Bishopstoke Parish Council

3 To find out how to attend or have a statement read out
Email: clerk @bishopstokepc.org; Call: 07368 487464,
Listening to you Or visit www.bishopstokepc.org

Members of the Parish Council are summoned to attend a meeting on
Tuesday 12% July 2022 at 7.30pm at Bishopstoke Methodist Church, Sedgwick Road.
This meeting is open to the public.

AGENDA
PUBLIC SESSION

1. Apologies for absence

2. To adopt and sign Minutes of the Parish Council meetings held on 10 May 2022

3. Declarations of Interest and Requests for Dispensations

4. Reports from Committees, Working Groups, Officers and Councillors

S. To discuss amending standing orders with regards to the recording of votes

6. To adopt Terms of Reference for Committees

7. To agree the details of the current vacancy and the timetable for applications, interviews and

appointment.

8. To consider content for the next press release

9. To agree the date, time and place for the next meetings
N D L Wheal
J\ J\ L ’\/\/W( Clerk to Bishopstoke Pagtt’fzucl';zg;gtzl

Members: Cllrs Dean R. (Chair), Francis (Vice Chair), Candy, Daly, Dean A, Hillier-Wheal,

Lynch, Lyon, McKeone C, McKeone D, Moore, Parker-Jones, Thornton, Tidridge and Winstanley
FULL_2223_A02



Bishopstoke Parish Council

Listening to you

Minutes of a Meeting of the Bishopstoke Parish Council
held at Bishopstoke Methodist Church
commencing at 7.30pm on 10 May 2022

Present: Councillor Ray Dean (Chair)
Councillor Dave Francis (Vice Chair)
Councillor Ralph Candy
Councillor Andrew Daly
Councillor Anne Dean
Councillor Louise Hillier-Wheal
Councillor Martin Lyon
Councillor Chris McKeone
Councillor Dermot McKeone
Councillor Andy Moore
Councillor Lou Parker-Jones
Councillor Mike Thornton
Councillor Gin Tidridge

In Attendance: Mr David Wheal (Clerk to Bishopstoke Parish Council)
Mrs Sophie Thorogood (RFO to Bishopstoke Parish Council)
Public Session 2 members of the public were present.
FULL_2223_M01/
1 Election of Chair

1.1 Proposed Cllr A Dean, Seconded Cllr Thornton, RESOLVED unanimously that Cllr R Dean be
elected Chair of the Parish Council for the year 2022-23.

2 Election of Vice Chair

2.1  Proposed ClIr Parker-Jones, Seconded Cllr R Dean, RESOLVED unanimously that Cllr Hillier-
Wheal be elected Vice Chair of the Parish Council for the year 2022-23.

3 Apologies for Absence
3.1 Apologies had been received and were accepted from Cllrs Lynch and Winstanley

4 To approve the location of new defibrillators
4.1  Various potential locations were discussed, as well as the type of cabinet that would be installed
and the fact that the kits are easily switchable between use on an adult and use on a child. The
Communications group was asked to determine the most effective way of publicising both the location

and ease of use of defibrillators to the residents of Bishopstoke
Action: Communications Working Group
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4.2 Proposed Cllr Parker-Jones, Seconded Cllr Moore, RESOLVED unanimously that the five
initial preferred locations for defibrillators are the Bishopstoke Community Centre, the Bishopstoke
Methodist Church, Underwood Road allotments, the pharmacy by Stokewood Surgery (or the Y Zone
if that is not possible) and Sewall Drive to serve the allotments, and both cemeteries, with the entrance
to Stoke Park Woods on Stoke Park Road being used as a replacement should the Sewall Drive
installation have to be delayed.

5 To adopt and sign Minutes of the Parish Council meetings held on 9 November 2021, 17
December 2021, 18 January 2022, 8 February 2022 and 8 March 2022

5.1 Proposed ClIr Moore, Seconded Cllr D McKeone, that the minutes of the Parish Council
meetings held on 9 November 2021, 17 December 2021, 18 January 2022, 8 February 2022 and 8
March 2022 be adopted as a true record

5.2 RESOLVED with one abstention and one against that the minutes of the Parish Council
meeting held on 9 November 2021 be adopted as a true record.

5.3 RESOLVED with four abstentions and one against that the minutes of the Parish Council
meeting held on 17 December 2021 be adopted as a true record.

5.4 RESOLVED with one abstention and one against that the minutes of the Parish Council
meeting held on 18 January 2022 be adopted as a true record.

5.5 RESOLVED with one abstention and one against that the minutes of the Parish Council
meeting held on 8 February 2022 be adopted as a true record.

5.6 RESOLVED with three abstentions and one against that the minutes of the Parish Council
meeting held on 8 March 2022 be adopted as a true record.

6 Declarations of Interest and Requests for Dispensations

6.1  Clir Parker-Jones declared an interest in the item on the Glebe Meadow project brief as a
member of Bishopstoke Players.

Cllr A Dean left the room at this point.
7 To adopt the statement of internal control

7.1  Proposed Cllr R Dean, Seconded Cllr Moore, RESOLVED unanimously that the Statement of
Internal Control for the year ending 31 March 2022 be signed.

8 To approve the financial reports and statement of reserves up to 31st March 2022

8.1  Proposed Cllr Parker-Jones, Seconded Cllr Moore, RESOLVED with three abstaining, that the
financial reports and statement of reserves up to 31% March 2022 be approved.

Cllr A Dean returned to the room at this point.
9 To note the report from the internal auditor and approve the Council’s response

9.1 Proposed Clir Lyon, Seconded Cllr Parker-Jones, RESOLVED unanimously that the report
from the internal auditor be noted and the Council’s response approved.
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10  To adopt the Annual Governance Statement for the year ended 31 March 2022

10.1 Proposed Cllr Moore, Seconded Cllr A Dean, RESOLVED unanimously that the Annual
Governance Statements for the year ended 31 March 2022 be agreed and signed.

