MINUTES OF A NORTH HORSHAM PARISH COUNCIL

PARISH COUNCIL MEETING HELD ON THURSDAY 5™ SEPTEMBER 2019
AT 7.30pm AT ROFFEY MILLENNIUM HALL, CRAWLEY ROAD, HORSHAM

Present:

Councillors: - A. Britten (Chairman) (arrived late and extended apologies),
Mrs K. Burgess, P. Burgess, M. Cockerill (arrived late and extended
apologies), J. Davidson, Mrs R. Ginn, Mrs J. Gough, R. Knight, D. Mahon
(arrived late and extended apologies), R. Millington (arrived late and
extended apologies), T. Rickett B.E.M.*(Vice Chairman), D. Searle,

A. Shine*, J Smithurst, S. Torn, R. Turner, |. Wassell and Mrs S. Wilton.

* denotes absence.

In attendance: Parish Clerk - Pauline Whitehead BA(Hons) FSLCC, Deputy Clerk —

FC/395/19

FC/396/19

FC/397/19

FC/398/19

FC/399/19

FC/400/19

Vivien Edwards.

Elect a Chairman

In the absence of the Chairman and Vice Chairman of the Council, Clir D
Searle nominated ClIr R. Turner to take the Chair. This was seconded by
Clir P Burgess and agreed by the Council.

Public Forum
There were no members of the public in attendance.

Apologies for absence
The Council received apologies and reasons for absence from
Clir T Rickett BEM and CliIr A Shine.

Minutes of the previous meeting
The minutes of the Parish Council Meeting held on 4t July 2019 were
agreed and signed by the Chairman as a true record.

Cllr Mahon and Clir Millington joined the meeting.

Declarations of interest
There were no Declarations of Interest.

Committees and Working Parties
The following Committee Minutes were presented to Council:—
(a) Property Committee - 15t August 2019.
(b) Planning, Environment and Transport Committee — 18t July 2019 and
22n August 2019.
(c) Personnel Committee — 11t July 2019
(d) Extraordinary Finance and Administration Committee — 12" August
2019.
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FC/401/19

FC/402/19

FC/403/19

It was RESOLVED that the Committee Minutes listed above be
received and adopted. It was further noted that the next Property
Committee Meeting had been re-scheduled for 10t October 2019 and
that the Finance and Administration Committee Meeting scheduled
for 12t September 2019 had been cancelled.

Reports from representatives on outside bodies.
There were no reports from representatives on outside bodies.

Reports from District or County Councillors

Horsham District Council (HDC) Clir. John Milne gave his apologies for the
meeting.

Clir P Burgess reported that in his capacity as the Cabinet Member for
Horsham Town, he has a Policy Development Advisory Group (PDAG)
which is currently focusing on a study into the Public Realm starting in
high profile areas within the town centre such as the Bishopric, Queen
Street and Black Horse Way. He is hoping to extend this to Roffey in due
course. There are plans to investigate the derelict area in Crawley Road
between Jewsons and 78 Crawley Road, currently owned by the Sussex
Partnership NHS Foundation Trust, to ascertain its best usage.

A Planning Application for 300 dwellings at the former Novartis site on
Parsonage Road was considered by Horsham District Council (HDC) on
Wednesday 4" September 2019 and Cllr Gough was congratulated for
representing the Parish Council’s views so clearly. The application was
deferred to the next HDC full Council Meeting.

The Roffey Star public house was closed for refurbishment. It was
expected to re-open soon with a new landlord.

ClIr Britten joined the meeting and took the Chair. He thanked Clir Turner
for starting the meeting.

Chairman’s announcements

The Chairman thanked those who participated in taking photographs on
6" July 2019 for the ‘North Horsham Now and Then’ project supporting the
Horsham District Council 2019 Year of Culture. The photographs have
been added to the Parish Council website as a historical record of North
Horsham in 2019.

Further appreciation was given to those who have offered their support at
the second ‘North Horsham Now and Then' event at Roffey Millennium
Hall on 7t September from 10.30am to 12.30pm when residents are
invited to bring photographs of bygone days to chat over, giving an
opportunity to make friends and find out more about the history of the
parish.
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FC/404/19

FC/405/19

FC/406/19

Financial matters
The Parish Council AGREED the payment schedule to 30t June 2019
for £33,815 and to 315t July 2019 for £73,840.53 (attached).

Clir Cockerill joined the meeting.

Horsham in Bloom

Councillors were invited to put forward nominations for the North Horsham
Neighbourhood Cup. The nominees should have contributed to the feeling
of wellbeing in their area during the year. Traditionally this has been a
front garden with impact and wow factor, well maintained etc. This is
based on observation as Councillors move about. However, this could be
widened out and may be a volunteer working in horticulture or keeping the
area tidy.

Three nominations had been received, a family allotment on Amberley
Road Allotments, a front garden in Speedwell Way and an enthusiastic
and conscientious member of Horsham Green Gym.

The award ceremony will be on Friday 27 September at 7.00pm.

The Parish Council RESOLVED to award the North Horsham
Neighbourhood Cup jointly to the front garden at 18 Speedwell Way
and Mr Ingram, a member of the Horsham Green Gym who has
contributed significantly to improving the landscape in North
Horsham as part of Horsham Green Gym. They will be awarded the
Cup for 6 months each.

It was AGREED that Clir R Ginn would attend the Horsham in Bloom
award ceremony confirmed for Friday 27" September 2019 on behalf
of North Horsham Parish Council.

