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Broseley Town Council

Minutes
of a Town Council meeting

held by Zoom video 
at 7 pm on Tuesday 12 January 2021

Present:

Chairman Cllr. Tarlochen Singh-Mohr, Cl lr. Michael Burton, Cllr. Caroline Bagnall,  Cllr. Roy 
Childs, Cllr. Linda Garbett, Cl lr. Michael Garbett, Cllr. Simon Harris, Cllr. Ann Maltby, Cllr. 
Colette McCabe, Cllr. Phil ip Revell.

In attendance:

Sharon Clayton, Locum Town Clerk
Vanessa Voysey, Assistant Clerk/RFO
Approximately 13 members of the public

475 Chairman’s Welcome

The Chairman welcomed everyone to the meeting.  

476 Apologies for absence

There were no apologies as all Members were present.

Apologies were received from Shropshire Council lor David Turner who had other 
engagements.

477 Disclosure of Pecuniary Interests

Members were reminded that they are required to leave the room during the discussion and 
voting on matters in which they have a disclosable pecuniary interest, whether or not the 
interest is entered in the Register of Members’ Interests maintained by the Monitoring 
Officer.

Shropshire Council lor Simon Harris declared interests as held by the Town Clerk for which he 
represents Shropshire Council as follows:

Broseley Local Joint Committee
Health and Adult Social Care Scrutiny Committee
Housing Supervisory Board Committee
Place Plan and Overview Scrutiny Committee
Southern Planning Committee
STAR Housing Board Director and currently Chairman
West Midland Rail Executive Board Director (Deputy Chair)
Birchmeadow Management Committee
Ironbridge World Heritage Site Steering Group
Severn Gorge Countryside Trust

Local Committees include:
Broseley Festival
Broseley Christmas Lights

Cllr. Caroline Bagnall and Cllr. Simon Harris declared an interest as trustees of the Lady 
Forester Care Home and Cllr Michael Burton declared an interest as Chairman of the Friends 
of the Red Church.
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478 Dispensations

None requested.

479 Shropshire Council

Cllr. Simon Harris said it had been very quiet at Shropshire Council during the last few weeks
as the Finance Officer had been busy working on drafting the 2021/2022 budget.

NOTED.

480 Police Report

The Broseley and Much Wenlock Safer Neighbourhood Team (SNT) had provided a written 
report which included the following information for the period 30 November 2020 to 5 
January 2021:

o In response to the national lockdown in England SNT Officers continued to patrol and 
monitor the area and would continue to engage, educate, explain and enforce as a 
last resort.

o There had been three reports of breaches of the Coronavirus Regulations prior to 
lockdown which had been dealt with appropriately.

o There had been a nu mber of reports of possible breaches of the new lockdown 
measures on Facebook although none had been formally reported to the police. SNT 
officers would patrol the areas where the breaches had been reported.

o ASB had reduced and was likely to continue due t o lockdown.
o Snowballs had been thrown at certain addresses and patrols had been conducted 

whilst SNT officers were on duty.
o SNT officers continued to work with partner agencies to safeguard a number of youths 

from the town identified as vulnerable to explo itation and support had been given to 
a number of victims of domestic abuse. SNT officers would maintain regular contact 
with William Brookes School during lockdown to stay informed regarding vulnerable 
children.

o A number of events were planned at a number of schools to engage with local 
children but had to be postponed due to the lockdown.

o Criminal damage had occurred at a number of addresses where fence panels had been 
damaged and investigations had been carried out and a suspect had been identified. 

o A car had had all four tyres slashed an d the back window smashed and this was under 
investigation.

o There had been two reports of disorder involving assaults in the street which had 
been dealt with appropriately by officers.

o Plans for police engagement had been postponed due to lockdown and SNT officers 
were looking for ways to engage in the town within the guidelines of Coronavirus 
Regulations.

NOTED.

481 Public Participation

a) One member of the public said that he had requested information from Shropshire 
Council concerning Shropshire Council ’s allocation of Broseley Neighbourhood Funds 
towards a project without the Town Council ’s knowledge or approval. Shropshire Council
had since informed that Broseley Neighbourhood Funds would not be allocated towards 
any projects without the Town Council’s approval and the Town Council would be notified 
accordingly.

b) One member of the public expressed concern about the draft budget and opined that if 
the Town Council approved the budget as drafted it would hav e a severe and detrimental 
impact to Broseley, its people and councillors in the future.  He objected to the allocation 
of income generated from the MUGA which he said should go into a sinking fund and the 
MUGA should be protected long-term. 
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The RFO said she would clarify the budget allocation for the MUGA later in the meeting.

c) One member of the public asked if the helpline number for the COVID-19 volunteer group 
could be included in the January 2021 edit ion of the Town Talk.

The Locum Town Clerk said she would include the helpline number if approved later in the 
meeting. The Mayor also asked if the helpline number could be included on the Council’s 
website.

d) One member of the public referred to the “Tales of the Red Church” leaflet for which he 
sought assistance from the Town Council to help sell . He also referred to land at the Red 
Church which was to be discussed later in the meeting. He agreed with the need to fell 
dangerous trees close to the footpath . He would welcome the Town Council taking on 
ownership and maintenance of the land, budget permitting, although he would not want 
to see any development on the site.  There was other nearby land whose ownership was 
not known and he asked why this was not included as part of the land the Town Council
sought to take over.  He also wondered why ownership of the churchyard itself, currently 
maintained by Shropshire Council , could not be transferred to the Town Council as the 
diocese wanted to sell it .

482 Minutes

a) The minutes from a Town Council meeting held on 10 November 2020 were considered for 
approval.
It was PROPOSED, SECONDED and AGREED tha t the minutes be APPROVED and ADOPTED 
as a true record.

b) The minutes from a Town Council meeting held on 8 December 202 0 were considered for 
approval.
It was PROPOSED, SECONDED and AGREED that the minutes be APPROVED and ADOPTED 
as a true record.

c) The minutes from a Planning Committee meeting held on 26 November 2020 were NOTED
and ADOPTED .

483 Town Clerk’s Report

Members received a written report from the Locum Town Clerk on action taken in relation to 
decisions made at the last Town Council  meeting.
NOTED.

484 Financial Matters

a) Members considered for approval income and expenditure to date.
It was PROPOSED, SECONDED and AGREED that income of £34,458 and expenditure of 
£237,725 (net) be APPROVED.

b) Members considered for approval bank reconciliations to date.
It was PROPOSED, SECONDED and unanimously AGREED that bank reconciliations to date be 
APPROVED.

c) Members considered for approval payments to date.
It was PROPOSED, SECONDED and AGREED that the following payments be APPROVED:
October 2020 £73,777.64
November 2020 £29,460.88
December 2020 £44,706.62
January 2021 £3,285.18

d) Members considered for approval a grant request from the Lady Forester Day Care Centre 
for £500 towards the cost of a Visitors POD to enable residents to have family visits and 
be protected from possible infection .
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The original grant request was for £1,5 00 and the Lady Forester Day Care Centre asked for 
this grant to be rescinded and submitted another application for £500.  However, it was 
proposed that the amount originally requested should be awarded with the additional 
£1,000 to be put towards costs as they saw fit.

It was PROPOSED, SECONDED and AGREED that, as a grant of £1,500 had originally been 
submitted to the Town Council and withdrawn in favour of a grant for £500, a grant of 
£1,500 should be awarded for which the Lady Forester Day Care Centre could put towards 
any costs as they saw fit.

485 Grants Scheme

a) Members considered for approval that the Town Council supports a grants scheme for the 
improvement of shop fronts in Broseley High Street including the Conservation Area of 
the town. The awards would be financed from Neighbourhood Funds.
It was PROPOSED, SECONDED and AGREED that the grants scheme be APPROVED.

b) Members considered for approval a Conservation Area Grants Policy.
It was PROPOSED, SECONDED and AGREED that the Conservation Area Grants Policy be 
APPROVED.

c) Members considered for approval grant requests received to date for shop front 
improvements.
It was PROPOSED, SECONDED and AGREED that the following grants be APPROVED:

486 Bench Ends

In accordance with Standing Order number 1(a) the Chairman deferred this item for
consideration along with agenda item 24 later in the meeting, when quotes for a
commemorative plaque to be placed on one of the bench ends would be considered .

487 Land at the Red Church

Members considered for approval that grounds maintenance as necessary be carried out on 
land near to the Red Church which had been sadly neglected and for which no-one would take 
responsibil ity. Members also considered taking on ownership of the land in principle if it was 
possible.  The first step would be to maintain the land for the foreseeable future.
It was PROPOSED, SECONDED and unanimously AGREED that the Town Council should take 
on responsibility for maintenance of the land to the nor th of the Red Church footpath, with 
a view to taking full legal possession at some point in the future.

488 Friends of the Red Church

Members considered for approval that the Town Council supports and helps to promote the 
work of the Friends of the Red Church in the distribution of its leaflets ,  “Tales of the Red 
Church” .

APPLICANT AMOUNT 
AWARDED 

£
KT Bridal 1560.00
Four Paws 445.00
Evermore 850.00
Broseley House 925.00
Butchers Bar 1500.00
Clays 1274.24
Butchers 995.00
TOTAL 7549.24
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It was PROPOSED, SECONDED and AGREED that the Town Council would support the Friends 
of the Red Church to distribute leaflets promoting the ir work by including details in the 
January 2021 Town Talk.

489 Jitties

Members considered for approval that the Town Council seeks quotations from suitably 
qualified contractors to carry out a survey of the Broseley Jitties and principal ‘green routes’.
It was PROPOSED, SECONDED and AGREED that quotes should be sought to carry out a 
survey of the Broseley Jitties and principal ‘green routes’.

In accordance with Standing Order number 1(a) the Chairman changed the order of business 
so that the draft budget would be considered after agenda item 21 ,  “Consultation”.

490 Town Talk

Members considered for approval the draft January 2021 edit ion of the Town Talk newsletter .
It was PROPOSED, SECONDED and AGREED that with the following amendments, to remove 
the article about Broseley Tennis Club, the addition of contact details for the COVID -19 
Group, and an article about Santa’s Sleigh Ride , the Town Talk be APPROVED.

491 Vacancy for Councillor
Members considered for approval whether the vacancy caused by the resignation of Cllr. 
Mark Garbett should be filled by co-option.
It was PROPOSED, SECONDED and AGREED that the vacancy be fil led by co -option.