11  To approve the Accounting Statements for the year ended 31 March 2022

11.1 Proposed Cllr Moore, Seconded Cllr Parker-Jones, RESOLVED unanimously that the
Accounting Statements for the year ended 31 March 2022 be approved and signed.

11.2 Cllrs requested an informal training session be arranged to help them better understand the audit
process and forms, as well as the general financial reports.

Action: RFO

The RFO left the meeting at this point.

12 Reports from Committees, Working Groups, Officers and Councillors
12.1 The resolutions from Council Committees were noted.
12.2 There were no recommendations to vote upon as the recommendations from the Assets
Committee had been dealt with at the January informal recommendation meeting under the

Emergency Protocol.

12.3 The Clerk gave a verbal update on the Carnival group confirming the plans for the Jubilee
event, the quizzes, a scavenger hunt and the Carnival itself. This report was noted.

12.4 The report from the Communications Working Group was noted.

12.5 The Clerk’s report was noted. Councillor Parker-Jones was asked for an update on the “20’s
plenty” scheme. Cllr Parker-Jones informed the Council that working group meetings are still
happening and their report is due in the Autumn to Hampshire County Council in time for budget
considerations.

13  To determine membership of Committees, Working Groups and other appointments

13.1 Proposed Cllr R Dean, Seconded Clir Parker-Jones, RESOLVED unanimously that the various
Committees, Working Groups and other appointments be made as follows:

Finance Committee: Cllrs A Dean, R Dean, C McKeone, Parker-Jones and Winstanley

Assets Committee: Cllrs R Dean, Francis, Hillier-Wheal, D McKeone, Tidridge and Winstanley
Planning Committee: Cllrs Daly, A Dean, Hillier-Wheal, C McKeone and Moore
Communications Working Group: Cllrs Francis, D McKeone and Winstanley

Glebe Meadow Working Group: Cllrs Candy, R Dean, Francis, Hillier-Wheal, Lyon, C
McKeone, Tidridge and Winstanley

Village Trails Working Group: Cllrs A Dean, R Dean, Hillier-Wheal, Lynch, C McKeone and
Tidridge

Climate Change Emergency Working Group: Cllrs Parker-Jones, Tidridge and Winstanley
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Neighbourhood Plan: Cllrs A Dean, R Dean, C McKeone and Tidridge

Carnival: Cllrs Hillier-Wheal and Winstanley

Eastleigh District Association of Parish and Town Councils: Cllrs R Dean and Lyon
Airport Consultative Committee: Cllr Lyon as Primary and Cllr Winstanley as Deputy
Bishopstoke Parochial Charities: Cllr Winstanley

Bishopstoke Community Association: Cllr Winstanley

Passenger Transport Forum: Cllr Francis as Primary and Cllr Parker-Jones as Deputy.

13.2 ClIr Tidridge requested that all Councillors receive calendar invitations to all meetings, rather
than just Committee members.

Action: Clerk

Cllr Moore left the meeting at this point.

14

15

16

To note the meeting dates for the coming year
14.1 The meeting dates for the year were noted.
To approve the amended overall project brief for Glebe Meadow

15.1 After discussion it was agreed that more detail should be reintroduced regarding the Memorial
Hall — namely that it be designed as a performance venue and potentially include a café and a
changing places area. Other relevant details previously included would be considered for
reintroduction. Additionally, it was requested that bike storage be included.

15.2 The Clerk outlined the expected process of the Glebe Meadow group considering each specific
area of the meadow in turn and producing a specification based on that discussion. Once those had
been agreed the Council would see to employ a project manager to oversee the whole process and
liaise with the Council. Concern was expressed that too much is being crammed into the area and it
was agreed that this would be considered by the working group. Additionally, Cllr Lyon recommended
following the RIBA plan of work to help ensure the whole process runs smoothly and in a timely
fashion.

15.3 Proposed Cllr Daly, Seconded Cllr Francis, RESOLVED with one abstention that the Glebe
Meadow project brief, as amended, be approved.

To approve going ahead with the new frontage for Stoke Common play area

16.1 After discussion it was noted that there may be minor changes to the noticeboard, bench and
bin, but that would not alter the overall cost by much and would not change the planned work.

16.2 Proposed Cllr Tidridge, Seconded Cllr Thornton, RESOLVED unanimously that the new
frontage for Stoke Common play area be approved.

Cllr Hillier-Wheal left the meeting at this point.
1 member of the public arrived at this point.
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17

18

19

20

To select the new centrepiece for Blackberry Drive play area

17.1 Proposed Cllr Candy, Seconded ClIr Parker-Jones, RESOLVED unanimously that Option 1 — a
4 tower 2 slide unit — be selected as the new centrepiece for Blackberry Drive play area.

To consider accepting the transfer of open space adjacent to Rose Close from the Borough
Council

18.1 Cllrs agreed that there was little currently to recommend acceptance of the open space.
However, it was felt that it was important to wait for all relevant information before making a final
decision.

18.2 Proposed Cllr Lyon, Seconded ClIr Parker-Jones, RESOLVED with one voting against that the
Council defer making a decision until the Borough Council provides information on any commuted
maintenance sum that would be attached to the transfer, provides assurances about the bench and bin
on site and undertakes a tree survey with all identified work being completed.

To consider content for the next press release

19.1 It was agreed that the press release would include the re-election of Cllr R Dean as Chair, the
audit, the Glebe Meadow project, the new frontage for Stoke Common play area, the new centrepiece
and other associated work at Blackberry Drive, the defibrillators, information about Carnival and the
Jubilee.