Harwood Road Allotments

The land on which Harwood Road Allotments is situated is owned by West
Sussex County Council (WSCC). Harwood Road Allotment Association is
not able to enter into a lease with WSCC in its own right, therefore, North
Horsham Parish Council stepped in and holds the full repairing lease on
their behalf. The Parish Council pays £275 per year to WSCC. The
Harwood Road Allotment Association pays £275 to the Parish Council per
year.

The lease was renewed on 11t March 2019 following agreement by the
Parish Council. The Harwood Road Allotment Association was sent a copy
of the renewed lease and asked to confirm that they understood they were
responsible for any tree work on the site. In early July 2019 a
representative from the Harwood Road Allotment Association contacted
the Parish Council to say that they would comply with the terms of the
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FC/407/19

FC/408/19

lease except for any tree work as they don’t have sufficient funds in place
and they don't feel that they can increase the subscriptions to plot holders
to hold a surplus.

The Parish Council paid for urgent tree work in 2016.

Following significant debate, the Parish Council RESOLVED in
principle that the Harwood Road Allotment Association should pay a
higher annual fee to the Parish Council (up to a maximum of £700),
so that it could be ringfenced and put towards any work needed at
the allotments.

Clir R Knight and Clir D Searle were nominated to work with officers
to clarify the situation on the allotments and the basis on which an
increase could be calculated and report back to full Council.

Community Infrastructure Levy
Notes from a meeting of the Community Infrastructure Levy working party
held on 29" July 2019 which contained recommendations to Council had
been circulated to all Councillors.

The Parish Council RESOLVED that:-
CIL money should be spent as follows:-

a. improvements to the Multi Use Games Courts (£1,500)
b. additional equipment at Holbrook Tythe Barn (£2,500)
c. benches at the junction of Rusper Road and Crawley Road and

North Heath Lane (£3,000) following further investigation.

Investigations should be made into providing fithess equipment at
one of the Parish Council’s open spaces.

Another meeting of the working party was held to forward the
projects where further investigation is required and to continue
developing projects which could be used for CIL funding.

It was recommended that the idea of enabling local organisations to
apply for the CIL money awarded to the parish council through a
grants/ donations system should be further explored by the Finance
and Administration Committee.

Crime in North Horsham

In response to concerns regarding drug dealing and anti social behaviour
in and around Roffey, an approach has been made to Sussex Police and
the Horsham District Council Community Safety Team.

Councillors expressed deep concern about reports from residents that
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there appeared to be a growing number of drug related criminal and anti
social activities in North Horsham. Whilst the Police had been called and
had responded to individual incidents their presence did not appear to
have made a difference. The general feeling is that the Police appear to
be unconcerned about the impact that drug related crime and anti-social
behaviour is having on local communities and the Parish Council wanted
to understand how far the Police were prepared to go to stamp out this
blight on the community.

The Parish Council RESOLVED to invite Sussex Police and the
Horsham District Council Community Safety Team to attend a
meeting with representatives of North Horsham Parish Council.

The Council further AGREED to put forward concerns regarding drug
related crime and anti social behaviour and the Police response to
the next Joint Action Group meeting on 10t September 2019 and the
Sussex Association of Local Councils bi-annual meeting with the
Chief Constable of Sussex Police on 15" November 2019.

The Council considered different approaches that could be made to
reduce drug related crime or anti-social activities, but felt that this would
already be covered by schools and other organisations in the area.

Pension for Caretakers starting after January 2019

The Aviva pension agreed by the Parish Council for Caretakers employed
after January 2019 was withdrawn before anyone was enrolled into it.
ACAS confirmed that offering a different pension could not be challenged
as discriminatory as the Equality Act focuses on the 9 protected
characteristics of sexual orientation, sex, race, gender, religion, martial
status, pregnancy, age and disability. The offering of pensions is covered
by Pension law and it is the decision of the employer as to what pension
they offer. The supplier can change over time.

The Council AGREED the recommendation from the Finance and
Administration Committee to enrol Caretakers employed from July
2019 in ‘The People’s Pension’.

Policies
The Parish Council RESOLVED to adopt the reviewed Disciplinary
Policy and Grievance Policy and a Dog Bin Policy. (Attached)
The Council further AGREED that the flying of drones and model
airplanes be added to the list of prohibited activities on Open Spaces
owned by North Horsham Parish Council and that the Open Spaces
Policy be amended accordingly.
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It was noted that the Personnel Committee agreed an amended Pensions
Policy, but as the product offered by Aviva (indicated within the Policy) has
been withdrawn, the Policy is not valid. The Finance Committee will put
forward an amended Policy in due course.

FC/411/19 Correspondence
The Council received correspondence lists from 5" July 2019 to 5
September 2019. (Copies attached).

FC/412/19 Date of next Council meeting
The next Parish Council Meeting will be held on Thursday 7*" November

2019 (Scheduled).

