direct cost’; 

Year from April 2018- 100% 

Year from April 2019- 75% 

Year from April 2020- 50% 

Year from April 2021- 25% 

Year from April 2022- 0% 

‘Direct cost’ in 2018/19 is estimated to be £1,098  
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What are management demands on PTC 

• Plan and arrange inspections 
• Ensure annual maintenance visit made 

• Response to ad hoc repairs 

Insurance 

Covered by the Council’s public liability policy 

Any other points 

None 
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Appendix B 

Service Transfer Checklist: Play Areas and associated recreation 

areas 

Asset/ Service 

Six play areas, five of which are to be transferred with the recreation area within 

which they are located 

What does asset/ service comprise? 

The areas to be transferred are shown on the maps in appendix C. Note that the 

play areas are outlined in red and the associated recreation areas are outlined in 

blue; 

• Appendix C2- Carleton play area and associated recreation area 

• Appendix C3- Castletown play area 

• Appendix C4- Milton St play area and associated recreation area 

• Appendix C5- Pategill play area and associated recreation area 

• Appendix C6- Scaws play area and associated recreation area 

• Appendix C7- Wetheriggs play area and associated recreation area 

All the play areas include a range of play equipment 

What does EDC do? 

• Inspects and maintains the play areas- this is both to check the condition of 
the play equipment but also to check any litter (especially any that would 

create a hazard) 
• Grounds maintenance- mainly grass cutting but also tree maintenance, 

hedge trimming etc. 
• Play area enhancement- Eden DC have worked with, and continue to work 

with, a range of community groups to extend and improve specific play areas 
• Litter bins  

 

What is the council budget in 2018-19? 

The 2018-19 budget is; 

➢ Play areas- £4,100 
➢ Associated recreation areas- £12,400 

 

NB all the above are direct costs: no separate budget for staff time costs Check 

Is the cost in Special Expenses? 

Yes- in particular, the wider areas are one of the main components of the Special 

Expenses category of ‘open space maintenance’ 

Is the asset/ service covered by EDC’s long-term contract with Amey? 

Yes 
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If an asset what is the prima facie condition? 

In general, the wider play areas are in a reasonable condition. An initial review 
indicated a number of minor repairs and/ or replacements. In particular, a number 

of gates were not working 

If an asset is a condition survey recommended? 

Yes an independent full condition survey will be commissioned to determine what 

works are needed to bring the assets up to an acceptable standard 

If an asset, are there any issues of ownership and how would this transfer 

Apart from the wider play area at Scaws all the wider areas are registered title. 

Eden DC has no title to either the Scaws play area or to the associated recreation 

area. It will make a Statutory Declaration that it has a possessory title to the 

bandstand and the apron. With this Penrith TC will be able to register title. 

What costs would PTC be picking up?  

Annual maintenance costs for 

• Grass cutting (13 cuts a year) 

• Maintaining the flower beds 

• Litter picking 

• Emptying litter bins ((it is hoped that Eden DC can be contracted to undertake this work) 

 

There are also ad hoc costs for moss clearance on paths, weeding paved areas etc. 

There will also be a need to repair and replace fixtures and fittings 

 

What revenue cost support is EDC offering? 

Grant as % of ‘direct cost’; 

Year from April 2018- 100% 

Year from April 2019- 75% 

Year from April 2020- 50% 

Year from April 2021- 25% 

Year from April 2022- 0% 

‘Direct cost’ in 2018/19 is estimated to be £16,500 

What are management demands on PTC? 

Play areas; 
• Plan and arrange inspections 

• Response to ad hoc repairs 
Associated recreation areas 

• Plan and arrange inspections 
• Manage grounds maintenance contract 

• Response to ad hoc repairs 
 

Insurance 

Covered by the Council’s public liability policy 
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Any other points 

None 
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Appendix C 

 

 

Maps of play areas* and associated recreation areas** 

• Appendix C1- Siting of play areas within Penrith 

• Appendix C2- Carleton play area and associated recreation area 

• Appendix C3- Castletown play area 

• Appendix C4- Milton St play area and associated recreation area 

• Appendix C5- Pategill play area and associated recreation area 

• Appendix C6- Scaws play area and associated recreation area 

• Appendix C7- Wetheriggs play area and associated recreation area 

 

 *outlined in red 

 

**outlined in blue
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PENRITH TOWN COUNCIL 

FULL COUNCIL 26 FEBRUARY 2018 

ACQUISITION OF LAND AT THE REAR OF PENRITH HOSPITAL 

AUTHOR: Asset Transfer Support Officer- 

D Rawsthorn 

SUPPORTING MEMBER: Cllr David Whipp 

ITEM:12 

To consider submitting a business case (referred to as a business plan by the County 

Council)  to Cumbria County requesting that land at the rear of Penrith hospital is 

transferred to the Town Council. 