To agree the date, time and place for the next meetings

20.1 The next meeting will take place on Tuesday July 12% in the Bishopstoke Methodist Church at
7:30pm.

There being no further business, the Chair closed the meeting at 9:25pm

Chair's Signature: Date:

Clerk's Signature: Date:




Bishopstoke Parish Council

Listening to you

Full Council
Recommendations and Resolutions
12 July 2022

Committee Resolutions — to note

Assets

24" May -

Item 1.1
Item 2.1
Item 4.2

Item 8.3
Item 9.3

Finance

ASSETS_2223_Mo01

CllIr Tidridge elected as Chair of the Assets Committee for the coming year.

CllIr Francis elected as Vice Chair of the Assets Committee for the coming year.
That the minutes of the Assets Committee meeting held on 22 March be adopted as
a true record.

To adopt the amended Snow and Ice Policy.

That, if possible, the current War Memorial be moved to Old St Mary’s in a spot by
the bank currently occupied by a bench.

14™ June - FIN_2223_M01

Item 1.2

Item 1.3
Item 3.2

Item 5.2
Item 7.3

Item 7.4

Item 8.2

That the election of a Chair and Vice Chair for the year be deferred until the
following meeting.

The ClIr R Dean be elected Chair of the Committee for that meeting.

That the minutes of the Finance Committee meeting held on 8 Feb be adopted as a
true record.

That the finance reports be approved.

To approve the grant for defibrillators subject to the formal registration of
Bishopstoke Community Fund as a charity.

To approve the following grants:

Bishopstoke History Society £192.13
Life Education Wessex and Thames Valley £485.00
Asian Welfare and Cultural Association £1,560.00
Eastleigh Gurkha Nepalese Association £1,015.76
Victim Support £150.00
Eastleigh Citizens’ Advice Bureau £765.00

To approve the Financial Systems Risk Assessment.

Human Resources
4 July - HR_2223_MO01

Item 2.2

Planning

24" May -

Item 1.1
Item 2.1

Item 4.2

Item 10.1

That the minutes of the Human Resources Committee meeting held on 1 March be
adopted as a true record.

PLAN_2223 M01

ClIr A Dean elected as Chair of the Planning Committee for the coming year.

ClIr C McKeone elected as Vice Chair of the Planning Committee for the coming
year.

That the minutes of the Planning Committee meeting held on 26 April be adopted as
a true record.

Confidential business.

Last Updated: 6™ July 2022



14™ June — PLAN_2223_M02

Item 13.2 That the minutes of the Planning Committee meeting held on 24 May be adopted as

a true record.
Item 15.2 To approve the agreed upon planning application responses.
Item 18.1 Confidential business.

Committee Recommendations — to vote upon

Assets
24" May — ASSETS_2223_M01
Item 6.1 That the Assets Committee terms of reference be adopted.

Finance
14™ June — FIN_2223_MO01
Item 6.1 That the Finance Committee terms of reference be adopted.

Human Resources
4" July - HR_2223_M01
Item 4.3  That the amended Human Resources Committee terms of reference be adopted.
Item 4.3  That the Human Resources Committee be renamed the People Committee.
Item 5.2 That the Council approve the unchanged Mission Statement and Objectives.
Item 6.4  This item is being discussed separately on the Full Council agenda.

Planning
24" May — PLAN_2223_M01
Item 8.1  That the Planning Committee terms of reference be adopted.

Working Group Recommendations

No recommendations.

Last Updated: 6™ July 2022



Bishopstoke Parish Council

Listening to you

Full Council - Clerk’s report
12 July 2022

Clerk’s Report
Actions from previous meetings

FULL_2122_MO7/Item 83.2 Regarding the creation of a Parish awards scheme
The Communications working group is working on the scheme.

FULL_2223_MO1/Item 11.2 Regarding training on the audit process and financial reports
The RFO will be arranging this training.

FULL_2223_MO1/Item 13.2 Regarding meeting invitations
All meeting invitations went to all Councillors.

FULL_2223 MO1/Item 18.2 Regarding Rose Close
The Borough Council were asked for more details and assurances on 24" May. To date no further
information has been received.

Other Items

Allotments — Inspections for mid-season cultivation have begun at both Underwood Road allotments
and Jockey Lane allotments and work continues to encourage those not working their plots to either
bring them up to a satisfactory standard as quickly as possible, or return those plots to the Council so
that they can be offered to people on the waiting list. We still await progress on the allotments at
Sewall Drive and Bow Lake Gardens. The inclusion of an allotment application form on the website
continues to bring new applicants and so the waiting list is growing.

Waiting lists: UR —39; JL. - 25; SD —41; BLG - 52; BLG disabled plots — 3
(some applicants are on all lists, waiting for the first available plot at any site)

Office — Given the delays in the possible use of the allotment building at Sewall Drive we are now
exploring with the Borough Council the option of the Parish temporarily using Y-Zone as its office,
and possibly as a meeting space too.

Burial Matters — There were a further 3 interments in May this year, bringing the total up to 7 this year
(as at June 10™). Work continues on the various projects at all the burial grounds with tree work being
completed at the Cemetery, and the work on fencing and trees at St Mary’s moving forward as well. A
separate report on problems found in the transfer of data from the old Borough Council database to the
Epitaph software is being prepared and will be presented to the Assets Committee at their meeting
later this month.

Play Areas — The timber trail at Otter Close is now open. The major works at Blackberry Drive will be
completed in early September so that there is no disruption over the summer holiday. The Village
Trail group have prepared a summer booklet to encourage young people to try all the various play
areas in Bishopstoke over the course of the holiday.

Open Spaces — The Jubilee benches at Blackberry Drive open space are now installed. Further
enhancements to the area are continuing.