492 Co-option Policy

Members considered for approval a co-option policy and application process for co-opting
councillors.
It was PROPOSED, SECONDED and AGREED that the co-option policy and application process 
for the co-option of councillor s be APPROVED and ADOPTED.

Correspondence 

The following correspondence was NOTED:
a) SALC information bulletin and NALC information – emailed to Members.
b) Information concerning COVID-19 – emailed to Members.
c) Email from Food Bank.

493 Consultation

No consultation was considered.

494 Budget 2021/2022

Members considered for approval the budget and precept for 2021/2022.
It was PROPOSED, SECONDED and AGREED that:
a) The budget, as drafted, for 2021/2022 should be set at £359,063.
b) The precept, as drafted, for 2021/2022 should be set at £273,088.

Cllr. Colette McCabe joined the meeting at this point.

At this point in the meeting, it was PROPOSED, SECONDED and unanimously AGREED to 
suspend Standing Order number 3(x) to enable the meeting to exceed more than 2 hours.

495 Agenda Items for the Next Meeting

None requested.
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496 Date of Next Meeting

It was NOTED that the next Town Council meeting would take place on Tuesday 9 February
2021.

Public Bodies (Admission to Meetings) Act 1960

Pursuant to Section 1(2) of the above Act it was PROPOSED, SECONDED and RESOLVED that 
due to the confidential nature of the b usiness to be transacted the public and press should 
not be present.

497 Bench Ends

Members considered for approval whether the groundsmen should make seats with the bench 
ends.

Cllr. Lynda Garbett left the meeting due to technical issues.

It was PROPOSED that the Men in Sheds should be asked if they could carry out the work . 

It was PROPOSED , SECONDED and AGREED that the making of seats from bench ends should 
be considered further at the next Town Council meeting and that, in the meantime, furthe r 
information should be sought from the groundsmen and the Men in Sheds.

498 Bench Ends

Members considered quotes for the cost of a commemorative plaque to be placed on one of 
the bench ends once the seats had been made.
It was PROPOSED, SECONDED and unanimously AGREED that the quote for a brass 
commemorative plaque to be made by C J William be APPROVED at a cost of £ 24.

499 Street Lighting

Members considered for approval a revised quote for the installation of solar lights at King 
Street.  The original quote approved was for £3,550 + VAT and, due to additional work, the 
cost had increased to £4,150 + VAT.
It was PROPOSED, SECONDED and AGREED that the increased cost of £600 be APPROVED.

500 Staffing Matters

a) Members considered for approval the L ocum Town Clerk’s t imesheet for December 2020.
It was PROPOSED, SECONDED and unanimously AGREED that the Locum Town Clerk’s 
timesheet for December 2020 be APPROVED.

b) Cllr. Phil Revell PROPOSED that the Council ’s solicitor should be asked to attend a Staffing 
Committee meeting and provide an update on matters concerning Dr Kate Howe v 
Broseley Town Council after which the Committee would report back to the Town Council .  
Members were not in favour of the Staffing Committee dealing with the matter with the 
majority wanting full Council to be present at such a meeting.

It was PROPOSED, SECONDED and AGREED that the Council’s solicitor should be invited to 
an Extraordinary Town Council meeting to give a briefing on matters concerning Dr Kate 
Howe v Broseley Town Council as soon as convenient.

The meeting closed at 21:22.

Signed: Date:

Chairman
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Broseley Town Council

MMiinnuutteess
of a Planning Committee meeting

held at 7 pm on Thursday 17 December 2020
by Zoom video 

Present:

Cllr. Phil Revell (Chairman), Cllr Michael Burton, Cllr Simon Harris , Cllr Tarlochen 
Singh-Mohr

In Attendance:

Vanessa Voysey, Assistant Town Clerk, and one member of the public 

287 Chairman’s Welcome 

The Chairman welcomed everyone to the meeting .

288 Public Participation
There were none at this time 

289 Apologies for absence

Apologies were received from Cllr Roy Childs (work commitment)

The apologies were ACCEPTED and APPROVED

290 Disclosure of Pecuniary Interest

Members were reminded that they are required to leave the room during the 
discussion and voting on matters in which they have a disclosable pecuniary interest, 
whether or not the interest is entered in the Register of Members’ Interests 
maintained by the Monitoring Officer.

Cllr Michael Burton declared a personal interest: Chairman of the Red Church 
Committee

291 Dispensations

None declared.

292 Minutes
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Members considered for approval the minutes of a Plann ing Committee meeting held 
on 26 November 2020.
It was PROPOSED, SECONDED and resolved that the minutes be APPROVED.

293. Terms of Reference for a Revised Committee Structure 

Councillors present were in favour of the revised Committee Structure report 
excepting for the following suggested amendments : 

1) The Mayor and Deputy Mayor to stay as Ex -Oficio members (to cover in 
instances of where the meeting may be inquorate)

Cllr Simon Harris entered the meeting 

2) The financial aspects of the Place Plan, including allocation of CIL monies, 
should got a new Finance Committee, but Planning should be able to discuss 
Place Plan projects, as some of these may arise from the Neighbourhood Plan.

3) Tourism Strategy should be considered but not funds, the Tourism Working 
Group should report directly to Full Council on financial matters. 

294 Planning Matters 

a) Planning Applications

The following planning applications were considered:

20/051220/FUL
Alder House, Ironbridge
Road, Broseley,TF8 7JG

Erection of a part-first/part two storey rear extension; alterations and 
construction of new retaining walls 
It was PROPOSED, SECONDED and AGREED to SUPPORT IN FULL

b) Planning Decisions

The following was received after the Agenda and was NOTED

20/04484/FUL
2 Elizabeth Crescent, 
Broseley,TF8 5BJ

Erection of a two storey side extension and single storey rear extension 
following removal of existing rear structures 
PERMISSION GRANTED 

c) Applications for Works to Trees

The following applications for tree works were considered:
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20/04961/TCA
17 Barber Street, Broseley, Shropshire, TF12 
5DZ

Reduces height by 25% to 30% of 2no Hawthorn 
trees (A and B because of excessive shading and 
risk of damage to neighbouring properties within 
Broseley Conservation Area)

It was PROPOSED, SECONDED and AGREED to file 
No Objection 

d) Decisions on Tree Works 

The following decisions were NOTED:

20/04898/TCA
4 Duke Street, Broseley, Shropshire, TF12 
5LX

To fell 1 no Juniper Tree within Broseley 
Conservation Area

NO OBJECTION

295 Highways 

a) It was proposed, seconded and resolved that it be recommended to Full Council 
that a project for improving High Street pavements and pavement safety be placed on 
the Place Plan 

b) Regarding social distancing measures on Church Street, Cllr Simon Harris advised 
that signs will be placed on Church Street advising traffic that there may be people 
walking on the road 

c) A report on parking restriction was considered by the committee. It was proposed, 
seconded and resolved to write to Steve Brown at Shropshire Council requesting that 
he consider the report and initiate a consultation on yellow line implementation at 
Broseley. 

296 Footpaths

a) Consideration was given to the specification for steps and a handrail to be provided 
on the footpath between Ironbridge Road and Red Church Close (in accordance with 
the Commons Act 2006, s38 and the Localism Act 2011 The Parish C ouncil’s General 
Power of Competence).

It was proposed, seconded and resolved to seek quotations based on the draft 
specification presented to the Committee, from a suitably qualified contractor, to 
work this specification and to allow the appointed contr actors to carry out the work. 

b) It was proposed, seconded and resolved to recommend to Full Council to obtain 
quotes for a survey of footpaths to include the Jitties and the green routes as 
identified in the Neighbourhood Development Plan for Broseley.

297 Land Maintenance 
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It was proposed, seconded and resolved to recommend to Full Council that the Town 
Council takes on the maintenance of the land to the north of the Red Church footpath 
(in accordance with the Commons Act 2006, s28 and the Localism Ac t 20111, the 
Parish Council’s Power of General Competence)

The Chairman, Cllr Phil Revell, reported that this is in progress. 

298 Consultation on Community Involvement 

It was proposed, seconded and resolved to accept and file the Community 
Involvement Consultation Response previously delegated to the Planning Committee 
at a Town Council meeting dated 8 th November 2020, minute 42 

299 Date of next meeting

It was NOTED that the next meeting would be held on Thursday 28th January 2021. 

Public Bodies (Admission to Meetings) Act 1960

Pursuant to Section 1(2) of the above Act it was PROPOSED, SECONDED and RESOLVED 
that due to the confidential nature of the business to be transacted the public and 
press should not be present.

300 Enforcement Notices 

None at this time 

The meeting closed at 8.45

Signed: Date:

Chairman
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Broseley Town Council

Minutes of an Extraordinary Staffing Committee meeting 
held at 7 pm on Tuesday 20 October 2020

by Zoom online video 

Present:

Cllr. Phil Revell (Chairman), Cllr. Michael Garbett, Cllr. Simon Harris.

In attendance:

Sharon Clayton, Locum Town Clerk

69/20 Chairman ’s Welcome

The Chairman welcomed everyone to the meeting.

70/20 Apologies for Absence

Apologies were received from Cllr. Colette McCabe who was unwell.

71/20 Minutes

The minutes of a meeting held on 22 September 2020 were considered for approval.

It was PROPOSED, SECONDED and unanimously AGREED that the minutes be signed and ADOPTED as a true 
record.

72/20 Disclosure of Pecuniary Interests

Members were reminded that they are required to leave the room during the discussion and voting on matters
in which they have a disclosable pecuniary interest, whether or not the interest is entered in the Register of 
Members’ Interest maintained by the Monitoring Officer.

None declared.

73/20 Facebook

Members considered for approval the establishment of a Town Council Facebook page. The Chairman had
spoken to the administrative staff who, as long as the appropriate protocols were in place, had no objection to 
being responsible for Facebook posts.  It was intended that the Facebook page would simply be a notice board 
for Council activities and not a page for debate.  It could also be used for polling should the Council want to 
carry out consultation.

After discussing the positives and negatives of a Town Council Facebook page it was PROPOSED, SECONDED 
and unanimously AGREED that:

a) The establishment of a Facebook page should be referred to the Town Council for consideration 
without a recommendation from the Staffing Committee.

b) A Social Media policy should be considered for adoption by the Town Council before considering 
the establishment of a Facebook page.