There being no other business, the Chairman closed the meeting at 8.45 pm.
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Printed on © 04/07/2019

North Horsham Parish Council

At: 11:15 LLoyds Bank Accounts A A EXR
List of Payments made between 01/06/2019 and 30/06/2019
Date Paid Payee Name Cheque Ref Amount Paid Authorized Ref  Transaction Detail
01/06/2019  Horsham Publications Ltd 030619-1 72.60 Newsletter
03/06/2019  Horsham District Council 030619-2 168.30 Dog Bins Emptying
03/06/2019  Horsham District Council 030619-3 663.00 Rates
03/06/2019  Horsham District Council 030619-4 987.00 Rates
04/06/2019  ELA Group 040619-01 249.60 Lift Repair
04/06/2019  British Gas Business 040619-1 256.50 Elect.-14.04.19 to 13.05.19
04/06/2019  Kiddivouchers 040619-2 256.11 Childcare Voucher
04/06/2019 D. Lees 040619-3 39.60 Expenses
04/06/2019 NETCOM 040619-5 181.56 IT support
04/06/2019  Playdale Playgrounds Ltd 040619-6 388.39 Swing Seats
04/06/2019  N. Simmonds, 040619-7 165.00 Emergency Test Light
04/06/2019 T C Maintenance 040619-8 171.00 Reapirs
04/06/2013  Lloyds Credit Card 040619-4 239.99 Misc Expenses
10/06/2019  Horsham District Council 100619-1 67.98 Refuse Collection
10/06/2019  Horsham District Council 100619-2 67.98 Refuse Collection
10/06/2019  Horsham District Council 100619-3 135.10 Refuse Copllection
11/06/2019  SOS Systems 110619-1 93.76 Printing
13/06/2019  Neil Smith 9027 13.50 Expenses for June 19
13/06/2019  Cleaning-Maintenance Co Ltd 130619-1 69.60 Cleaning
13/06/2019  Leadbeater locks 130619-2 43.32 Repairs
13/06/2019  Southern Counties Tea & Coffee  130619-4 81.60 Refreshment
13/06/2019 M Stoner, 130619-5 36.00 Expenses
13/06/2019 T C Maintenance 130619-6 283.00 Chairmans allowance
13/06/2019  West Sussex County Council 130619-7 24,534.23 Salaries May 19
13/06/2019  Bluebell Railway 130619-3 349.50 Bluebell Railway - Friendship
20/06/2019  Extinguere Ltd 200619-1 133.80 Fire Extinguisher Service
20/06/2019  Incor Group Management Ltd 200619-2 426.00 Window Cleaning
20/06/2019  Playsafety Ltd., 200619-4 421.20 Rospa Inspection
20/06/2019  Lloyds Business Credit Card 88.789 88.79 Litter Equipment & Pad Lock
21/06/2019  British Gas Business 210619-1 248.55 Electricity
21/06/2019  British Gas Business 210619-2 45422 Electricity
24/06/2019 EDF Energy Ltd 240619-1 82.71 Street Lighting
24/06/2019  British Gas Business 240619-2 1,717.26 Gas
26/06/2019  Scottish Water Business Stream  260619-2 426.27 Water - Feb to Jun 19
27/06/2019  SOS Systems 260619-1 10.74 Printing
27/06/2019  British Gas Business 270619-1 59.77 Gas - 30/04/19 to 31/05/19
27/06/2019  British Gas Business 270619-2 131.60 Gas- 30/04/19 to 31/05/19
Total Payments 33,815.13



Printed on © 07/08/2019 North Horsham Parish Council )
At 09:19 LLoyds Bank Accounts 4/!/ = /

List of Payments made between 01/07/2019 and 31/07/2019

Date Paid Payee Name Chegue Ref Amount Paid Authorized Ref  Transaction Detail
01/07/2019  Air Conditioning Direct Suppli 01071941 324.00 AC Repairs

01/07/2019 BT Payment Services Ltd 010719-2 820.35 Telephone cost

01/07/2019  Fenland Leisure Products Ltd., 010719-3 529.20 Playground Cost
01/07/2019  H Griffiths 010719-4 28.13 Expenses

01/07/2019 D Lees 010719-5 54.90 Expenses

01/07/2019 NETCOM 010719-6 181.56 IT System

01/07/2019 SSALC Ltd 010719-7 84.00 Training

01/07/2019 T C Maintenance 010719-8 848.75 Maintenance

01/07/2019  Horsham Publications Ltd 01071941 72.60 Newsletter

01/07/2019  Horsham District Council 010719-2 168.30 Dog Bins

01/07/2019  Horsham District Council 010719-3 663.00 Rates

01/07/2019  Horsham District Council 0107194 987.00 Rates

02/07/2019  Crown Tree Care 020719-1 2,100.00 Tree Assessment
02/07/2019  Victim Support 020719-2 500.00 Grant

04/07/2019  Kiddivouchers 040719-1 256.11 Childcare Voucher
04/07/2019  N. Simmonds, 040719-2 165.00 Emergency Light Test
04/07/2019  Society of Local Council Clerk 040719-3 466.00 Subscription

04/07/2019 M Stoner, 040719-4 19.80 Expenses
04/07/2019  Viking Direct 040719-5 94.24 Stationery

04/07/2019  West Sussex County Council 040719-6 24,239.97 Salaries

05/07/2019  British Gas Business 050719-1 257.82 Elect - 13.05.19 to 13.06.19
08/07/2019 SOS Systems 080719-1 64.02 Printing

17/07/2019  Grasstex Ltd 170719-1 5,960.40 Grass Cutting - May & June 19
18/07/2019  Lloyds Business Card 180719-1 30.98 Repairs & Maint
18/07/2019  Pitney Bowes Finance Ltd. 180719-2 10.56 Postage

18/07/2019 SSALC Ltd 180719-3 168.00 Councillor Training
18/07/2019  N. Simmonds, 180719-4 308.00 Pat Testing