Last Updated: 6™ July 2022
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Recording Votes

Current standing orders provide for two different methods for recording votes. The
standard method is that a vote is taken by a show of hands. This is then recorded as
the Council / Committee voting to approve or not approve an agenda item. Approval
is based on the number voting in favour being larger than those voting against.
Abstentions are not noted. Note there is also no distinction made as to whether a
vote is unanimous or not, just whether it passes.

The alternative is that, at a Councillor’s request, a vote can be fully recorded. This
entails listing each Councillor and how they voted in the minutes.

There are occasions when Councillors have requested that they be specifically noted
as abstaining, which is a halfway house between the two and although it is not
covered by standing orders it is something that | have been happy to do. | have also
made a note when a vote is unanimous as | feel that helps inform anyone reading
the minutes.

It would be helpful to have clarity over how the Council generally wishes to record
votes. To be clear, the option of calling for a named vote will always exist — it is vote
recording in the vast majority of other cases that | am seeking guidance on.

Option1  As described in standing orders. A vote is recorded simply as passing or
not. Abstentions are not recorded. If a ClIr is required to abstain due to a declared
interest then that would be made clear in the agenda item covering declarations of
interest.

Option 2 As option 1, with an extra option of recording a vote as unanimous.

Option 3 Numbers in favour, against and abstaining are recorded, but not names.

Option4  As option 2, with individual Cllr names recorded as and when they
request it (broadly how things are done at the moment)

Option 5  All votes are fully recorded, listing each Clir and how they voted on
every vote.



TERMS OF REFERENCE FOR THE
ASSETS COMMITTEE

Membership

1.1

The Committee membership shall comprise up to seven members, appointed at the Parish
Council AGM in May.

Chair

2.1 The Chair and Vice-Chair of the Committee will be appointed at the first meeting following
the Parish Council AGM in May. If both Chair and Vice-Chair are absent for a meeting,
then a Chair for the meeting will be appointed at that meeting.

Quorum

3.1 A quorum will consist of three members of the Committee.

Meetings

4.1 The Committee shall meet every other month on the fourth Tuesday beginning in May unless
otherwise decided at a previous meeting of either the Assets Committee or the Full Council.

4.2 The Clerk shall produce and circulate an agenda for the meeting, including any relevant
policy, procedure or other document being discussed, at least three clear working days in
advance of the meeting in accordance with Parish Council Standing Orders.

4.3 The Clerk or other duly appointed person shall take minutes of the meeting and take any
follow-up action as directed. Draft minutes will be provided to the Chair as soon as possible
and then circulated to the Committee members no later than the point at which the next
agenda is circulated.

Reporting

5.1 The Chair, or, in their absence, the Vice-Chair or other nominated member of the

Committee, shall present a report at each meeting of the Parish Council on resolutions passed
and recommendations made by the Committee since the last meeting. Alternatively, this may
be achieved by the circulation of the relevant minutes with other agenda papers before the
meeting.



6 Decisions

6.1

The Committee will have no power to make decisions on behalf of the Council except in the

following areas:

6.1.1 Date, Time and Place of its Meetings.

6.1.2 Identifying and filling the training needs of the Committee, within the overall
training budget specified by the Full Council.

6.1.3 Issuing invitations to experts, specialists and others, as necessary, to attend meetings
and / or give advice to the Committee.

6.1.4 All matters pertaining to the running of Parish Council allotments.

6.1.5 All matters pertaining to Bishopstoke Cemetery, Stoke Common Cemetery, St
Mary’s churchyard, Old St Mary’s churchyard and the War Memorial.

6.1.6 All matters pertaining to the running of all play areas owned or run by the Parish
Council. This excludes the design and budget for new or completely refurbished play areas.

6.1.7 All matters pertaining to the management of existing open spaces and trees owned
by, run by, or the responsibility of the Parish Council. This excludes taking over or creating
any new open spaces.

6.1.8 All matters pertaining to Council-owned and managed buildings.

6.1.9 Proper use and maintenance of existing CCTV equipment. This excludes the
purchase of new equipment and any policies that relate to CCTV use.

6.1.10 All matters pertaining to Council owned street furniture.

7 Budget

7.1

7.2

The Committee will have the power to commit to any necessary expenditure on behalf of
the Council relating to its decision-making powers providing it is within the relevant budget
set by the Parish Council each year. Any other expenditure the Committee recommends must
be either approved by the Clerk (in cases where emergency work is required) or must be
agreed by the Council (in cases where either there is no agreed budget for the expenditure
or it exceeds the agreed budget by over £500).

Any expenditure the Committee wishes to undertake that is either greater than budgeted or
not yet budgeted for must be sent to the Parish Council for approval.



8

Responsibilities

8.1

8.2

The Committee will have specific responsibility in the following areas:
8.1.1 To oversee the running of Council allotments.

8.1.2 To oversee the management of burial matters.

8.1.3 To oversee the management of Council play and leisure areas.

8.1.4 To oversee the management and maintenance of street furniture, and the fixed asset
register.

8.1.5 To oversee the maintenance and use of all Council owned open spaces, and to
maintain the Council’s trees and hedges.

8.1.6 To oversee any work done under the Assets of Community Value programme.
8.1.7 To oversee the maintenance of Council-owned and managed buildings.

8.1.8 Use and maintenance of Council CCTV equipment.

The Committee will be expected to make recommendations on:

8.2.1 The takeover and management of any assets provided by developers.

8.2.2 Any brand new or complete replacement play areas.

8.2.3 The creation of any new open spaces.

8.2.4 The purchase and placement of new CCTV systems and the re-siting of existing
systems.

8.2.5 CCTV policy.



TERMS OF REFERENCE FOR THE
FINANCE COMMITTEE

Membership

1.1 The Committee membership shall comprise up to seven members, appointed at the Parish
Council AGM in May.

Chair

2.1 The Chair and Vice-Chair of the Committee will be appointed at the first meeting following
the Parish Council AGM in May. If both Chair and Vice-Chair are absent for a meeting,
then a Chair for the meeting will be appointed at that meeting.