Public Bodies (Admission to Meetings) Act 1960

Pursuant to Section 1(2) of the above Act it was PROPOSED, SECONDED and RESOLVED that due to the 
confidential nature of the business to be transacted the public and press should not be present.
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STAFFING MATTERS

74/20 Clerk’s Report

Members received a written update from the Locum Town Clerk on actions taken following the last Staffing 
Committee meeting. There were no matters outstanding other than that a contractor was being sought for 
taking care of the security for all of the Council’s buildings, including key holding, call outs and making good 
any damage.
NOTED. 

75/20 Staffing 

a) Members considered for approval the process for the appointment of an apprentice. The apprentice 
would need to be recruited at least at Level 2 and have maths and/or English as the apprenticeship was 
aimed to achieve a Level 3 qualification in Business and Administration.  The job description would include 
tasks such as: 

assisting administrative and library staff
carry out computer-based tasks
telephone calls
visitor hospitality
assist the Council’s estates staff
assist with projects
other tasks as required

It was PROPOSED, SECONDED and unanimously AGREED that:
i. The person specification and the job description be APPROVED.

ii. The recruitment timetable be APPROVED. 
iii. The Town Clerk would line manage the apprentice who would be supervised by the Administration 

Officer.
iv. The Town Council’s HR consultant would carry out the interviews along with Cllr. Phil Revell and 

Cllr. Simon Harris.

b) Members discussed the work responsibilities of the Town Council’s committees and the staff roles 
associated with those responsibilities. There had been occasions where Councillors had not fully 
understood the best route for matters to be discussed which had led to some friction.

It was PROPOSED, SECONDED and unanimously AGREED that:
i. All Town Councillors need to be made aware of the role of the Councillor and the role of the staff 

which was clearly set out in the Town Council’s Terms of Reference and Scheme of Delegation.
ii. The Town Clerk would write a report for consideration at the next Town Council meeting that 

would clearly explain how Councillors should raise a matter of concern and how it could best be 
dealt with.

c) Members considered the current IT facilities and the need for a new computer to be purchased for use by 
the apprentice once recruited.  There were some issues with the current equipment and concern was 
expressed about ‘Cloud’ based information storage.

It was PROPOSED, SECONDED and unanimously AGREED that:
i. A cost benefit analysis should be carried out to determine the most efficient IT working 

environment for the Town Council’s administration.
ii. Quotes should be sought from IT specialists to advise and make recommendations on how best to 

upgrade the Council’s current IT facilities.

The meeting closed at 20:02.

Signed: Date:

Chairman
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Notes from a Chairs Meeting
7pm Tuesday 5 January 2020

Held by Zoom video

Present:
Cllr. Tarlochen Singh-Mohr (Mayor), Cllr. Simon Harris (Chair of Estates Committee), 
Cllr. Phil Revell (Chair of Planning Committee and Staffing Committee)

In attendance:
Sharon Clayton, Locum Town Clerk

Apologies
None

1. Chairman’s Welcome
Tarlochen welcomed everyone to the meeting. 

2. Town Council Agenda for 12 January 2021

The minutes from the last Chairs Meeting were discussed.  At the Town Council 
meeting held on 8 December 2020 committee restructuring had been considered and 
it was agreed that each Committee should discuss thei r revised Terms of Reference 
and report back to the Town Council meeting in March 2021.  However, concern was 
expressed that revised Terms of Reference needed to be introduced earlier in 
February.  Simon said the next Estates Committee meeting would not ta ke place until 
after the next Town Council meeting so a formal response from the Committee could 
not be provided.  However it was agreed that comments could be made informally to 
enable the decision as to whether the revised Terms of Reference should be ad opted 
could be made at the February Town Council meeting.

Simon said that the only pressing matter for the Estates Committee was a review of
the Management Agreement between the Town Council and the Birchmeadow Centre.  
He said that it needed a re-write to make responsibilities clearer between both 
parties.

Agenda item 12 – Bench Ends
There was a discussion about some of the agenda items included on the agenda for 
the January Town Council meeting which could be referred to the appropriate 
Committee. For example consideration of the bench ends being made into benches 
could be considered by the Estates Committee.  However, the Locum Town Clerk 
explained that, following the December Town Council meeting a Councillor had asked 
that the decision to refer the bench ends to the Estates Committee should be 
rescinded.  Since then the Council’s groundsmen had said they could carry out this 
work and it was therefore included on the Town Council agenda so that the Council 
could make the decision to either allow the work to be carried out in -house or by a 
contractor.  It was also agreed that Councillors should be asked to consider where the 
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new benches should be sited before the meeting to avoid an unnecessarily long 
meeting.

Agenda item – Climate Change
Phil had asked for Climate Change to be considered but, as he had not written a 
policy, it was agreed that it should not be considered at this time.

Agenda item 16 – Budget 2021/2022
It was agreed that the budget should be approved at the January meeting and not 
deferred. All Councillors had been invited to attend a PPR meeting when the draft 
budget had been discussed and a recommendation agreed and therefore all 
Councillors had had a chance to comment well before the Town Council meeting and 
there should be no need for further discussion. The RFO, Vanessa had agreed to 
attend.

Agenda item 26 – Staffing Matters
It was agreed that Naomi Wood should be invited to provide an update on legal 
matters and that further discussion about the Town Clerk should be referred to the 
Staffing Committee who would report back to full council.  This would save an 
unnecessarily long conversation at the Council meeting.

3. Any other business
None. 

The meeting closed at 10:48.
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SUBJECT ACCESS REQUESTS (“SAR”) CHECKLIST

A. Inform data subjects of their right to access data and provide an easily accessible mechanism through 
which such a request can be submitted (e.g. a dedicated email address).

B. Make sure a SAR policy is in place within the council and that internal procedures on handling of SARs are 
accurate and complied with. Include, among other elements, provisions on: 

(1) Responsibilities (who, what)

(2) Timing

(3) Changes to data

(4) Handling requests for rectification, erasure or restriction of processing.

C. Ensure personal data is easily accessible at all times in order to ensure a timely response to SARs and that 
personal data on specific data subjects can be easily filtered.

D. Where possible, implement standards to respond to SARs, including a standard response.

Upon receipt of a SAR

Verify whether you are controller of the data subject’s personal data. If you are not a controller, 
but merely a processor, inform the data subject and refer them to the actual controller.

Verify the identity of the data subject; if needed, request any further evidence on the identity of 
the data subject.

Verity the access request; is it sufficiently substantiated? Is it clear to the data controller what 
personal data is requested? If not: request additional information.

Verify whether requests are unfounded or excessive (in particular because of their repetitive 
character); if so, you may refuse to act on the request or charge a reasonable fee.

Promptly acknowledge receipt of the SAR and inform the data subject of any costs involved in the 
processing of the SAR.

Verify whether you process the data requested. If you do not process any data, inform the data 
subject accordingly. At all times make sure the internal SAR policy is followed and progress can be 
monitored.

Ensure data will not be changed as a result of the SAR. Routine changes as part of the processing 
activities concerned are permitted.

Verify whether the data requested also involves data on other data subjects and make sure this 
data is filtered before the requested data is supplied to the data subject; if data cannot be 
filtered, ensure that other data subjects have consented to the supply of their data as part of the 
SAR.

Responding to a SAR

Respond to a SAR within one month after receipt of the request: 

(i) If more time is needed to respond to complex requests, an extension of another two 
months is permissible, provided this is communicated to the data subject in a timely 
manner within the first month;
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(ii) if the council cannot provide the information requested, it should, inform the data subject 
on this decision without delay and at the latest within one month of receipt of the request.

If a SAR is submitted in electronic form, any personal data should preferably be provided by 
electronic means as well.

If data on the data subject is processed, make sure to include as a minimum the following 
information in the SAR response: 

(i) the purposes of the processing;

(ii) the categories of personal data concerned;

(iii) the recipients or categories of recipients to whom personal data has been or will be 
disclosed, in particular in third countries or international organisations, including any 
appropriate safeguards for transfer of data, such as Binding Corporate Rules1 or EU model 
clauses2;

(iv) where possible, the envisaged period for which personal data will be stored, or, if not 
possible, the criteria used to determine that period;

(v) the existence of the right to request rectification or erasure of personal data or restriction 
of processing of personal data concerning the data subject or to object to such 
processing;

(vi) the right to lodge a complaint with the Information Commissioners Office (“ICO”);

(vii) if the data has not been collected from the data subject: the source of such data;

(viii) the existence of any automated decision-making, including profiling and any meaningful 
information about the logic involved, as well as the significance and the envisaged 
consequences of such processing for the data subject.

Provide a copy of the personal data undergoing processing. 

This document has been developed from NALC Toolkit August 2018.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023

1 “Binding Corporate Rules” is a global data protection policy covering the international transfer pf personal data out of the 
European Union.  It requires approval of a data protection regulator in the European Union.  In most cases this will be the relevant 
regulator where an organisations headquarters is located.  In the UK, the relevant regulator is the Information Commissioner’s 
Office.

2 “EU model clauses” are clauses approved by the European Union which govern the international transfer of personal data.  The 
clauses can be between two data controllers or a data controller and a data processor.
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CONSENT FORM

“Your privacy is important to us and we would like to communicate with you about the council and its activities. 
To do so we need your consent. Please fill in your name and address and other contact information below and 
confirm your consent by ticking the boxes below.”

CONTACT DETAILS If you are aged 13 or under our parent or 
guardian should fill in their details below 
to confirm their consent.

Name:

Address:

Signature:

Date:

Please confirm your consent below.  You can grant consent to any or all of the purposes listed.  You can find out 
more about how we use our data from our “Privacy Notice” which is available from our website or from the 
council office at admin@broseley-tc.gov.uk

You can withdraw or change your consent at any time by contacting the council office.


We may contact you to keep you informed about what is going on in the council‘s area or other local 
authority areas including news, events, meetings, clubs, groups and activities. These communications 
may also sometimes appear on our website, or in printed or electronic form (including social media).

 We may contact you about groups and activities you may be interested in participating in.


We may use your name and photo in our newsletters, bulletins or on our website, or our social media 
accounts (for example our Facebook page or Twitter account).