RECOMMENDATIONS: 

1 That the business case as set out in the appendix is approved for submission to 

Cumbria County Council. 

2 The Town Clerk is given delegated powers to make any formatting changes to the 

business case as may be required by Cumbria County Council. 

1. LAW 

The only legal points are set out in section 2 below 

2. LINK TO COUNCIL FUNCTIONS 

SUBJECT POWER LEGISLATION 

Provision of informal  

recreation facilities 

To provide 

recreational facilities 
Local Government Act 1972 

3. LINKS TO COUNCIL PRIORITIES 

3.1 At its meeting on 27 November 2017 the Council agreed its updated Devolution 

Plan for 2017-22.  

3.2 The acquisition of the land at the rear of Penrith hospital is included within the 

agreed plan. 

 

 

4. BACKGROUND 
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4.1 At its meeting on 20 March 2017 the Town Council considered an approach from 

Cumbria County Council.  

4.2 The County Council informed the Town Council that it was intending to dispose 

of the land at the rear of Penrith Hospital as part of a wider land disposal.  

4.3 As part of this the County Council wanted to know if the Town Council was 

interested in having the land transferred to it.  

4.4 The Council submitted an expression of interest. This was accepted, and the 

next step is the submission of a business plan to the County Council. 

4.5 The business plan is appended to this report. If approved by council, it will then 

be formally submitted to the County Council.  

4.6 The business plan follows the format suggested by the County Council. 

4.7 There was some confusion over the required format of the business plan. 

Unfortunately, it was not possible to resolve this prior to the meeting. If the 

County Council require an alternative format it is suggested that the Town Clerk 

is given delegated powers to re-submit the business case in the required format. 

The re-formatting will not affect the content. 

5. FINANCE IMPLICATIONS  

5.1 Under the ‘sustainability’ section of the business plan there is a subsection that 

sets out the financial implications.  

5.2 This states: 

The town council’s 2018/19 budget is £418,000. The budget includes annual 

base budget funding of £45,000 for devolved services. This is both to fund 

services transferred from other tiers of local government, principally Eden 

District Council, on an on-going basis and also to build up a devolution reserve 

to fund any one-off costs of transfer. In 2018/19 there is a budgeted 

contribution of £42,000 to this reserve.  

These budgets will be a source of funding for any one-off costs associated with 

the Thacka Beck field e.g. new gates, additional litter bins etc. In addition, the 

budgets could support any on-going net revenue costs of the Thacka Beck field. 

However, as noted in the description of the stage 1 proposal above, it is hoped 

that if grazing continues on the land then any on-going revenue costs will be 

small. 
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6. RISK ASSESSMENT 

6.1 If the County Council agree to the transfer, then a full operational risk 

assessment will be undertaken prior to any transfer being completed. This will 

be completed by the new post of Services and Contract Manager.  

6.2 It is anticipated that the risks associated with this land will be very similar to 

the risks associated with the recreational area at Fairhill which the Council will 

take over on 1 April 2018.   

 

7. APPENDICES ATTACHED TO THIS REPORT   

Appendix- Business plan for submission to Cumbria County Council 

Annexes to above appendix 

• Annex A- map of land at rear of Penrith hospital 

• Annex B- consultation leaflet 

 

 

Background Papers 

Report to Council 20 March 2017- Devolution Plan 2016-21 

County Council guidance on Community Asset Transfer process 

Responses to consultation leaflets 

 

Officer contact Details 

Asset Transfer Support Officer- David Rawsthorn 

Tel – 01768 899773 

Email – assetofficer@penrithtowncouncil.co.uk  
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Transfer of Land behind Penrith hospital To Penrith Town Council 

A business plan in support of an application to Cumbria 

County Council under its Community Asset Transfer 

scheme 

Introduction 

Penrith Town Council is submitting an application to Cumbria County Council under its 

Community Asset Transfer scheme. The application is to have the land at the back of 

Penrith hospital (see map at appendix A) transferred to the Council at nil cost and on 

a freehold basis. 

For convenience the land is hereafter called the Thacka Beck field. The field is 

situated in the Pategill council ward. 

This business plan was approved by a meeting of Penrith Town Council on 26 

February 2018.o/s 

Who we are 

Penrith Town Council was created in May 2015. It has developed rapidly, and its 

2018/19 precept is over £400,000. It has engaged with Eden District Council to 

devolve a range of services and assets to the town council. The proposed transfer of 

the Thacka Beck field would complement this devolution process. 