Quorum
3.1 A quorum will consist of three members of the Committee.
Meetings

4.1 Meetings of the Committee shall be held on the second Tuesday of every other month
beginning in June unless otherwise decided at a previous meeting of either the Finance
Committee or the Full Council.

4.2 If the Chair and appointed officer agree that there is no substantive business, meetings can
be cancelled. Conversely, if it is agreed that there is a need, an emergency meeting can be
called following the procedures outlined in standing orders.”

4.3  The appointed officer shall produce and circulate an agenda for the meeting, including the
relevant policy, procedure or other document being discussed, at least three clear working
days in advance of the meeting in accordance with Parish Council Standing Orders.

4.4  The appointed officer or other duly appointed person shall take minutes of the meeting and
take any follow-up action as directed. Draft minutes will be provided to the Chair as soon
as possible and then circulated to the Committee members no later than the point at which
the next agenda is circulated, and no later than two working weeks following the meeting.

Reporting

5.1 The Chair, or, in their absence, the Vice-Chair or other nominated member of the
Committee, shall present a report at each meeting of the Parish Council on resolutions passed
and recommendations made by the Committee since the last meeting. Alternatively, this may
be achieved by the circulation of the relevant minutes with other agenda papers before the
meeting.

Decisions
6.1 The Committee will have no power to make decisions on behalf of the Council except to:
6.1.1 Decide the date, time and place of its meetings.

6.1.2 Identify and fill the training needs of the Committee, within the overall training
budget specified by the Full Council.



6.1.3 Issue invitations to experts, specialists and others, as necessary, to attend meetings
and / or give advice to the Committee.

6.1.4 Decide upon relevant matters that do not commit directly to expenditure.

6.1.5 Approve expenditure for sums under £5,000 that are within agreed annual budgets
and to have discretion to exceed such budgets by up to £500.

6.1.6 Payments made to staff including mileage and reimbursement of out-of-pocket
expenses.

6.1.7 Any Grant aid applications brought before the Committee.

6.1.8 Any financial policies with the exception of the Council Financial Regulations.

Budget

7.1

7.2

In addition to the budgetary decision-making powers outlined in section 6, the Committee
will have the power to commit to any necessary expenditure on behalf of the Council relating
to its other decision-making or delegated powers providing it is within a relevant budget
assigned to the Committee by the Parish Council. Any other expenditure the Committee
recommends must be either approved by the Clerk (in cases where emergency work is
required) or must be agreed by the Council (in cases where either there is no agreed budget
for that expenditure, or it exceeds the agreed budget by over £500).

Any other expenditure the Committee wishes to undertake that is either greater than
budgeted or not yet budgeted for must be sent to the Parish Council for approval.

Other Responsibilities

8.1

8.2

The Committee will have specific responsibility in the following areas:

8.1.1 Monitoring the Council’s finances.

8.1.2 Overseeing the draft budget.

8.1.3 Overseeing the audit process.

8.1.4 Overseeing all contracts entered into by the Council.

8.1.5 Producing policies relating to financial matters.

The Committee will be expected to make recommendations on:

8.2.1 Expenditure exceeding £5,000 or exceeding annual budgets by more than £500.
8.2.2 Changes to the published budget, including virement of sums from reserves.
8.2.3 The draft budget presented to Full Council in January.

8.2.4 Reports related to the audit process.

8.2.5 All consultations addressed to the Parish Council with the exception of those
specified by the Terms of Reference of other Committees and Working Groups.

8.2.6 Amendments to the Financial Regulations.



TERMS OF REFERENCE FOR THE
PLANNING COMMITTEE

Membership

1.1 The Committee membership shall comprise up to seven members, appointed at the Parish
Council AGM in May.

Chair

2.1 The Chair and Vice-Chair of the Committee will be appointed at the first meeting following
the Parish Council AGM in May. If both Chair and Vice-Chair are absent for a meeting,
then a Chair for the meeting will be appointed at that meeting.

Quorum
3.1 A quorum will consist of three members of the Committee.
Meetings

4.1 Meetings of the Committee shall be held twice monthly on the second and fourth Tuesdays
at 7:00pm in the evening unless otherwise decided at a previous meeting of either the
Planning Committee or the Full Council, or if no applications are tabled for consideration.

4.2  The Clerk shall produce and circulate an agenda for the meeting, including the relevant
policy, procedure or other document being discussed, at least three clear working days in
advance of the meeting in accordance with Parish Council Standing Orders.

4.3 The Clerk or other duly appointed person shall take minutes of the meeting and take any
follow-up action as directed. Draft minutes will be provided to the Chair as soon as possible
and then circulated to the Committee members no later than the point at which the next
agenda is circulated.

Reporting

5.1 The Chair, or, in their absence, the Vice-Chair or other nominated member of the
Committee, shall present a report at each meeting of the Parish Council on resolutions passed
and recommendations made by the Committee since the last meeting. Alternatively, this may
be achieved by the circulation of the relevant minutes with other agenda papers before the
meeting.

Decisions
6.1 The Committee will have no power to make decisions on behalf of the Council except to:
6.1.1 Decide the date, time and place of its meetings.

6.1.2 Identify and fill the training needs of the Committee, within the overall training
budget specified by the Full Council.

6.1.3 Issue invitations to experts, specialists and others, as necessary, to attend meetings
and / or give advice to the Committee.