Keeping in touch:

 Yes please, I would like to receive communications by email.
 Yes please, I would like to receive communications by telephone.
 Yes please, I would like receive communications by mobile phone including text message.
 Yes please, I would like to receive communications by social media.
 Yes please, I would like to receive communications by post.

https://www.broseley-tc.gov.uk/contact-us
mailto:admin@broseley-tc.gov.uk


Consent Form 2

This document has been developed from NALC Toolkit August 2018.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023
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DATA BREACH POLICY

What is a data breach?

A personal data breach is the accidental or unlawful destruction, loss, theft, alteration, unauthorised disclosure 
of, or access to, personal data.

Examples include: 
Access by an unauthorised third party.
Deliberate or accidental action (or inaction) by a data controller or data processor. 
Personal data being sent to an incorrect recipient. 
Computing devices containing personal data being lost or stolen. 
Alteration of personal data without permission. 
Loss of availability of personal data. 

Data protection

As a data processor the Town Council has a duty to comply with the Data Protection Act 2018. In order to 
ensure that there are no data breaches the Town Council operates in accordance with its Password Policy and all 
computers are password protected. Hard copies of personal data are stored safely in locked containers and 
access is strictly controlled.

Consequences of a personal data breach 

A data breach can have a detrimental effect on individuals and can lead to a loss of control of personal data, 
discrimination, identity theft or fraud, financial loss, damage to reputation, loss of confidentiality, damage to 
property or social disadvantage.  

Risk assessing data breaches

When a security incident occurs, the Council will quickly establish whether a personal data breach has taken 
place and, if so, will promptly take steps to address it, including informing the ICO if required.  Upon becoming 
aware of a breach, the Council will contain it and assess the potential adverse consequences for individuals, 
dependent upon how serious or substantial these are, and how likely they are to happen.

The Council will investigate whether or not the breach was a result of human error or a systemic issue and see 
how a recurrence can be prevented.

Informing individuals about a breach

If a breach is likely to result in a high risk to the rights and freedoms of individuals, the Council will inform those 
concerned directly as soon as possible.

A ‘high risk’ means that the individual(s) concerned must be informed of a data breach before the ICO is 
informed so that individuals can take steps to protect themselves from the effect of a breach. The Council will 
still contact the ICO if it is deemed that the individual does not need to be informed. 
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The Town Council’s duty to report a data breach 

If it meets the threshold for reporting a personal data breach, a breach must be reported to the ICO without 
undue delay and within 72 hours. All the facts must be put together and the time starts from when the breach is 
discovered and not when it actually happened.

Breaches should be reported to the breach reporting team on 0303 123 1113 or https://ico.org.uk/pdb

The Council will make every attempt to contain the breach and recover the data and protect those who are 
impacted.

What information the Council must provide to Individuals when informing them about a data 
breach

When a data breach occurs, the following information must be provided to those affected:
1. A description of the nature of the personal data breach.
2. The name and contact details of any data protection officer the Council has, or another point of contact 

where more information can be obtained.
3. A description of the likely consequences of the personal data breach.
4. A description of the measures the Council has taken or proposes to take to deal with the personal data 

breach and, where appropriate, a description of the measures taken by the Council to mitigate any 
possible adverse effects.

If possible, the Council will provide specific and clear advice to individuals on the steps they can take to protect 
themselves, and what the Council is willing to do to assist them.  This may include:

Forcing a password reset.
Advising individuals to use strong, unique passwords.
Telling them to guard against phishing emails or fraudulent activity on their accounts.

What information should be reported to the ICO

When a data breach occurs, the following information must be reported to the ICO: 
1. Details about what happened.
2. How it happened.
3. How it was discovered
4. What preventative measure are in place.
5. Whether the breach was caused by a cyber incident.
6. The time and date when the breach happened.
7. The time and date when the breach was discovered.
8. The type of personal data included in the breach.
9. The number of personal data records concerned.
10. The number of data subjects that could be affected and the categories of the data subjects affected.
11. Potential consequences of the breach.
12. Whether the data breach is likely to result in a high risk to the data subjects.
13. Whether the person involved in the breach has received data protection training in the last two years.
14. The action taken by the Town Council, or what action will be taken as a result of the breach.
15. Whether action has been taken to contain the breach with a description of remedial actions.
16. Steps that the Town Council will take to prevent a recurrence and when it is expected to be completed.
17. Whether the data subjects have been informed about the breach.
18. Whether any other organisations will be informed about the breach.
19. Details about the Town Council and the person making the report.

This information may be recorded using an online form and sent to icocasework@ico.org.uk

https://ico.org.uk/pdb
mailto:icocasework@ico.org.uk
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Action to contain a data breach

If information has been sent to someone by mistake, they will be asked to delete/destroy it, send it back 
securely or have it ready to be collected.

If the breach is due to a stolen computer the data will be wiped remotely if possible.  This will help to minimise 
the risk of personal data falling into the wrong hands.  All passwords will be changed to avoid/contain a cyber 
incident. If unsure what to do the Council will contact the ICO for advice.

Action to protect those affected

The Council will assess the risk of harm to those affected. Unless there is a high risk to individuals affected by a 
data breach they will not be notified.  Where it will lead to a risk of harm or detriment, those affected will be 
notified and advised about any action they can take to protect themselves and how the Council can help them.

Recording data breaches 

The Council will maintain a record of all data breaches whether or not they need to be reported to the ICO.  The 
record will document:

The facts regarding the breach.
Its effects.
The remedial action taken.

This policy has been developed from information provided by the ICO and is available at: https://ico.org.uk/for-
organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/personal-data-
breaches/#riskassessingdata

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023

https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/#riskassessingdata
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/#riskassessingdata
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/#riskassessingdata
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DATA BREACH RISK MANAGEMENT POLICY

What is a data breach?

A personal data breach is the accidental or unlawful destruction, loss, theft, alteration, unauthorised disclosure 
of, or access to, personal data.

Examples include: 
Access by an unauthorised third party.
Deliberate or accidental action (or inaction) by a data controller or data processor. 
Personal data being sent to an incorrect recipient. 
Computing devices containing personal data being lost or stolen. 
Alteration of personal data without permission. 
Loss of availability of personal data. 

A data breach requires crisis management to prevent the entire Council from being put at risk.  Data security is 
not an IT issue but is an organisation risk which may involve a number of people with various roles within the 
Council.

This policy is designed as a breach response plan that should be deployed to deal with a data security crisis.

The breach response plan

1. If a data breach occurs notify the Town Clerk.
2. In the absence of the Town Clerk notify the RFO.
3. Follow the directions as written in the Council’s Data Breach Policy.

Legal issues

1. Follow procedures for maintaining legal privilege and confidentiality.
2. Pause document destruction processes if necessary.
3. Ensure that appropriate evidence gathering is carried out to collect information about the breach.
4. Seek advice from the Council’s HR consultant if necessary.
5. Identify as soon as possible any third parties that may need to be notified.
6. Notify the Council’s payment processor of any credit/debit card data.
7. Liaise with staff and councillors if they have seen any unusual activity.
8. Follow the directions as written in the Council’s Data Breach Policy.

Forensic IT

1. Respond as quickly as possible to basic IT data breaches.
2. Ensure the Council’s Asset Register is kept up to date to help identify potentially compromised devices, 

where they are and in whose possession.
3. Quickly secure and isolate potential compromised devices and data and take care not to destroy 

evidence.
4. Quickly physically secure any Council premises that have been affected by a data breach.
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Cyber breach insurance

1. Ensure the Council’s insurance covers a cyber breach.
2. Follow the process for notifying breaches and obtaining consent for actions from the Council’s insurer.
3. Ensure that emergency contact details for the Council’s insurers are readily available.

Data

1. Maintain a log of what data the Council holds and does not hold.
2. Ensure the data is appropriately classified.
3. Follow the Council’s data destruction policy.
4. Ensure that encrypted data can only be accessed by authorised personnel.
5. Ensure that unnecessary data is disposed of securely and do not keep unnecessary data for longer than 

is necessary.
6. Ensure that appropriate additional protection is in place for sensitive data.
7. Implement data loss prevention where necessary.

Data subjects

1. Ensure an understanding of when data subjects should be notified about a data breach.
2. Ensure an understanding of the contractual and legal rights of data subjects.
3. Follow the Council’s policy for notifying data subjects about data breaches.
4. Ensure an understanding of the potential harm to a data subject should a loss of data occur.
5. Ensure an understanding of how a breach should be dealt with.
6. Ensure that all staff and councillors are suitably trained on how to deal with data subjects should a 

breach occur.

Public relations (PR)

1. The Town Clerk or the RFO will handle any necessary PR to deal with data breaches.
2. The Council’s administration staff will actively monitor social media after a breach.

Security checklist

The Town Council has the following protection in place:
a) Acceptable Use Policy.
b) Bring your own device policy. Work in progress
c) Antivirus software and firewall on all devices.
d) Document Retention Policy.
e) General Privacy Notice.
f) Password Policy.
g) Social media and electronic communication policy.
h) Safeguarding Policy.
i) Electronic file backup.
j) Secure wireless networks.
k) Regular software updates.
l) Unique user accounts.

This document has been developed from NALC Toolkit August 2018.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023
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DPIA Assessment Checklist

A. Under the GDPR, data protection impact assessments (DPIAs) are mandatory where the processing poses a 
high risk to the rights and freedoms of individuals. While they can also be carried out in other situations, the 
Town Council needs to be able to evaluate when a DPIA is required.

B. This checklist helps the Council to make that assessment and provides a springboard for some of the issues 
the Council will need to consider in more detail if it needs to carry out a DPIA.

Do we need to carry out a DPIA?

What is the objective/intended outcome of the project?

Is it a significant piece of work affecting how services/operations are currently provided?

Who is the audience or who will be affected by the project?

Will the project involve the collection of new personal data about people? (e.g. new identifiers or 
behavioural information relating to individuals?)

Will the project involve combining anonymised data sources in a way that may give rise to a risk 
that individuals could be identified?

Will the project involve combining datasets originating from different processing operations or data 
controllers in a way which would exceed the reasonable expectations of the individuals?

Is data being processed on a large scale?

Will the project compel individuals to provide personal data about themselves?

Will personal data about individuals be disclosed to organisations or people who have not 
previously had routine access to the personal data?

Will personal data be transferred outside the EEA?

Is personal data about individuals to be used for a purpose it is not currently used for, or in a way it is 
not currently used?

Will personal data about children under 13 or other vulnerable persons be collected or otherwise 
processed?