18/07/2019  Streetlights 180719-5 610.20 Street Lights Repairs
18/07/2019 T C Maintenance 180719-6 203.97 Repairs
22/07/2019 EDF Energy Ltd 22071941 82.27 Street Lighting
22/07/2019  British Gas Business 220719-2 83.66 Elect-14.06.19 to 01.07.19
22/07/2019  British Gas Business 220719-3 212.50 Elect- 01.06.19 to 28.06.19
22/07/2019  British Gas Business 220719-4 251.11 Elect- 01.06.19 to 30.06.19
22/07/2019  British Gas Business 220719-5 395.58 Elect - 01.06.19 to 30.06.19
29/07/2019  SOS Systems 290719-1 10.74 Printing
30/07/2019  Scottish Water Business Stream  300719-1 313.42 Water
31/07/2019  Lloyds Credit Card 38.50 38.50 Hand Tools
31/07/2019 P Whitehead 310719-9 75.00 Box Fan
31/07/2019  City Electrical Factors Ltd 310719-1 89.62 Electrical Supplies
31/07/2019 G Collier 310719-2 5,496.00 Broadwalk at E.M
31/07/2019  Incor Group Management Ltd 310719-3 426.00 Window Cleaning
31/07/2019  Pitney Bowes Finance Ltd. 310719-5 205.00 Postage
31/07/2019  Mr Alan Randall 310719-6 43.20 Expenses
31/07/2019  N. Simmonds, 310719-7 60.00 Electrical Repairs
31/07/2019  West Sussex County Council 310719-8 25,841.07 Clir Allowance

Total Payments 73,840 53



Arowex 2

NORTH HORSHAM PARISH COUNCIL DISCIPLINARY POLICY

Introduction

1 This policy is based on and complies with the 2015 ACAS Code of Practice
(http://www.acas.org.uk/CHttpHandler.ashx?id=1047&p=0). It also takes account of the
ACAS guide on discipline and grievances at work
http //www.acas.org uk/media/pdf/b/l/Discipline-and-grievances-Acas-quide. pdf. The
policy is designed to help Council employees improve unsatisfactory conduct and
performance in their job. Wherever possible, the Council will try to resolve its concerns
about employees’ behaviour informally, without starting the formal procedure set out
below. The Clerk is responsible for the day to day management of the staff and will
inform the Personnel Committee of concerns regarding staff.

2 The policy will be applied fairly, consistently and in accordance with the Equality Act
2010.

3  This policy confirms:

= the Council will fully investigate the facts of each case

» the Council recognises that misconduct and unsatisfactory work performance are
different issues. The disciplinary policy will also apply to work performance issues
to ensure that all alleged instances of employees’ underperformance are dealt with
fairly and in a way that is consistent with required standards. However, the
disciplinary policy will only be used to when performance management proves
ineffective. For more information see the ACAS publication “How to manage
performance” at http://www.acas. org. uk/media/pdf/m/0/How-to-manage-
performance-advisory-booklet. pdf

e employees will be informed in writing about the nature of the complaint against
them and given the opportunity to state their case

= employees may be accompanied or represented by a workplace colleague, a trade
union representative or a trade union official at any disciplinary, investigatory or
appeal meeting. The companion is permitted to address such meetings, to put the
employee's case and confer with the employee. The companion cannot answer
questions put to the employee, address the meeting against the employee’s wishes
or prevent the employee from explaining his/her case

» the Council will give employees reasonable notice of any meetings in this
procedure. Employee must make all reasonable efforts to attend. Failure to attend
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any meeting may result in it going ahead and a decision being taken. An employee
who does not attend a meeting will be given the opportunity to be represented and
to make written submission

» If the employee’s companion is not available for the proposed date of the meeting,
the employee can request a postponement and can propose an alternative date
that is within five working days of the original meeting date

= any changes to specified time limits in the Council's procedure must be agreed by
the employee and the Council

» information about an employee’s disciplinary matter will be restricted to those
involved in the disciplinary process. A record of the reason for disciplinary action
and the action taken by the Council is confidential to the employee. The
employee's disciplinary records will be held by the Council in accordance with the
Data Protection Act 1998

» recordings of the proceedings at any stage of the disciplinary procedure are
prohibited, unless agreed as a reasonable adjustment that takes account of an
employee’s medical condition

« employees have the right to appeal against any disciplinary action. The appeal
decision is final

e if an employee who is already subject to the Council’s disciplinary procedure, raises
a grievance, the grievance will normally be heard after the completion of the
disciplinary procedure

o disciplinary action taken by the Council can include an oral warning, written
warning, final written warning or dismissal

o except for gross misconduct when an employee may be dismissed without notice,
the Council will not dismiss an employee on the first occasion that it decides there
has been misconduct

» if an employee is suspended following allegations of misconduct, it will be on full
pay and only for such time as is necessary. Suspension is not a disciplinary
sanction. The Council will write to the employee to confim any period of
suspension and the reasons for it

e the Council may consider mediation at any stage of the disciplinary procedure
where appropriate (for example where there have been communication
breakdowns or allegations of bullying or harassment). Mediation is a dispute
resolution process that requires the Council’'s and the employee’s consent.

Examples of misconduct
4 Misconduct is employee behaviour that can lead to the employer taking disciplinary

action. The following list contains some examples of misconduct:
e unauthorised absence
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* poor timekeeping

* misuse of the Council's resources and facilities including telephone, email and
internet

= inappropriate behaviour

o refusal to follow reasonable instructions

» breach of health and safety rules.