6.1.4 Decide the Parish Council response to planning applications.



6.1.5 Respond, on behalf of Bishopstoke Parish Council, to any Traffic Regulation Orders
proposed within the parish.

Budget

7.1

The Committee will have the power to commit to any necessary expenditure on behalf of
the Council relating to its decision-making powers providing it is within a relevant budget
assigned to the Committee by the Parish Council. Any other expenditure the Committee
recommends must be either approved by the Clerk (in cases where emergency work is
required) or must be agreed by the Council (in cases where either there is no agreed budget
for that expenditure, or it exceeds the agreed budget by over £500).

7.2 Any expenditure the Committee wishes to undertake that is either greater than budgeted or
not yet budgeted for must be sent to the Parish Council for approval.

Planning Applications

8.1 The Clerk shall maintain a record of each planning application received showing the date of
receipt, the reference number, the place to which the application relates and a summary of
the nature of the application.

8.2  The Clerk shall ensure that any objections relating to those applications to be discussed at
the meeting are made known to the Committee members before a decision is taken.

8.3 The Clerk shall ensure that all Planning Applications on the Agenda and to be considered at
that meeting are available for inspection by members at the meeting venue fifteen minutes
before the scheduled start of the meeting. This includes applications that arrived after the
publication of the agenda, but prior to the meeting.

8.4  The Clerk shall notify the decision reached to Eastleigh Borough Council Planning
Directorate within the deadline specified unless reasonable circumstances prevent this.

8.5  Any comments and/or objections the Committee wishes to make regarding planning briefs

/ structure plans, whether in draft or final form, or any other reports other than planning
applications, are to be ratified by the Parish Council.

Other Responsibilities

9.1

9.2

9.3

9.4

9.5

The Committee will monitor, receive reports on and make recommendations on any
development of 10 dwellings or more within the Parish. The Chair, or nominated
representative, will endeavour to attend any relevant meetings concerning such
developments.

The Committee will monitor, receive reports on and recommend responses to the progress
of the Local Plan and any subsequent Strategic Growth Option within the Parish.

The Committee will make recommendations regarding any road names required by
development within the Parish.

The Committee will monitor, and consider the impact on Bishopstoke of, major
developments in nearby parishes.

The Committee will make recommendations to the Parish Council on any Planning
Consultation.



TERMS OF REFERENCE FOR THE
HUMAN RESOURCES COMMITTEE
Membership

1.1 The Committee will consist of the current Chair and Vice-Chair of the Council, and the
Chairs of the Council Committees.

1.2 Where appropriate, other persons may be invited to attend one or more meetings.
Chair

2.1 The Chair of the Parish Council will Chair the Committee. In their absence, a Chair for the
meeting will be appointed at that meeting.

Quorum
3.1 A quorum will consist of three members of the Committee.
Meetings

4.1 The Committee will meet on the fourth Tuesday of June, October and February unless
otherwise decided at a previous meeting of either the Human Resources Committee or the
Full Council, with additional meetings arranged if necessary.

4.2  The Clerk shall produce and circulate an agenda for the meeting, including any relevant
policy, procedure or other document being discussed, at least three clear working days in
advance of the meeting in accordance with Parish Council Standing Orders.

4.3 The Clerk or other duly appointed person shall take minutes of the meeting and take any
follow-up action as directed. Draft minutes will be provided to the Chair as soon as possible
and then circulated to the Committee members no later than the point at which the next
agenda is circulated. In discussions relating to the appraisal of the Clerk, the notes will be
taken by the Chair or other appointed person.

Reporting

5.1 The Chair, or, in their absence, the Vice-Chair or other nominated member of the
Committee, shall present a report at each meeting of the Parish Council on resolutions passed
and recommendations made by the Committee since the last meeting. Alternatively, this may
be achieved by the circulation of the relevant minutes with other agenda papers before the
meeting.

Decisions

6.1 The Committee will have no power to make decisions on behalf of the Council except in the
following areas:

6.1.1 Date, Time and Place of its Meetings.

6.1.2 Identifying and filling the training needs of the Committee, within the overall
training budget specified by the Full Council.

6.1.3 Issuing invitations to experts, specialists and others, as necessary, to attend meetings
and / or give advice to the Committee.

6.1.4 Policies relating to the Council’s role as an employer.



Budget

7.1

7.2

The Committee will have the power to commit to any necessary expenditure on behalf of
the Council relating to its decision-making powers providing it is within the relevant budget
set by the Parish Council each year. Any other expenditure the Committee recommends must
be either approved by the Clerk (in cases where emergency work is required) or must be
agreed by the Council (in cases where either there is no agreed budget for the expenditure
or it exceeds the agreed budget by over £500).

Any expenditure the Committee wishes to undertake that is either greater than budgeted or
not yet budgeted for must be sent to the Parish Council for approval.

Responsibilities

8.1

8.2

The Committee will have specific responsibility in the following areas:

8.1.1
8.1.2
8.1.3
8.14
8.1.5
8.1.6

8.1.7

Policies relating to the Council’s role as an employer.

Allegations related to use of Council resources and facilities.

Allegations related to code of conduct breaches.

Amendments to staff documents such as contracts and job descriptions.

Overseeing the appraisal process and in particular conducting the Clerk’s appraisal.

Overseeing the appointment process from agreeing the details of a vacancy through
to appointing the successful applicant.

Conducting an annual review of the requirements of the Council in relation to the
roles of the officers and adjusting those roles accordingly.

The Committee will be expected to make recommendations on:

8.2.1
8.2.2
823

Staff remuneration and staffing levels.
The mission statement and objectives of the Council.

Sanctions as a result of misuse of Council resources and facilities or breaching the
code of conduct.