Will new technology be used which might be seen as privacy intrusive? (e.g. tracking, surveillance, 
observation or monitoring software, capture of image, video or audio or location).

Is monitoring or tracking or profiling of individuals taking place?

Is data being used for automated decision making with legal or similar significant effect?

Is data being used for evaluation or scoring? (e.g. performance at work, economic situation, 
health, interests or behaviour).

Is sensitive data being collected including: 
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i) Race

ii) Ethnic origin

iii) Political opinions

iv) Religious or philosophical beliefs

v) Trade union membership

vi) Genetic data

vii) Biometric data (e.g. facial recognition, finger print data)

viii) Health data

ix) Data about sex life or sexual orientation?

Will the processing itself prevent data subjects from exercising a right or using a service or contract?

Is the personal data about individuals of a kind likely to raise privacy concerns or is it personal data 
people would consider to be particularly private or confidential?

Will the project require contact to be made with individuals in ways they may find intrusive?

Other issues to consider when carrying out a DPIA

In addition to considering the above issues in greater detail, when conducting a DPIA, the Council
will also need to look at issues including: 

i) The lawful grounds for processing and the capture of consent where appropriate.

ii) The purposes the data will be used for, how this will be communicated to the data subjects 
and the lawful grounds for processing.

iii) Who the data will be disclosed to.

iv) Where the data will be hosted and its geographical journey (including how data subjects 
will be kept informed about this).

v) The internal process for risk assessment.

vi) Who needs to be consulted (DPO, data subjects, the Information Commissioners Office
(“ICO”)).

vii) Data minimisation (including whether data can be anonymised).

viii) How accuracy of data will be maintained.

ix) How long the data will be retained and what the processes are for deletion of data.

x) Data storage measures.

xi) Data security measures including what is appropriate relative to risk and whether measures 
such as encryption or pseudonymisation can be used to reduce risk.

xii) Opportunities for data subjects to exercise their rights.

xiii) What staff or, as appropriate, councillor training is being undertaken to help minimise risk.

xiv) The technical and organisational measures used to reduce risk (including allowing different 
levels of access to data and red flagging unusual behaviour or incidents).
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The GDPR requires that councils carry out a DPIA when processing is likely to result in a high risk to the rights 
and freedoms of data subjects. For example the Council uses CCTV to monitor public areas. 

If two or more of the following apply, it is likely that the Council will be required to carry out a DPIA. This does 
not apply to existing systems but would apply if the Council introduced a new system. 

1. Profiling is in use. Example: The Council monitors website clicks or behaviour 
and records people’s interests. 

2. Automated decision making. Example: when processing leads to the potential 
exclusion of individuals. 

3. CCTV surveillance of public areas. Processing used to observe, monitor or 
control data subjects. 

4. Sensitive personal data as well as personal data relating to criminal 
convictions or offences.   

5. Large scale data processing. There is no definition of “large scale”. However,
consider: the number of data subjects concerned, the volume of data and/or 
the range of different data items being processed.



6. Linked databases - in other words, data aggregation. Example: two datasets 
merged together, that could “exceed the reasonable expectations of the 
user”. E.g. the Council merges its mailing list with another council, club or 
association.



7. Data concerning vulnerable data subjects, especially when power 
imbalances arise, e.g. staff-employer, where consent may be vague, data of 
children, mentally ill, asylum seekers, elderly, patients. 



8. “New technologies are in use”. E.g. use of social media, etc.   
9. Data transfers outside of the EEA. 
10. “Unavoidable and unexpected processing”. For example, processing 

performed on a public area that people passing by cannot avoid. Example: 
Wi-Fi tracking.



This document has been developed from NALC Toolkit August 2018.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023
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PRIVACY NOTICE
For staff*, councillors and role holders**

*Staff means employees, workers, agency staff and those retained on a temporary or permanent basis.
**Includes, volunteers, contractors, agents, and other role holders within the council including former staff* 
and former councillors.  This also includes applicants or candidates for any of these roles.

Your personal data – what is it?
“Personal data” is any information about a living individual which allows them to be identified from that data (for 
example a name, photograph, video, email address, or address). Identification can be directly using the data itself 
or by combining it with other information which helps to identify a living individual (e.g. a list of staff may contain 
personnel ID numbers rather than names but if you use a list a separate list of the ID numbers which give the 
corresponding names to identify the staff in the first list then the first list will also be treated as personal data). 
The processing of personal data is governed by legislation relating to personal data which applies in the United 
Kingdom including the General Data Protection Regulation (the “GDPR”) and other legislation relating to personal 
data and rights such as the Human Rights Act.

Who are we?
This Privacy Notice is provided to you by Broseley Town Council which is the data controller for your data. 

The Council works together with:
Other data controllers, such as local authorities, public authorities, central government and agencies such as 
HMRC and DVLA.
Staff pension providers.
Former and prospective employers.
DBS services suppliers.
Payroll services providers.
Recruitment agencies.
Credit reference agencies.

We may need to share personal data we hold with them so that they can carry out their responsibilities to the 
council and our community. The organisations referred to above will sometimes be “joint data controllers”. This 
means we are all responsible to you for how we process your data where for example two or more data controllers 
are working together for a joint purpose. If there is no joint purpose or collaboration then the data controllers will 
be independent and will be individually responsible to you.

The Council will comply with data protection law.  This says that the personal data we hold about you 
must be:

Used lawfully, fairly and in a transparent way.
Collected only for valid purposes that we have clearly explained to you and not used in any way that is 
incompatible with those purposes.
Relevant to the purposes we have told you about and limited only to those purposes.
Accurate and kept up to date.
Kept only as long as necessary for the purposes we have told you about.
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Kept and destroyed securely including ensuring that appropriate technical and security measures are in 
place to protect your personal data to protect personal data from loss, misuse, unauthorised access and 
disclosure.

What data do we process?
Names, titles, and aliases, photographs.
Start date / leaving date
Contact details such as telephone numbers, addresses, and email addresses.
Where they are relevant to our legal obligations, or where you provide them to us, we may process 
information such as gender, age, date of birth, marital status, nationality, education/work history, 
academic/professional qualifications, employment details, hobbies, family composition, and dependants.
Non-financial identifiers such as passport numbers, driving licence numbers, vehicle registration numbers, 
taxpayer identification numbers, staff identification numbers, tax reference codes, and national insurance 
numbers. 
Financial identifiers such as bank account numbers, payment card numbers, payment/transaction 
identifiers, policy numbers, and claim numbers.
Financial information such as National Insurance number, pay and pay records, tax code, tax and benefits 
contributions, expenses claimed. 
Other operational personal data created, obtained, or otherwise processed in the course of carrying out our 
activities, including but not limited to, CCTV footage, recordings of telephone conversations, IP addresses 
and website visit histories, logs of visitors, and logs of accidents, injuries and insurance claims.
Next of kin and emergency contact information 
Recruitment information (including copies of right to work documentation, references and other 
information included in a CV or cover letter or as part of the application process and referral source (e.g. 
agency, staff referral))
Location of employment or workplace.
Other staff data (not covered above) including; level, performance management information, languages and 
proficiency; licences/certificates, immigration status; employment status; information for disciplinary and 
grievance proceedings; and personal biographies.
CCTV footage and other information obtained through electronic means such as swipecard records.
Information about your use of our information and communications systems.

We use your personal data for some or all of the following purposes:
Please note: We need all the categories of personal data in the list above primarily to allow us to perform our 
contract with you and to enable us to comply with legal obligations. 

Making a decision about your recruitment or appointment.
Determining the terms on which you work for us.
Checking you are legally entitled to work in the UK.
Paying you and, if you are an employee, deducting tax and National Insurance contributions.
Providing any contractual benefits to you
Liaising with your pension provider.
Administering the contract we have entered into with you.
Management and planning, including accounting and auditing.
Conducting performance reviews, managing performance and determining performance requirements.
Making decisions about salary reviews and compensation.
Assessing qualifications for a particular job or task, including decisions about promotions.
Conducting grievance or disciplinary proceedings.
Making decisions about your continued employment or engagement.
Making arrangements for the termination of our working relationship.
Education, training and development requirements.
Dealing with legal disputes involving you, including accidents at work.
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Ascertaining your fitness to work.
Managing sickness absence.
Complying with health and safety obligations.
To prevent fraud.
To monitor your use of our information and communication systems to ensure compliance with our IT 
policies.
To ensure network and information security, including preventing unauthorised access to our computer and 
electronic communications systems and preventing malicious software distribution.
To conduct data analytics studies to review and better understand employee retention and attrition rates.
Equal opportunities monitoring.
To undertake activity consistent with our statutory functions and powers including any delegated functions. 
To maintain our own accounts and records;
To seek your views or comments;
To process a job application;
To administer councillors’ interests
To provide a reference.

Our processing may also include the use of CCTV systems for monitoring purposes. 
Some of the above grounds for processing will overlap and there may be several grounds which justify our use 
of your personal data.
We will only use your personal data when the law allows us to. Most commonly, we will use your personal data 
in the following circumstances:

Where we need to perform the contract we have entered into with you.
Where we need to comply with a legal obligation.

We may also use your personal data in the following situations, which are likely to be rare:
Where we need to protect your interests (or someone else’s interests).
Where it is needed in the public interest [or for official purposes].

How we use sensitive personal data
We may process sensitive personal data relating to staff, councillors and role holders including, as 
appropriate:

 information about your physical or mental health or condition in order to monitor sick 
leave and take decisions on your fitness for work;

 your racial or ethnic origin or religious or similar information in order to monitor 
compliance with equal opportunities legislation;

 in order to comply with legal requirements and obligations to third parties.
These types of data are described in the GDPR as “Special categories of data” and require higher levels of 
protection. We need to have further justification for collecting, storing and using this type of personal data. 
We may process special categories of personal data in the following circumstances:

 In limited circumstances, with your explicit written consent.
 Where we need to carry out our legal obligations.
 Where it is needed in the public interest, such as for equal opportunities monitoring or 

in relation to our pension scheme.
 Where it is needed to assess your working capacity on health grounds, subject to 

appropriate confidentiality safeguards.
Less commonly, we may process this type of personal data where it is needed in relation to legal claims or 
where it is needed to protect your interests (or someone else’s interests) and you are not capable of giving 
your consent, or where you have already made the information public. 
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Do we need your consent to process your sensitive personal data?
We do not need your consent if we use your sensitive personal data in accordance with our rights and 
obligations in the field of employment and social security law. 
In limited circumstances, we may approach you for your written consent to allow us to process certain 
sensitive personal data. If we do so, we will provide you with full details of the personal data that we would 
like and the reason we need it, so that you can carefully consider whether you wish to consent. 
You should be aware that it is not a condition of your contract with us that you agree to any request for 
consent from us.