The Town Council is currently engaged in creating a neighbourhood plan. This major 

work with be key in understanding what local residents want. As the lowest level of 

local government, the Town Council is committed to working with local people to 

promote community well-being. Community engagement has been a key strand in 

developing this business plan. This means that the business plan sits well with the 

developing neighbourhood plan. 

Details of the proposed project 

There will be a staged process as follows;  

STAGE 1 

The first stage would be mainly to operate the Thacka Beck field very much as it is 

now i.e. for informal exercise, in particular, dog walking: signage would make clear 

that these were permissible activities. This could include minor enhancements, e.g. 

new gate entrances, dog bins at each end, signage, trimming back hedges by 

footways. 

To minimise the cost of keeping the grass down it is proposed to continue with a 

grazing let. Any income would be minimal (up to £300 p.a.) but it would obviate the 

need for grass cutting: based on the Fairhill recreation area, which is a similar size, 

grass cutting could be about £10,000 p.a.  
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A local land agent confirmed it should be reasonably easy to let the field on an April 

to October let: this took account of there being permitted dog walking (signage would 

make it clear that off the lead dog walking was only permissible November to March: 

otherwise dogs had to be on a lead). However, there is no guarantee that it could be 

let. 

The intention, and hope, is that the use of the Thacka Beck field will proceed beyond 

stage 1. However, it is important to recognise that stage 1 could end up being the 

longer-term use of the Thacka Beck field if nothing emerges from consideration of 

Stage 2. 

Assuming that a grass let is achieved then the annual running costs should be 

minimal. If any point the grass let was not in place, then the cost of grass cutting 

would be a charge to the on-going devolution budget (see section on ‘sustainability’) 

There will be some one-off costs (signage, waste bins etc.,). These could be funded 

from the devolution reserve (see section on ‘sustainability’). 

STAGE 2  

This will only be commenced once the transfer of the Thacka Beck field has been 

approved. It is also important to understand that stage 2 might not proceed. Whilst 

the Town Council will actively seek to develop this second stage it is clear that stage 1 

is sufficient grounds for the application for the transfer. 

The second stage might incorporate a range of major enhancements such as a 

community orchard, a children’s play area, more extensive footpaths etc. Such a 

second stage would require buy-in and active support from the community. A key 

focus of the consultation on proposals should be to identify if such support existed. 

Possible income generation opportunities should be explored as part of this second 

stage. One such idea might be to have a serviced motorhome overnight area. Such 

facilities are run by community organisations elsewhere in the County. This would be 

included in the consultation on what stage 2 might include. That consultation will only 

take place after the Thacka Beck field had been transferred to the Town Council. 

Community Benefit 

If the Thacka Beck field land is not transferred to the Town Council, it is understood 

that the most likely outcome would be that the County Council would put the land up 

for sale on the open market. Therefore, the Town Council’s key reason for having the 

Thacka Beck field transferred to it is to protect it as an open space for public use. 

The field is one of the few large green spaces in Penrith. The other main such facility 

is Fairhill at the north end of the town (this will transfer to the Town Council from 

Eden District Council on 1 April 2018). Having a similar large green space in the south 

of the town would protect public access to green space at both ends of the town. 

The County’s Council Plan 2018-22 states that its vision is ‘a council that works with 

residents, businesses, communities and other organisations to deliver the best 

services possible within the available resources.’ The town council believes that the 

transfer of the Thacka Beck field fits in to this vision. The proposal in this business 

plan will enable the local community and the local council to work together to protect 

and enhance an existing facility. 
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Community Consultation 

All the 700 households in the Pategill ward were sent a consultation leaflet (see 

appendix B). Responses were received from 72 households. 100% were in favour of 

the transfer. 

The Town Council attended the 21 February meeting of the Pategill Residents’ 

Association. The view of those present was that …………… will be verbally reported at 

the meeting. 

The residents were also asked about what name the Thacka Beck field should be 

known as. The name of Thacka Glen was suggested. This was the preferred option for 

over 80% of respondents. All but two of the alternatives had ‘Thacka’ within the 

suggested name e.g. Thacka Lea 

Sustainability 

General 

As a local council, the Town Council is, by definition, a permanent body. In addition, it 

is likely to be unaffected by any future local government re-organisation which could 

affect both of the other tiers of local government in Penrith (Cumbria County Council 

and Eden District Council). 