Examples of gross misconduct

5 Gross misconduct is misconduct that is so serious that it is likely to lead to dismissal
without notice. The following list contains some examples of gross misconduct:
* bullying, discrimination and harassment
* incapacity at work because of alcohol or drugs
* violent behaviour
o fraud or theft
e gross negligence
s gross insubordination
» serious breaches of health and safety rules
» serious and deliberate damage to property
e use of the internet or email to access pornographic, obscene or offensive material
o disclosure of confidential information.

Examples of unsatisfactory work performance

6 The following list contains some examples of unsatisfactory work performance:
» inadequate application of office procedures
e inadequate IT skills
e unsatisfactory management of staff
e unsatisfactory communication skills.

DISCIPLINARY INVESTIGATION

7 The Council's Personnel Committee will appoint an Investigator who will be responsible
for undertaking the investigation - a fact-finding exercise to collect all relevant
information. The Investigator will be independent and will normally be a councillor. If
the Personnel Committee considers that there are no councillors who are independent
(for example, because they all have direct involvement in the allegations about the
employee), it will appoint someone from outside the Council. The Investigator will be
appointed as soon as possible after the allegations have been made. The Personnel
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11

12

13

Committee will inform the Investigator of the terms of reference of the investigation. The

terms of reference should deal with the following:

o what the investigation is required to examine

e whether a recommendation is required

* how the findings should be presented. For example, an investigator will often be
required to present the findings in the form of a report

» who the findings should be reported to and who to contact for further direction if
unexpected issues arise or advice is needed.

The Investigator will be asked to submit a report within 20 working days of appointment.
In cases of alleged unsatisfactory performance or of allegations of minor misconduct,
the appointment of an investigator may not be necessary and the Council may decide
to commence disciplinary proceedings at the next stage (see paragraph 16).

The Personnel Committee will first notify the employee in writing of the alleged
misconduct and ask him/her to attend a meeting with the Investigator. The employee
will be given at least five working days’ notice of the meeting with the Investigator so
that he/she has reasonable time to prepare for it. The letter will explain the
investigatory process and that the meeting is part of that process. The employee
should be provided with a copy of the Council's disciplinary procedure. The Council will
also inform the employee that when he/she meets with the Investigator, he/she will
have the opportunity to comment on the allegations of misconduct.

Employees may be accompanied or represented by a workplace colleague, a trade
union representative or a trade union official at any investigatory meeting.

If there are other persons (eg employees, councillors, members of the public or the
Council’s contractors) who can provide relevant information, the Investigator should try
to obtain it from them in advance of the meeting with the employee.

The Investigator has no authority to take disciplinary action. His/her role is to establish
the facts of the case as quickly as possible and prepare a report that recommends to
the staffing committee whether or not disciplinary action should be taken.

The Investigator's report will contain hisfher recommendations and the findings on

which they were based. He/she will recommend either:

e the employee has no case to answer and there should no further action under the
Council's disciplinary procedure

= the matter is not serious enough to justify further use of the disciplinary procedure
and can be dealt with informally or
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» the employee has a case to answer and there should be action under the Council's
disciplinary procedure.

14  The Investigator will submit the report to the Personnel Committee which will decide
whether further action will be taken.

15 If the Council decides that it will not take disciplinary action, it may consider whether
mediation would be appropriate in the circumstances.

THE DISCIPLINARY MEETING

16 If the Personnel Committee decides that there is a case to answer, it will appoint a
staffing sub-committee of three councillors. The staffing sub-committee will appoint a
Chairman from one of its members. The Investigator shall not sit on the sub-committee.
No councillor with direct involvement in the matter shall be appointed to the sub-
committee. The employee will be invited, in writing, to attend a disciplinary meeting.
The sub—committee’s letter will confirm the following:

e the names of its Chairman and other two members

e details of the alleged misconduct, its possible consequences and the employee’s
statutory right to be accompanied at the meeting

» a copy of the investigation report, all the supporting evidence and a copy of the
Council’s disciplinary procedure

e the time and place for the meeting. The employee will be given reasonable notice
of the hearing (at least 10 working days) so that he /she has sufficient time to
prepare for it

s that witnesses may attend on the employee’s and the Council's behalf and that both
parties should inform each other of their witnesses’ names at least five working
days before the meeting

e that the employee and the Council will provide each other with all supporting
evidence at least five working days before the meeting. If witnesses are not
attending the meeting, witness statements will be submitted to the other side at
least five working days before the hearing

o that the employee may be accompanied by a companion - a workplace colleague, a
trade union representative or a trade union official

The disciplinary meeting will be conducted as follows:

° the Chairman will introduce the members of the sub-committee to the employee

o the Investigator will present the findings of the investigation report

° the Chairman will set out the Council’'s case and present supporting evidence
(including any witnesses)
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the employee (or the companion) will set out his/her case and present evidence
(including any witnesses)

any member of the sub-committee and the employee (or the companion) may
question the Investigator and any witness

the employee (or the companion) will have the opportunity to sum up his/her case
the Chairman will provide the employee with the sub-committee’s decision with
reasons, in writing, within five working days of the meeting. The Chairman will
also notify the employee of the right to appeal the decision

the disciplinary meeting may be adjourned to allow matters that were raised during
the meeting to be investigated by the sub-committee.

DISCIPLINARY ACTION

17

If the sub-committee decides that there should be disciplinary action, it may be any of
the following:

Oral warning

An oral warning is issued for most first instances of minor misconduct. The Council will
notify the employee:

of the reason for the warning, the improvement required (if appropriate) and the time
period for improvement

that further misconduct/failure to improve will result in more serious disciplinary action
of the right to appeal

that a note confirming the oral warning will be placed on the employee's personnel file,
that a copy will be provided to the employee and that the warning will remain in force
for six months.