Information about criminal convictions
We may only use personal data relating to criminal convictions where the law allows us to do so. This will 
usually be where such processing is necessary to carry out our obligations and provided we do so in line with 
our data protection policy.
Less commonly, we may use personal data relating to criminal convictions where it is necessary in relation 
to legal claims, where it is necessary to protect your interests (or someone else’s interests) and you are not 
capable of giving your consent, or where you have already made the information public.
[We will only collect personal data about criminal convictions if it is appropriate given the nature of the role 
and where we are legally able to do so.] [Where appropriate, we will collect personal data about criminal 
convictions as part of the recruitment process or we may be notified of such personal data directly by you in 
the course of you working for us.] 

What is the legal basis for processing your personal data?
Some of our processing is necessary for compliance with a legal obligation. 
We may also process data if it is necessary for the performance of a contract with you, or to take steps to enter 
into a contract. 
We will also process your data in order to assist you in fulfilling your role in the council including administrative 
support or if processing is necessary for compliance with a legal obligation.

Sharing your personal data
Your personal data will only be shared with third parties including other data controllers where it is necessary 
for the performance of the data controllers’ tasks or where you first give us your prior consent. It is likely that 
we will need to share your data with:

Our agents, suppliers and contractors. For example, we may ask a commercial provider to manage our HR/ 
payroll functions, or to maintain our database software;
Other persons or organisations operating within local community.
Other data controllers, such as local authorities, public authorities, central government and agencies such as 
HMRC and DVLA 
Staff pension providers
Former and prospective employers
DBS services suppliers
Payroll services providers
Recruitment Agencies
Credit reference agencies
Professional advisors
Trade unions or employee representatives

How long do we keep your personal data?
We will keep some records permanently if we are legally required to do so. We may keep some other records 
for an extended period of time. For example, it is currently best practice to keep financial records for a minimum 
period of 8 years to support HMRC audits or provide tax information. We may have legal obligations to retain 
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some data in connection with our statutory obligations as a public authority. The council is permitted to retain 
data in order to defend or pursue claims. In some cases the law imposes a time limit for such claims (for 
example 3 years for personal injury claims or 6 years for contract claims). We will retain some personal data for 
this purpose as long as we believe it is necessary to be able to defend or pursue a claim. In general, we will 
endeavour to keep data only for as long as we need it. This means that we will delete it when it is no longer 
needed.

Your responsibilities
It is important that the personal data we hold about you is accurate and current. Please keep us informed if your 
personal data changes during your working relationship with us.

Your rights in connection with personal data
You have the following rights with respect to your personal data: -
When exercising any of the rights listed below, in order to process your request, we may need to verify your 
identity for your security. In such cases we will need you to respond with proof of your identity before you can 
exercise these rights.

1. The right to access personal data we hold on you
At any point you can contact us to request the personal data we hold on you as well as why we have that 
personal data, who has access to the personal data and where we obtained the personal data from. Once 
we have received your request we will respond within one month. 
There are no fees or charges for the first request but additional requests for the same personal data may be 
subject to an administrative fee. 

2. The right to correct and update the personal data we hold on you
If the data we hold on you is out of date, incomplete or incorrect, you can inform us and your data will be 
updated. 

3. The right to have your personal data erased
If you feel that we should no longer be using your personal data or that we are unlawfully using your 
personal data, you can request that we erase the personal data we hold. 
When we receive your request we will confirm whether the personal data has been deleted or the reason 
why it cannot be deleted (for example because we need it for to comply with a legal obligation). 

4. The right to object to processing of your personal data or to restrict it to certain purposes only
You have the right to request that we stop processing your personal data or ask us to restrict processing. 
Upon receiving the request we will contact you and let you know if we are able to comply or if we have a 
legal obligation to continue to process your data. 

5. The right to data portability
You have the right to request that we transfer some of your data to another controller. We will comply with 
your request, where it is feasible to do so, within one month of receiving your request.

6. The right to withdraw your consent to the processing at any time for any processing of data to which 
consent was obtained
You can withdraw your consent easily by telephone, email, or by post (see Contact Details below).

7. The right to lodge a complaint with the Information Commissioner’s Office. 
You can contact the Information Commissioners Office on 0303 123 1113 or via email 
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe House, 
Water Lane, Wilmslow, Cheshire SK9 5AF.

Transfer of Data Abroad
Any personal data transferred to countries or territories outside the European Economic Area (“EEA”) will only 
be placed on systems complying with measures giving equivalent protection of personal rights either through 
international agreements or contracts approved by the European Union. [Our website is also accessible from 
overseas so on occasion some personal data (for example in a newsletter) may be accessed from overseas].
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Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we will provide 
you with a new notice explaining this new use prior to commencing the processing and setting out the relevant 
purposes and processing conditions. Where and whenever necessary, we will seek your prior consent to the 
new processing, if we start to use your personal data for a purpose not mentioned in this notice.

Changes to this notice
We keep this Privacy Notice under regular review and we will place any updates on our website.  This Notice 
was last updated in January 2021.

Contact Details
Please contact us if you have any questions about this Privacy Notice or the personal data we hold about you or 
to exercise all relevant rights, queries, or complaints at:

The Data Controller, Broseley Town Council 
Email: townclerk@broseley-tc.gov.uk

You can contact the Information Commissioners Office on 0303 123 1113 or via email 
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe House, Water 
Lane, Wilmslow, Cheshire SK9 5AF.

This document has been developed from NALC Toolkit August 2018.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023

https://www.broseley-tc.gov.uk/policies
mailto:townclerk@broseley-tc.gov.uk
https://ico.org.uk/global/contact-us/email/
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Broseley Town Council
The Library Building

Bridgnorth Road
Broseley

Shropshire
TF12 5EW

Date

Name
Address

Dear [name and data subject]

Data Protection Subject Access Request

Thank you for your letter of [date] making a data subject access request for [subject]. To answer your request, 
we asked the following areas to search their records for personal data relating to you:

o [List the areas]

I am pleased to enclose [some/most] of the personal data you requested. 

[If any personal data has been removed]

We have removed any obvious duplicate personal data that we noticed as we processed your request, as well as 
any personal data that is not about you. You will notice that [if there are gaps in the document] parts of the 
document(s) have been redacted. [OR if there are fewer documents enclose] 

I have not enclosed all of the personal data you requested. This is because [explain why it is exempt].

Include 1(a) to (h) as outlined in the Subject Access Request Policy.

Copyright in the personal data you have been given belongs to the Town Council or [to another party if 
applicable]. Copyright material must not be copied, distributed, modified, reproduced, transmitted, published, 
or otherwise made available in whole or in part without the prior written consent of the copyright holder.

Yours sincerely

[name]
[title]
For and on behalf of Broseley Town Council

Encs.
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Broseley Town Council
The Library Building

Bridgnorth Road
Broseley

Shropshire
TF12 5EW

Date

Name
Address

Dear [name and data subject]

Data Protection Subject Access Request

Thank you for your letter of [date] making a data subject access request for [subject]. We are pleased to enclose 
the personal data you requested.

Include 1(a) to (h) as outlined in the Subject Access Request Policy.

Please note that the personal data you have been given belongs to the Town Council [or to another party if 
applicable]. This material must not be copied, distributed, modified, reproduced, transmitted, published or 
otherwise made available in whole or in part without the prior written consent of the Town Council or copyright 
holder.

Yours sincerely

[name]
[title]
For and on behalf of Broseley Town Council

Encs.



12i

1
2
3
4
5
6

7
8
9

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29

A B C D E F G H

Broseley Town Council

Data Audit Schedule

Consent
To whom it 
relates

Type of data Includes 
sensitive 

data

What it is 
used for

Why we hold it Are we legally 
obliged to hold 
this data?    
NOTE: if we are 
legally obliged 
to hold it, no 
consent it 
needed.

Have we got a 
contract or 
privacy notice 
relating to the 
data subject?

if we have a 
contract with the 
data subject, does 
it demonstrate all 
necessary 
consents?

Staff Personal details Yes HR Employment Yes Privacy notice Yes
Contract of employment Yes HR Legislative requirement Yes Privacy notice Yes
PAYE details Yes HR Legislative requirement Yes Privacy notice Yes
Pension details Yes HR Legislative requirement Yes Privacy notice Yes
Staff appraisal Yes HR Employment No Privacy notice Yes
Emergency contact details Yes HR Emergencies No Privacy notice Yes
References Yes Recruitment Employment No Privacy notice Yes

Councillors Declarations of Interest Yes Democracy Legislative requirement Yes Privacy notice Yes
Personal contact details No Democracy Legislative requirement Yes Privacy notice Yes

Contact details No Business Contact No Privacy notice Yes
Invoices No Business Payment No Contract Yes
Quotations No Business Procurement No Contract Yes
Bank account details No Business Payment No Contract Yes
Insurance No Business Contract Yes Contract Yes
References Yes Business Procurement No Contract Yes

Local residents
Electoral register No Democracy Democracy No Privacy notice Yes

Contractors (not including limited companies or organisation)

The personal data we hold The lawful basis for holding personal data
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30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

A B C D E F G H
Contact details No Democracy Democracy No Privacy notice Yes
Complaints Possibly Democracy Democracy No Privacy notice Privacy notice
Freedom of Information requests No Democracy Democracy Yes Privacy notice Privacy notice
Newsletter No Democracy Democracy No N/A N/A
Annual Report No Democracy Democracy No N/A N/A
Minutes of meetings No Democracy Democracy Yes N/A N/A
Agendas No Democracy Democracy Yes N/A N/A
Supporting documents for meetings Possibly Democracy Democracy No N/A N/A
General correspondence Possibly Democracy Democracy No Privacy notice Privacy notice

Contact details No Democracy Contact No Privacy notice Privacy notice
Grant applications Possibly Democracy Grant aid No Privacy notice Privacy notice
Nominations No Democracy Service to the community No Privacy notice Privacy notice