Financial 

The Town Council’s 2018/19 budget is £418,000. The budget includes annual base 

budget funding of £45,000 for devolved services. This is both to fund services 

transferred from other tiers of local government, principally Eden District Council, on 

an on-going basis and also to build up a devolution reserve to fund any one-off costs 

of transfer. In 2018/19 there is a budgeted contribution of £42,000 to this reserve.  

These budgets will be a source of funding for any one-off costs associated with the 

Thacka Beck field e.g. new gates, additional litter bins etc. In addition, the budgets 

could support any on-going net revenue costs of the Thacka Beck field. However, as 

noted in the description of the stage 1 proposal above, it is hoped that if grazing 

continues on the land then any on-going revenue costs will be small. 

 

Managerial 

The Town Council has budgeted for a new post of Service and Contracts Manager. It 

is hoped that this post will be filled in April. This is a full-time post. One of the key 

aspects of the post is to manage and develop services and assets devolved down to 

the Town Council. Therefore, the post holder would be managing the stage 1 of this 

proposal and seeking to develop the Thacka Beck field and service as set out in stage 

2 of the proposal. 
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Contingency 

If the Council’s application is not accepted this would have no direct impact on the 

Council. Therefore, the Council has no need of a contingency plan. The impact would 

be on the local residents who would lose a key area of green space for informal 

recreation. 

Evaluation 

Having the land transferred with meet the stage 1 objectives of securing the land in 

public ownership. In seeking to move to stage 2 the Town Council will need to commit 

considerable time to working with local residents. This will be to ensure that whatever 

concrete proposals emerge from stage 2 are owned and supported by the residents 

who will ultimately evaluate the success of what has been undertaken 

Other 

• Solicitors -The Council engages Burnetts solicitors to act for it on legal 

matters. It is assumed that both parties will bear their own legal costs  

• Access- The Council will want rights to access the land across the Highways 

Agency landowning that separates the land from the A686 

• Undertakings- the Town Council accepts that it will be asked to enter in to 

some form of undertaking to ensure that the land remains in public ownership 

in perpetuity  

• Adjoining Woods- The adjoining woods (east of Thacka Beck) are owned by 

Eden DC. Managing and developing the woods and the Thacka Beck field 

together could be an attractive option. Eden District Council were asked if they 

would consider transferring the woods to the Town Council. There has been no 

response. However, if the Thacka Beck field is transferred the possibility of 

acquiring the woods will be taken up again. 

• Asset condition- it assumed that as part of the transfer process the County 

Council will bring the asset up to a reasonable condition. It is thought that this 

is likely to involve some minor works to faces, gates etc. Any required works 

could be agreed by a joint inspection by officers from the two councils. This has 

been the approach agreed with the District Council in relation to the wider 

devolution of assets. 
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PENRITH TOWN COUNCIL 

FULL COUNCIL 26 FEBRUARY 2018 

CORRESPONDENCE FROM EDEN DISTRICT COUNCIL 

SUBJECT: FINAL VERSION OF EDEN VISION 2050 FOR COMMENTS  

 

ITEM:13 

Consider the final draft version of Eden Vision 2050 document noting that comments 

are required by Friday 30 March 2018. 

NOTE: That if members are minded to agree, their comments may be submitted to 

the Deputy Town Clerk by 1 March 2018 for consideration by the Council’s Planning 

Committee on 5 March 2018 

COPY OF EMAIL  

Good morning,  
 
My thanks for your help to develop the Draft Eden Vision 2050 document. The District Council is 
now circulating a final draft version of the document for comments, this includes the appendices 
kindly provided by Town/Parish Councils. If you would like to make any final changes please let 
me know before Friday 30 March 2018. 
 
The final version of the Eden Vision 2050 will be used to help develop a Masterplan for the future 
development of the District, the Council’s Planning Policy staff are currently commissioning the 
production of this document through external consultants. 
 
Kind regards  
 
Communication Officer 
Eden District Council 
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ITEM 14 BEACON GRANT REQUEST 
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For the attention of: 

Cllr. Baker            Penrith Pategill Ward 
Cllr. Burgin   Penrith South Ward 

Cllr. Clark          Penrith South Ward 
Cllr. Connelly         Penrith West Ward 

Cllr. Graham                Penrith East Ward 
Cllr. Jackson         Penrith North Ward 

Cllr. Kenyon  Penrith North Ward 
Cllr. Lawson   Penrith Carleton Ward 

Cllr. Monk   Penrith West Ward 
Cllr. Thompson  Penrith West Ward 

Cllr. Whipp   Penrith North Ward 
 

 