Written warning

If there is a repetition of earlier misconduct which resulted in an oral warning, or for
different and more serious misconduct, the employee will normally be given a written
warning. A written warning will set out:

the reason for the written warning, the improvement required (if appropriate) and
the time period for improvement

that further misconduct/failure to improve will result in more serious disciplinary
action

the employee’s right of appeal
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19

o that a note confirming the written warning will be placed on the employee’s
personnel file, that a copy will be provided to the employee and that the warning
will remain in force for 12 months.

Final written warning

If there is further misconduct during the period of a written warning or if the misconduct

is sufficiently serious, the employee will be given a final written warning. A final written

warning will set out:

° the reason for the final written warning, the improvement required (if appropriate)
and the time period for improvement

a that further misconduct/failure to improve will result in more serious disciplinary
action up to and including dismissal

K the employee’s right of appeal

. that a note confirming the final written warning will be placed on the employee’s
personnel file, that a copy will be provided to the employee and that the warning
will remain in force for 18 months.

Dismissal

The Council may dismiss:

o for gross misconduct

. if there is no improvement within the specified time period in the conduct which
has been the subject of a final written warning

o if another instance of misconduct has occurred and a final written warning has
already been issued and remains in force.

The Council will consider very carefully a decision to dismiss. If an employee is
dismissed, he/she will receive a written statement of the reasons for his/her dismissal,
the date on which the employment will end and details of his/her right of appeal.

If the sub-committee decides to take no disciplinary action, no record of the matter will
be retained on the employee’s personnel file. Action imposed as a result of the
disciplinary meeting will remain in force unless and untit it is modified as a result of an
appeal

THE APPEAL

20

An employee who is the subject of disciplinary action will be notified of the right of
appeal. His/her written notice of appeal must be received by the Council within five
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22

23

24

25

26

27

28

29

working days of the employee receiving written notice of the disciplinary action and
must specify the grounds for appeal.

The grounds for appeal include;

D a failure by the Council to follow its disciplinary policy

a the sub-committee’s decision was not supported by the evidence

) the disciplinary action was too severe in the circumstances of the case
° new evidence has come to light since the disciplinary meeting.

The Appeal will be heard by a panel of three members of the staff committee who have
not previously been involved in the case. This includes the Investigator. There may be
insufficient members of the staffing committee who have not previously been involved.
If so, the appeal panel will be a committee of three members of the Council who may
include members of the staff committee. The appeal panel will appoint a Chairman from
one of its members.

The employee will be notified, in writing, within 10 working days of receipt of the notice
of appeal of the time, date and place of the appeal meeting. The employee will be
advised that he/she may be accompanied by a companion - a workplace colieague, a
trade union representative or a trade union official.

At the appeal meeting, the Chairman will:

. introduce the panel members to the employee

) explain the purpose of the meeting, which is to hear the employee’s reasons for
appealing against the decision of the staffing sub-committee

. explain the action that the appeal panel may take.

The employee (or his companion) will be asked to explain the grounds for appeal.

The Chairman will inform the employee that he/she will receive the decision and the
panel’s reasons, in writing, within five working days of the appeal hearing.

The appeal panel may decide to uphold the decision of the staffing committee,
substitute a less serious sanction or decide that no disciplinary action is necessary. If it
decides to take no disciplinary action, no record of the matter will be retained on the
employee’s personnel file.

If an appeal against dismissal is upheld, the employee will be paid in full for the period
from the date of dismissal and continuity of service will be preserved.

The appeal panel's decision is final.
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NORTH HORSHAM PARISH COUNCIL GRIEVANCE POLICY

INTRODUCTION

1. This policy is based on and complies with the 2015 ACAS Code of Practice
(http://iwww acas org uk/CHttpHandler ashx?id=1047&p=0). It also takes account of the
ACAS guide on discipline and grievances at work.
(hitp.//www.acas org.uk/media/pdf/b/l/Discipline-and-grievances-Acas-guide. pdf.). It
aims to encourage and maintain good relationships between the Council and its
employees by treating grievances seriously and resolving them as quickly as possible.
It sets out the arrangements for employees to raise their concerns, problems or
complaints about their employment with the Council. The policy will be applied fairly,
consistently and in accordance with the Equality Act 2010.

2. Many problems can be raised and settled during the course of everyday working
relationships. Employees should aim to settle most grievances informally with their line
manager.

3. This policy confirms:

» employees have the right to be accompanied or represented at a grievance meeting
or appeal by a workplace colleague, a trade union representative or a trade union
official. The companion will be permitted to address the grievance/appeal meetings,
to present the employee's case for his /her grievance/appeal and to confer with the
employee. The companion cannot answer questions put to the employee, address
the meeting against the employee’s wishes or prevent the employee from
explaining his/her case

e the Council will give employees reasonable notice of the date of the
grievance/appeal meetings. Employees and their companions must make all
reasonable efforts to attend. If the employee’s companion is not available for the
proposed date of the meeting, the employee can request a postponement and can
propose an alternative date that is within five working days of the original meeting
date

» any changes to specified time limits must be agreed by the employee and the
Council
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e an employee has the right to appeal against the decision about his/her grievance.
The appeal decision is final

e information about an employee’s grievance will be restricted to those involved in the
grievance process. A record of the reason for the grievance, its outcome and action
taken is confidential to the employee. The employee's grievance records will be
held by the Council in accordance with the Data Protection Act 1998

» recordings of the proceedings at any stage of the grievance procedure are
prohibited, unless agreed as a reasonable adjustment that takes account of an
employee’s medical condition

e if an employee who is already subject to a disciplinary process raises a grievance,
the grievance will normally be heard after completion of the disciplinary procedure

e ifa grievance is not upheld, no disciplinary action will be taken against an employee
if he/she raised the grievance in good faith

» the Council may consider mediation at any stage of the grievance procedure where
appropriate, (for example where there have been communication breakdowns or
allegations of bullying or harassment). Mediation is a dispute resolution process
which requires the Council's and the employee’s consent.