Property
Service Level Agreements No Property Legal Yes Contract Public document
Deeds No Property Legal Yes N/A Public document
Trust deeds No Property Legal No N/A Public document
Burial records No Burials Legal Yes Privacy notice Public document
Purchased graves Yes Burials Legal Yes Privacy notice Privacy notice

Community organisations
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1
2
3
4
5
6

7
8
9

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29

I J K L M N

Sharing personal data
Who this data is shared with Responsibility 

for keeping 
this data

How often it is 
checked

How long it is kept Where it is held How it is protected

RFO As required Duration of employment + 6 years Computer/office cabinet Password/lock and key
RFO As required Duration of employment + 6 years Computer/office cabinet Password/lock and key

HMRC RFO Monthly Duration of employment + 6 years Computer/office cabinet Password/lock and key
HMRC RFO Monthly Duration of employment + 6 years Computer/office cabinet Password/lock and key
Staffing Committee Clerk Annually Duration of employment  Computer/office cabinet Password/lock and key
Admin. Staff RFO As required Duration of employment  Computer/office cabinet Password/lock and key
Staffing Committee Clerk Upon receipt As per our Document Retention Policy Computer/office cabinet Password/lock and key

Public Clerk At election Term of Office + 4 years Computer/office cabinet Password/lock and key
Public Clerk/RFO At election Term of Office + 4 years Computer/office cabinet Password/lock and key

Clerk/RFO On appointment As per our Document Retention Policy Computer/office cabinet Password/lock and key
Public inspection for audit RFO Upon receipt As per our Document Retention Policy Office cabinet Password/lock and key
Public inspection for audit RFO Upon receipt As per our Document Retention Policy Computer/office cabinet Password/lock and key
The Council's bank RFO Upon receipt As per our Document Retention Policy Computer/office cabinet Password/lock and key
Auditor RFO Annually As per our Document Retention Policy Computer/office cabinet Password/lock and key
Auditor RFO Upon receipt As per our Document Retention Policy Computer/office cabinet Password/lock and key

No-one Clerk Monthly As per our Document Retention Policy Computer Password

Our internal process
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30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

I J K L M N
Admin. Staff Clerk Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Town Council Clerk Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Admin. Staff Clerk Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Public Clerk On publication As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Public Clerk On publication As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Public Clerk On publication As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Public Clerk On publication As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Public (except confidential information) Clerk On publication As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Town Council Clerk Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key

Admin. Staff Clerk Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Town Council RFO Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Town Council Clerk Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key

Town Council RFO Upon receipt As per our Document Retention Policy Computer/filing cabinet Password/lock and key
Public RFO Upon receipt Indefinitely Computer/filing cabinet Password/lock and key
Public RFO Upon receipt Indefinitely Computer/filing cabinet Password/lock and key
Public Clerk Upon receipt Indefinitely Computer/filing cabinet Password/lock and key
Admin. Staff Clerk Upon receipt Indefinitely Computer/filing cabinet Password/lock and key
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Broseley Town Council
The Library Building

Bridgnorth Road
Broseley

Shropshire
TF12 5EW

Date

Name
Address

Dear [name and data subject]

Data Protection Subject Access Request

Thank you for your letter of [date] making a data subject access request for [subject]. 

I regret that we cannot provide the personal data you requested.  This is because [provide explanation where 
appropriate].

[Examples include where one of the exemptions under the data protection legislation applies. For example, the 
personal data might include personal data is ‘legally privileged’ because it is contained within legal advice 
provided to the council or relevant to on-going or preparation for litigation. Other exemptions include where 
the personal data identifies another living individual or relates to negotiations with the data subject. Your data 
protection officer will be able to advise if a relevant exemption applies and if the council is going to rely on the 
exemption to withhold or redact the data disclosed to the individual, then in this section of the letter the council 
should set out the reason why some of the data has been excluded.]

Yours sincerely

[name]
[title]
For and on behalf of Broseley Town Council

Encs.
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SUBJECT ACCESS REQUESTS POLICY

What must we do?

1. On receipt of a subject access request forward it immediately to the Town Clerk.

2. Correctly identify whether a request has been made under the Data Protection legislation.

3. A member of staff, and as appropriate, a councillor, who receives a request to locate and supply personal data 
relating to a SAR must make a full exhaustive search of the records to which they have access. 

4. All the personal data that has been requested must be provided unless an exemption can be applied. 

5. The Council must respond within one calendar month after accepting the request as valid. 

6. Subject Access Requests must be undertaken free of charge to the requestor unless the legislation permits 
reasonable fees to be charged.

7. Councillors and managers must ensure that the staff they manage are aware of and follow this guidance.  

8. Where a requestor is not satisfied with a response to a SAR, the council must manage this as a complaint. 

How must we do it?

1. Notify the Town Clerk upon receipt of a request.

2. Ensure that a request has been received in writing where a data subject is asking for sufficiently well-defined 
personal data held by the council relating to the data subject. You should clarify with the requestor what personal 
data they need. They must supply their address and valid evidence to prove their identity. The council accepts the 
following forms of identification (* These documents must be dated in the past 12 months, plus the following
documents which must be dated in the past 3 months): 

 Current UK/EEA Passport
 UK Photocard Driving Licence (Full or Provisional)
 Firearms Licence / Shotgun Certificate
 EEA National Identity Card
 Full UK Paper Driving Licence
 State Benefits Entitlement Document*
 State Pension Entitlement Document*
 HMRC Tax Credit Document*
 Local Authority Benefit Document*
 State/Local Authority Educational Grant Document*
 HMRC Tax Notification Document
 Disabled Driver’s Pass
 Financial Statement issued by bank, building society or credit card company+
 Judiciary Document such as a Notice of Hearing, Summons or Court Order
 Utility bill for supply of gas, electric, water or telephone landline+
 Most recent Mortgage Statement
 Most recent council Tax Bill/Demand or Statement
 Tenancy Agreement
 Building Society Passbook which shows a transaction in the last 3 months and your address
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3. Depending on the degree to which personal data is organised and structured, you will need to search emails 
(including archived emails and those that have been deleted but are still recoverable), Word documents, 
spreadsheets, databases, systems, removable media (for example, memory sticks and any other form of electronic 
media), paper records in relevant filing systems etc. which the Council is responsible for or owns.

4. You must not withhold personal data because you believe it will be misunderstood; instead, you should provide an 
explanation with the personal data. You must provide the personal data in an “intelligible form”, which includes 
giving an explanation of any codes, acronyms and complex terms. The personal data must be supplied in a 
permanent form except where the person agrees or where it is impossible or would involve undue effort. You may 
be able to agree with the requester that they will view the personal data on screen or inspect files on our 
premises. You must redact any exempt personal data from the released documents and explain why that personal 
data is being withheld.

5. Make this clear on forms and on the council website.

6. You should do this through the use of induction, performance and training, as well as through establishing and 
maintaining appropriate day to day working practices.

7. A database should be maintained allowing the council to report on the volume of requests and compliance against 
the statutory timescale.

8. When responding to a complaint, the Council must advise the requestor that they may complain to the 
Information Commissioners Office (“ICO”) if they remain unhappy with the outcome.

Letters in response to a subject access request

All letters in response to a SAR must include the following information:

the purposes of the processing;
the categories of personal data concerned;
the recipients or categories of recipients to whom personal data has been or will be disclosed, in 
particular in third countries or international organisations, including any appropriate safeguards for 
transfer of data, such as Binding Corporate Rules1 or EU model clauses2;
where possible, the envisaged period for which personal data will be stored, or, if not possible, the 
criteria used to determine that period;
the existence of the right to request rectification or erasure of personal data or restriction of processing 
of personal data concerning the data subject or to object to such processing;
the right to lodge a complaint with the Information Commissioners Office (“ICO”);
if the data has not been collected from the data subject: the source of such data;
the existence of any automated decision-making, including profiling and any meaningful information 
about the logic involved, as well as the significance and the envisaged consequences of such processing 
for the data subject.

Replying to a SAR and providing the requested personal data

Please use the sample letters provided separately. 

1 “Binding Corporate Rules” is a global data protection policy covering the international transfer pf personal data out of the European Union.  It requires 
approval of a data protection regulator in the European Union.  In most cases this will be the relevant regulator where an organisations headquarters is 
located.  In the UK, the relevant regulator is the Information Commissioner’s Office.
2 “EU model clauses” are clauses approved by the European Union which govern the international transfer of personal data.  The clauses can be between 
two data controllers or a data controller and a data processor.
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The Role of Data Protection Officers

What does a Data Protection Officer do?

The GDPR sets out in detail the minimum responsibilities of the Data Protection Officer (“DPO”) role. GDPR specifies that 
DPOs “should assist the controller or the processor to monitor internal compliance with this Regulation”.

A DPO’s duties include: 

informing and advising the council and its staff of their obligations in the GDPR and other data protection laws; 
monitoring compliance of the council, both its practices and policies, with the GDPR and other data protection 
laws;
raising awareness of staff of data protection law; providing relevant training to staff and councillors; 
carrying out data protection-related audits; 
providing advice to the council, where requested, in relation to the carrying out of data protection impact 
assessments (‘DPIAs’) and the council’s wider obligations with regard to DPIAs; and 
acting as a contact point for the Information Commissioner’s Office.

As part of these duties to monitor compliance, DPOs may, in particular:

collect information to identify processing activities;
analyse and check the compliance of processing activities; and
inform, advise and issue recommendations to the controller or the processor

Monitoring of compliance does not mean that it is the DPO is personally responsible where there is an instance of non-
compliance. The GDPR makes it clear that it is the controller, not the DPO, who is required to ‘implement appropriate 
technical and organisational measures to ensure and to be able to demonstrate that processing is performed in accordance 
with this Regulation.’

The appointed DPO must at all times have regard to ‘the risk associated with the processing operations, taking into account 
the nature, scope, context and purposes of processing.’ This is an overarching obligation which means that the role of the 
DPO will vary in proportion to the risks to the rights of individuals affected by the council’s processing of personal data.

The DPO should ‘cooperate with the supervisory authority’(in the UK, this is the Information Commissioners Office (“ICO”) 
and ‘act as a contact point for the supervisory authority on issues relating to processing, and to consult, where appropriate, 
with regard to any other matter’.

It is the controller or the processor, not the DPO, who is required to ‘maintain a record of processing operations under its 
responsibility’ or ‘maintain a record of all categories of processing activities carried out on behalf of a controller’.