Bishopstoke Parish Council

Listening to you

VACANCY
Assets Officer

Bishopstoke Parish Council 1s seeking to appoint a
Cemeteries and Inspections Officer to manage the Council
burial grounds and conduct regular inspections of all Council
assets, including the allotments and play areas.

The post 1s currently based both at home and out at Parish
Council sites, but will also include office-based work when
the Council has acquired suitable premises.

The position is for 30 hours per week, with the possibility of
extra hours or increased responsibilities in the future, and is
pensionable.

Full details of the job can be obtained by contacting the
Clerk, Mr David Wheal, by emailing
clerk @bishopstokepc.org, or alternatively they can be found
on the Bishopstoke Parish Council website -
www.bishopstokepc.org.

Updated 6™ July 2022
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JOB DESCRIPTION
Assets Officer

Overall Responsibilities

The person appointed will be responsible for the management and maintenance of the
grounds and all associated records for Bishopstoke Cemetery, St Mary’s closed
churchyard and Old St Mary’s closed churchyard. In addition, they will be
responsible for overseeing the setting up and subsequent running of Stoke Common
Cemetery. Finally, they will be responsible for dealing with any enquiries and
comments from members of the public relating to these responsibilities.

The person appointed will be accountable to the Clerk for the effective management
of these resources and will report to him as and when required. Additionally, there
will be a variety of administrative and clerical tasks as directed by the Clerk.

The person appointed will also be responsible for completing the weekly and monthly
inspections of various Parish assets, including arranging any necessary work
identified as a result of the inspections, and providing regular reports to the Clerk and
Council. They will also be responsible for updating the Parish Council noticeboards
as required.

There will also be occasions when attendance at Council or other meetings is required
some of which may be during evening hours, and there is a requirement to attend the
Cemetery to check preparations for interments which could involve weekend work.

Applicants should note that the role includes outdoor work throughout the year, often

in muddy or rough ground, and in any weather. All necessary equipment and training
will be provided.

Updated 6™ July 2022



Specific Responsibilities

1. To manage the Bishopstoke Cemetery, dealing with enquiries from the public,
maintaining the statutory records and associated computer records, and ensuring
compliance with health and safety and other regulations, all as directed by the Clerk.

2. To maintain the St Mary’s and Old St Mary’s closed churchyards, dealing with
enquiries from the public and maintaining up to date records as directed by the Clerk.

3. To draw up proposals, both on their own initiative and as a result of
suggestions by Councillors, for consideration by the Council and to advise on the
practicability and likely effects of specific courses of action.

4. To prepare, in conjunction with the Clerk, initial plans, procedures and policies
for Stoke Common Cemetery and to keep the Clerk informed as to any progress

towards the Council taking over management of it.

5. To advise the Council on how to interpret both changes in current legislation
and any new legislation.

6. To complete regular required inspections on Council assets. This includes, but
1s not limited to, the Cemetery, the closed churchyards, the allotments, all parish run
play areas, all parish noticeboards and all parish run buildings.

7. To follow up on any actions identified as a result of inspections, liaising with
the Clerk, other officers, Councillors and contractors as necessary. To report back to
the Clerk and Council on the inspections and any resulting actions.

8. To update the Parish Council noticeboards as directed by the Clerk.

9. To attend meetings of the Council or its Committees or Working Groups as
required.

10.  To act as a representative of the Council as required.

11. To attend training courses or seminars relevant to the role, as required by the
Council, or identified by the post holder or Clerk.

12. Handling office tasks, such as filing, generating reports and presentations,
setting up for meetings, and reordering supplies.

13.  Updating and maintaining Parish Council records of relevant policies and
procedures.

14.  To undertake any other reasonable task as directed by the Clerk or Council.

Updated 6™ July 2022
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PERSON SPECIFICATION
Assets Officer

Bishopstoke Parish Council is seeking to appoint a Cemeteries and Inspections
Officer. You will need to have Level 4 GCSEs in Maths and English (or suitable
alternative qualifications), be familiar with Microsoft Office and be prepared to learn
how to use unfamiliar software. You should also be prepared to undertake any
professional training or qualifications as required by the Council.

Awareness of current legislation around cemeteries, closed churchyards, health and
safety and risk assessments would be an advantage, as would experience with
administrative work. Certain forms are required to be filled in by hand so neat
handwriting is also desirable as is attention to detail.

A significant part of the role will involve being outdoors, in any weather, on
potentially rough or muddy ground, and applicants should bear this in mind when

applying.

There will be times when you will need to deal with grieving families or
conversations about death and the recently deceased, and it is important that those
conversations are handled sensitively. There will also be a requirement to liaise with
contractors where necessary.

You will need to be able to function in a team, but also to work on your own when
required, included being proactive in deciding priorities for your work. There will be
a requirement to be in the office at least one morning per week, as well as attending
other meetings as required, some of which may be in the evening. You will be
expected to attend the Cemetery to mark out plots for upcoming interments, and
again on the morning of any interment to check that all necessary preparations have
been completed, which can include weekend mornings.

Updated 6™ July 2022
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PAY & CONDITIONS
Assets Officer

The rate for the job comes from the National Joint Council Local for Local
Government Services pay scale. The position will be offered at between scale points
18 to 20. This is an hourly rate of between £13.18 and £13.71 per hour, which at 30
hours per week gives an annual salary of between £20,560.80 and £21,387.60 before
any tax or pension payments are taken into account. Salary will be paid monthly at
the end of each month and will therefore initially be between £1,713.40 and
£1,782.30 per month before any deductions for tax and pension are removed.
Progression up the pay scale is possible through either annual appraisal or adding
responsibilities,

Holiday entitlement will be equivalent to 6.6 working weeks, or 198 hours. This
includes 23 days normal working leave, the 8 normal bank and public holidays, and 2
extra statutory days. All leave, including bank holidays, must be booked in advance
and agreed by the Clerk. Unless alternative working days and times are agreed, as the
role is 30 hours per week each day of leave will be considered to be 6 hours.