INFORMAL GRIEVANCE PROCEDURE

4. The Council and its employees benefit if grievances are resolved informally and as
quickly as possible. As soon as a problem arises, the employee should raise it with
his/her manager to see if an informal solution is possible. Both should try to resolve the
matter at this stage. If the employee does not want to discuss the grievance with
his/her manager (for example, because it concerns the manager), the employee should
contact either the Clerk, the Chairman of the Personnel Committee or, if appropriate,
another member of the Personnel Committee.

FORMAL GRIEVANCE PROCEDURE

5. If it is not possible to resolve the grievance informally, the employee may submit a
formal grievance. It should be submitted in writing to the Chairman of the Personnel
Committee.

6.  The Personnel Committee will appoint a sub-committee of three members to investigate
the grievance. The sub-committee will appoint a Chairman from one of its members.
No councillor with direct involvement in the matter shall be appointed to the sub-
committee.
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Investigation

7. The sub-committee will investigate the matter before the grievance meeting which may

include interviewing others (e.g. employees, councillors or members of the public) .

Notification

8.  Within 10 working days of the Council receiving the employee’s grievance, the
employee will be asked, in writing, to attend a grievance meeting. The sub-committee’s
letter will include the following:

the names of its Chairman and other members

a summary of the employee’s grievance based on his/her written submission

the date, time and place for the meeting. The employee will be given reasonable
notice of the meeting which will be within 25 working days of when the Council
received the grievance

the employee’s right to be accompanied by a a workplace colleague, a trade union
representative or a trade union official

a copy of the Council's grievance policy

confirmation that, if necessary, witnesses may attend on the employee’s behalf and
that the employee should provide the names of his/her witnesses at least five
working days before the meeting

confirmation that the employee will provide the Council with any supporting
evidence at least five working days before the meeting.

The grievance meeting

9. Atthe grievance meeting:

the Chairman will introduce the members of the sub-committee to the employee

the employee (or companion) will set out the grievance and present the evidence
the Chairman will ask the employee what action does he/she wants the Council to
take

any member of the sub-committee and the employee (or the companion) may
question any witness

the employee (or companion) will have the opportunity to sum up the case

the Chairman will provide the employee with the sub-committee’s decision, in
writing, within five working days of the meeting. The letter will notify the employee
of the action, if any, that the Council will take and of the employee's right to appeal
a grievance meeting may be adjourned to allow matters that were raised during the
meeting to be investigated by the sub-committee.
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The appeal

10.

11.

12.

13.

14.

15.

16.

17.

18.

If an employee decides that his/her grievance has not been satisfactorily resolved by
the sub-committee, he/she may submit a written appeal to the Personnel Committee.
An appeal must be received by the Council within five working days of the employee
receiving the sub-committee’s decision and must specify the grounds of appeal.

Appeals may be raised on a number of grounds, eg:

a a failure by the Council to follow its grievance policy

. the decision was not supported by the evidence

E the action proposed by the sub-committee was inadequate/inappropriate
o new evidence has come to light since the grievance meeting.

The Appeal will be heard by a panel of three members of the Personnel Committee who
have not previously been involved in the case. There may be insufficient members of
the Personnel Committee who have not previously been involved. If so, the appeal
panel will be a committee of three Council members who may include members of the
Personnel Committee. The appeal panel will appoint a Chairman from one of its
members.

The employee will be notified, in writing, within 10 working days of receipt of the appeal
of the time, date and place of the appeal meeting. The meeting will take place within 25
working days of the Council’'s receipt of the appeal. The employee will be advised that
he/she may be accompanied by a workplace colleague, a trade union representative or
a trade union official.

At the appeal meeting, the Chairman will:

° introduce the panel members to the employee

. explain the purpose of the meeting, which is to hear the employee’s reasons for
appealing against the decision of the staffing sub-committee

o explain the action that the appeal panel may take.

The employee (or his/her companion) will be asked to explain the grounds of his/her
appeal.

The Chairman will inform the employee that he/she will receive the decision and the
panel's reasons, in writing, within five working days of the appeal meeting.

The appeal panel may decide to uphold the decision of the Personnel Committee or
substitute its own decision.

The decision of the appeal panel is final.
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NORTH HORSHAM PARISH COUNCIL

DOG BIN POLICY

In view of the capital outlay and ongoing maintenance costs it is the Policy of North
Horsham Parish Council not to supply or install dog bins on land that does not belong to
them.

22™ August 2019
Review date: August 2021.






ANNEX 3

North Horsham Parish Council Meeting 5" September 2019 Agenda Item 17.

Correspondence List 1 from 5™ July 2019 to 29t August 2019.
Below is a list of correspondence received at the Parish Council Office.
Circulated to all Councillors.

1. West Sussex County Council ]

* Planned Roadworks in West Sussex — this is no longer provided in
an excel sheet. Information can be accessed by typing
http://westsussex.cdmf info/heatmap/heatmapOSM.htm! into your
browser.

» Opportunity to give feedback on the County Local Committees/
Joint Arun Area Committees through a customer survey.

» Temporary Traffic Regulation Order - The Pines, Horsham - Start
date 30/07/2019

» Amendment to parking and traffic regulation in Standen Place.

» Proposed permanent reduction on Forest Road to Colgate —
supported by North Horsham Parish Council.

» Temporary Traffic Regulation Order - Green Lane, Horsham - Start
date: 06/08/19.

* AGM of the West Sussex Pension Fund — 24" July 2019 — e-
mailed to Personnel Committee.

» Temporary Traffic Regulation Order — Sycamore Avenue, Horsham
— Start date 13.08.19.

» WSCC - double yellow lines on Parkfield and the Crescent
TRO/HON1902/RC or TRO/HON1903/RC.- consultation ends 15®
August 2019 — invited comments to be submitted earlier.

» West Sussex Care Guide Review Survey - 21 August - 25
September.

» TfSE - Draft Transport Strategy Launch - Regional drop-in event
invitation.

» Electric Vehicle Strategy Consultation.

Early Warning Notice for a Speed Restriction - Temporary Traffic
Regulation Order - A24 Exit Slip road Northbound, Broadbridge
Heath - Proposed start date 16/09/149

* Amended Public Notice - Temporary Traffic Regulation Order -

Comptons Lane, Horsham - Start date 09/09/19

2. Horsham District Council

* What's on in Horsham.

» Year of Culture updates.

o News updates.

» Feedback from Planning Training for Town and Parish Councils 6%
June 2019.

Anti social behaviour poster.

Appeal Dismissed: DC/18/2697 - 202 Crawley Road, Horsham
RH12 4EU - APP/Z3825/\W/19/3226009 — reported at Planning
Meeting 22.8.19.




e Invitation to Civic Service 6t October 2019 for Chairman of the
Council.

¢ Horsham District Council Draft Statement of Community
Involvement 2019 - Consultation Notification

e Opportunity to report issues of anti-social behavior to Joint Action
Group

e Stay Connected — latest news and information

3. Resident's Correspondence
e E-mail and reports from Chair of the Wimblehurst Road Residents
Association regarding Planning Application DC/18/2687 —
development of the former Novartis site on Parsonage Road/
Wimblehurst Road. Circulated e-mail, documents and response.
e Memorial Service for FL682 and FR396 - 2 RAF B 25's which
crashed near Rudgwick.
» Further e-mail and reports from Chair of the Wimblehurst Road
Residents Association regarding Planning Application DC/18/2687
— development of the former Novartis site on Parsonage Road/
Wimblehurst Road due to be heard at the HDC meeting on 4th
September.
4. NALC
o Chief executive's bulletins
e Newsletters
5. Sussex Association of Local Councils (SALC)
o Weekly bulletins.
e NALC May 2019 Election Survey
o Finance workshops and training for Counciliors.
6. Horsham Association of Local Councils (HALC)
» .Notification of next meeting on 12" September 2019.
7. Sussex Police
e Horsham Weekly Bulletins
8. Crawley, Horsham and Mid Sussex CCG
* NHS Crawley and NHS Horsham and Mid-Sussex Clinical
Commissioning Groups - July and August Patient Roundup.
e Public Consultation on Mental Health Plans Launched 17" July
2019.
» Decision to award NHS 111/Clinical Assessment Service to South
East Coast Ambulance NHS Foundation Trust
0. Resident correspondence
E-mail from resident on Lambs Farm Road regarding being blocked in by
a One Stop lorry when parked and speeding along Lambs Farm Road.
10. Horsham Town Community Partnership
Feedback from the Annual Riverside Walk event.
11. Friends of Horsham Park
Newsletter.
12. Gatwick Airport
Publication of the Master Plan.
13. Horsham Cycle Forum
Notification of meeting on 6% August 2019.
14. Age UK Horsham District




Introduction from new CEO.

15. Horsham District Older People’'s Forum
Public meeting Tuesday 3rd September - Roffey Millennium Hall
16. Woodland Trust

Tree Charter Newsletter.
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ANNEX 3 (2)

North Horsham Parish Council Meeting 5" September 2019 Agenda Item 17.

Correspondence List 2 from 30th August 2019 to 5" September 2019.
Below is a list of correspondence received at the Parish Council Office.
Circulated to all Councillors.

1. West Sussex County Council

e Planned roadworks.

¢ Rusper Road — Early warning of closure between junction with
Kidmans Close to junction with Brook Road with works taking place
on the level crossing (Line painting and tarmac maintenance) —

Feb 2020.
2. Horsham District Council
Horsham Songfest 12" September 2019.
3. Horsham Association of Local Councils (HALC)
Agenda for meeting on 12" September 2019.
4, Sussex Association of Local Councils (SALC)
SALC weekly update.
5. West Sussex Association of Local Councils (WSALC)

Notification of Annual General Meeting and Autumn Conference on 3™
October 2019 at Avisford Park Hotel, Yapton, Walberton, Arundel BN18
OLS. Representatives, Clir Britten, Clir Cockerill and Cllir Mahon informed.
Other Councillors are welcome to attend.

6. Sussex Police
Horsham weekly bulletin.

7. Horsham District Dementia Action Alliance meeting Tuesday 10th
September, 14:00 at the Alzheimer's Society Offices in Horsham.