The successful applicant will be expected to have a regular four or five day week,
including working in the office at least one morning per week. Specific hours and
days will be mutually agreed after appointment. Occasional attendance outside agreed
times and days may be required to check the preparations for interments or to attend
Council meetings.

Updated 6™ July 2022
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JOB ASSESSMENT
Assets Officer

Clerk’s assessment of job role for pay scale

Assessment areas

Knowledge: LC3
With a population in excess of 10,000, around 5,000 dwellings and all the various
functions and services carried out and provided by the Parish Council, Bishopstoke is
at least a large parish and would outstrip some towns. The role requires in depth
knowledge of all legislation related to burial matters. Additionally, the role requires a
working knowledge of health and safety, risk assessments, tree management and
planning regulations. The creation of policies needed by the areas of responsibility is
also part of the role. I therefore assess this aspect to be LC3.

Mental skills: LC2
The role requires some judgement or creativity, especially where it relates to sensitive
situations. Interpreting legislation for the Council requires a full understanding of the
legislation and explaining Council policies to those in mourning requires a deft and
delicate touch. For that reason I have awarded this aspect LC2.

Interpersonal and Communication SKkills: L.C2-
The role includes attendance at meetings as required. Communication with residents,
funeral directors and contractors is a much larger part of the role and there are
occasional contacts with the diocese. Some of the communications will be of a
sensitive nature. I assess this aspect to be LC2-.

Initiative and independence: LC2
The role allows for the postholder to interpret the policies and procedures of the
Council relatively independently. The Clerk will oversee anything where there are
multiple options and, if necessary, will bring matters before Council for a final
decision. The distribution of work within the role is entirely at the discretion of the
postholder save for situations where there is a deadline set by the Clerk or Council. I
have assessed this aspect to be LC2

Responsibility for People: LC1
The role does have an impact on the wellbeing of individuals or groups of people as
contact with them is only made at a difficult time in their lives. However, as this is
limited to burial related matters there is no broader impact that comes with the role. I
assess this aspect to be LCI.
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Responsibility for Supervision/direction of Employees: LC1
The role has no direct supervision of staff. Where contractors are retained for specific
jobs there is a liaison and oversight role for the duration of that project. I assess this
aspect to be LC1.

Responsibility for Financial Resources: LC1+
The role involves the processing of cheques, preparation of purchase orders and
checking of invoices, but both cheques and invoices are overseen by the RFO. There
1s a small budget allocated by Council for works and improvements at all the burial
sites and the management of this budget is part of the role, as is management of any
budget related to necessary work identified through the inspection process. I have
awarded this aspect LC1+.

Responsibility for Physical Resources: L.C2
The role involves the maintenance of the three burial site, both allotment sites and all
play areas, as well as any parish owned buildings and the noticeboards. General
inspections of the burial grounds and allotments are scheduled at least monthly to
allow developing problems to be spotted early. The play area inspections will be
weekly. Memorial inspections are conducted annually. I assess this aspect of the role
to be LC2.

Overall Assessment
Of the 8 areas that form part of each job profile, I have awarded one LC3, three LC2,
one LC2-, one LC1+ and two LC1. Given that each of the four profiles has three
possible statuses (LC1-, LC1 and LC1+ for example) there are 12 possible grades for
each of the 8 aspects. To calculate the average of these 8 assessed aspects I have
assigned 1 pt to LC1-, 2 pts to LC1, 3 pts to LC1+, 4 pts to LC2- and so on.

This means that the total points score for the role as describedis 8 +5+5+5+4+3
+ 2 + 2, giving a total of 34 pts. The average score is therefore 34 / 8 which is 4.25.
This would indicate a salary in the LC2- range.

My overall assessment of this role is that it fits the criteria to be assessed within the
LC2- range, meaning that the initial salary range should be from scale point 18 to 23.
The rating of 4.25 would suggest scale point 19 as the starting point, with the
potential to move up the scale subject to satisfactory meeting of targets or gaining of
qualifications. I would recommend advertising the role as having a starting scale
point of 18 to 20 depending on experience and qualifications. This would give an
hourly rate of £13.18 to £13.71 which for a 30 hour week translates to a weekly
salary of £395.40 to £411.30 before any tax, pensions or other deductions are made.

Updated July 2022
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Vacancy Timetable

Assuming the vacancy details are agreed at the Full Council meeting on 12t July the
job will be advertised on the Council website and Facebook on 13" July. Posters will
also be placed on the noticeboards.

It is possible to add a paid advert in a local paper, and we may be able to advertise
the vacancy through the Society of Local Council Clerks which regularly send out
details of Council jobs.

The current post holder’s notice period ends on Sunday 4" September so it would
be very useful to have someone in place before then so that there can be a
handover. Training can be provided by both the current post holder and the
previous post holder in the software and general practices used by Bishopstoke
Parish Council.

| recommend the closing date for applications be set as 9" August which will give a
four week period for people to ask for the job details and apply.

The Council should appoint an interview panel who will be asked to rate each
applicant with a view to inviting a small number to interview, hopefully in the week
commencing 15" August. Given the request of the Human Resources Committee it
may be that Councillors on that Committee make up the entirety (or at least the
majority) of the panel. An appointment can then be made by the end of that week.
Depending on how much notice the successful applicant needs to give in their
existing job the new Council officer may not be able to start until September 16™.
Given this, the Council may wish to either shorten the application window or
attempt to make the interviews as early as possible.

Decisions to be made
1) The timetable for applications, assessments, interviews and appointments;
2) The interview panel. The panel would need to be available as far as possible in
the period set aside for interviews.
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