DPOs and DPIAs

A data controller (and not the DPO) is required to carry out a data protection impact assessment (‘DPIA’) under the GDPR in 
certain circumstances.

The controller must ‘seek advice’ from the DPO when carrying out a DPIA. DPOs have the duty to ‘provide advice where 
requested as regards the DPIA and monitor its performance’.
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It is recommended that controllers should seek the advice of the DPO on the following issues:

Whether or not to carry out a DPIA;
What methodology to follow when carrying out a DPIA;
Whether to carry out the DPIA in-house or whether to outsource what it safeguards (including technical and 
organisational measures) to apply to mitigate any risks to the rights and interests of the data subjects; and
Whether or not the data protection impact assessment has been correctly carried out and whether its conclusions 
(whether or not to go ahead with the processing and what safeguards to apply) are in compliance with the GDPR.

If the controller disagrees with the advice provided by the DPO, the DPIA documentation should specifically justify in 
writing why the advice has not been taken into account.

Data controllers and processors should ensure that:

The DPO is invited to participate regularly in meetings of senior and middle management. For councils, this would include 
meetings of full council and relevant committee meetings. The DPO’s name and contact details are provided to ICO;

The DPO should be available to advise/ support councillors and relevant staff on data protection issues; 

The DPO is present when decisions with data protection implications are taken;

All relevant information must be passed on to the DPO in a timely manner in order to allow him or her to provide adequate 
advice;

The opinion of the DPO must always be given due weight. In case of disagreement, it is good practice to document the 
reasons for not following the DPO’s advice;

The DPO should be promptly consulted once a data breach or another incident has occurred. This is good practice since the 
DPO will often have been involved in implementing data protection polices such as breach reporting and it will be 
important for the DPO to assess whether the policies work operationally.

Role Checklist

Raising data protection awareness within the council, and advising on GDPR compliance;
Ensuring the implementation of the appropriate documentation to demonstrate GDPR compliance;
Monitoring the implementation and compliance with policies, procedures and GDPR in general;
Involvement in council’s handling of data breaches, including assisting and advising the council with its notification 
to the ICO and data subjects where necessary (but it is the council which has the obligation to notify in certain 
circumstances not the DPO);   
Liaising with the ICO, the relevant councillors and staff and with the data subjects;   
Monitoring Data Protection Impact Assessments;
Cooperating with and acting as the contact point for the ICO.

This document has been developed from NALC Toolkit August 2018.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023
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Broseley Town Council
The Library Building

Bridgnorth Road
Broseley

Shropshire
TF12 5EW

Date

Name
Address

Dear [name and data subject]

Data Protection Subject Access Request

Thank you for your letter of [date] making a data subject access request for [subject]. To answer your request, 
we asked the following areas to search their records for personal data relating to you:

o [List the areas]

I am pleased to enclose [some/most] of the personal data you requested. 

[If any personal data has been removed]

We have removed any obvious duplicate personal data that we noticed as we processed your request, as well as 
any personal data that is not about you. You will notice that [if there are gaps in the document] parts of the 
document(s) have been redacted. [OR if there are fewer documents enclose] 

I have not enclosed all of the personal data you requested. This is because [explain why it is exempt].

Include 1(a) to (h) as outlined in the Subject Access Request Policy.

Copyright in the personal data you have been given belongs to the Town Council or [to another party if 
applicable]. Copyright material must not be copied, distributed, modified, reproduced, transmitted, published, 
or otherwise made available in whole or in part without the prior written consent of the copyright holder.

Yours sincerely

[name]
[title]
For and on behalf of Broseley Town Council

Encs.
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Revised Scheme of delegation February 2021 1

Broseley Town Council

Committee Structure, Terms of Reference and Powers of Delegation

The Town Council consists of eleven councillors who represent the people of Broseley. The Council 
has powers in pursuance of the Local Government Act 1972, Section 101 to delegate specific 
responsibilities to its officers, committees, working groups or another authority.

There are some matters that can only be resolved by the full Council at properly convened meetings.  
These are as follows:

1. Fix dates, times and venues for Council and committee meetings.
2. Elect a Chairman and Vice Chairman (the latter is at the discretion of the Council since there is 

no legal requirement).
3. Appoint committees and their membership.
4. Appoint Members to represent the Council on outside bodies.
5. Determine Terms of Reference for committees and working groups.
6. Determine whether the press and members of the public may attend committee and sub -

committee meetings.
7. Determine whether members of the public may participate in committee and sub-committee 

meetings.
8. Dissolve committees and sub-committees.
9. Grant dispensations.
10. Approve Standing Orders and Financial Regulations.
11. In an election year, review whether the Council is eligible to exercise the power of general 

competence.
12. Set the final annual budget and precept.
13. Approve virements from budget headings.
14. Approve the Council’s banking arrangements and borrowing.
15. Approve capital expenditure not already included in the annual budget.
16. Approve purchase and disposal of Council owned assets.
17. Approve accounting statements and annual governance statement.
18. Address recommendations in any report from the internal and external auditors.
19. Write off bad debts.
20. Approve the appointment and dismissal of the Town Clerk.
21. Approve the Town Clerk’s salary.
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EESSTTAATTEESS

CCOOMMMMIITTTTEEEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: Minimum 4 Members plus the Mayor and Deputy 
Mayor ex officio. 5 Members

Quorum: 3 Members of the Committee.

Authority: LGA 1972, S101 and S102.

Conditions: The Council’s Standing Orders and Financial 
Regulations shall apply.

Appointment: Each Annual Town Council Meeting in May.

Meetings: Bimonthly.    Monthly

Confidentiality: Data Protection Act 2018 and Public Bodies 
(Admission to Meetings) Act 1960.

Information: Members will receive an agenda and supporting 
documents in accordance with the Council’s 
Standing Orders.

Restrictions: Only Members of the Committee may vote.

Record keeping: All meetings to be minuted.
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EESSTTAATTEESS CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To manage the Council’s land and property, 
whether leased or owned, as listed in the 
Council’s asset register.

Delegated power to manage land and property for 
which the Council is responsible and to spend 
within the approved budget.

2. To undertake an annual review of fees and 
charges for the cemetery.

No delegated power. To make recommendations to 
Council.

3. To monitor and review a rolling programme of 
maintenance of the cemetery and chapel.

No delegated power.  To make recommendations 
to Council.

4. To monitor and review a rolling programme of 
structural maintenance.

No delegated power. To make recommendation to 
the Council on the budgetary implications.

5. To operate and review annually the 
Management Agreement with the 
Birchmeadow Centre in liaison with the 
Management Committee.

Delegated power to work with the Management 
Committee to promote the use of the 
Birchmeadow Centre. Revisions to the 
Management Agreement be recommended to 
Council for approval.

6. To liaise with the MUGA Group on 
management issues.

Delegated power to resolve management issues.

7. Manage an energy efficiency programme for 
the Council’s street lighting.

Delegated authority to manage energy efficiency 
for the Council’s street lighting.

8. Manage the installation and removal of 
Christmas lighting in accordance with the 
agreed contract.

Delegated authority to manage the Christmas lights 
contract approved by the Town Council.

9. Research the replacement or enhancement of 
new Christmas lighting and organize the 
annual switch-on event in liaison with the 
Christmas Lights Committee.

Delegated authority in liaison with the Christmas 
Lights Committee to research enhancement to the 
Christmas lights an organize switch-on events.

10. Manage non-staffing aspects of services 
provided under Service Level Agreements 
(SLAs) with Shropshire Council.

Delegated authority to manage SLAs with 
Shropshire council except aspects that relate to 
staff.

11. Review existing SLAs as required. No delegated power.  Make recommendations to 
Council.

12. Promote the development and use of library 
services in consultation with the Council’s 
Staffing Committee where staffing implications 
arise.

Delegated authority to develop the use of the 
library.
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EESSTTAATTEESS CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

13. Explore opportunities for acquiring new land 
or property and disposal of existing land and 
property as may be required by the Council.

Make recommendations to the Council concerning 
the acquisition of land and property and disposal of 
existing land and property.

14. Monitor the use of Council facilities and 
respond appropriately to feedback from users.

Monitor use of facilities owned by the Council and 
make recommendations to Council based on user 
feedback.

15. To recommend to the Council opportunities to 
nominate and bid for assets of community 
value in pursuance of the Localism Act 2011, 
ss87-108, Community Rights to Nominate and 
Bid for Assets of Community Value.

To make recommendations to the Council to 
nominate or bid for assets of community value.
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PPLLAANNNNIINNGG

CCOOMMMMIITTTTEEEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: Minimum 4 Members plus the Mayor and Deputy 
Mayor ex officio. 5 Members

Quorum: 3 Members of the Committee.

Authority: LGA 1972, S101 and S102.

Conditions: The Council’s Standing Orders shall apply.

Appointment: Each Annual Town Council Meeting in May.

Meetings: Bimonthly.    Monthly

Confidentiality: Data Protection Act 2018 and Public Bodies 
(Admission to Meetings) Act 1960.

Information: Members will receive an agenda and supporting 
documents in accordance with the Council’s 
Standing Orders.

Restrictions: Only Members of the Committee may vote.

Record keeping: All meetings to be minuted.



15a

Revised Scheme of delegation February 2021 6

PPLLAANNNNIINNGG CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To consider and approve a response to all 
planning applications within the parish of 
Broseley.

Delegated authority to respond to all planning 
applications within the parish of Broseley.

2. To refer contentious or major development 
planning applications to the Council.

To refer some planning applications to the Council 
with recommendations as to how to respond.

3. To carry out an annual review of Shropshire 
Council’s Place Plan for Broseley.

To make recommendations to the Council on how 
the Place Plan for Broseley should be developed.

4. To review the Community Infrastructure Levy 
(CIL) priorities for Broseley so that they make 
an effective contribution to planning and 
highways decisions affecting the parish of 
Broseley.

To make recommendations to the Council on how 
CIL monies might be spent allocated in Broseley.

5. To make recommendations to the Council on:
o Regional planning matters.
o The Place Plan infrastructure priorities.
o Implementation and Review of the Town 

Plan 2013-2026.
o Local, regional and strategic planning and 

development issues.

To make recommendations to the Council on 
planning matters that may affect the parish of 
Broseley whether negative or positive.

6. To manage the development and 
implementation of the Neighbourhood 
Development Plan for Broseley.

To monitor the Neighbourhood Development Plan 
for Broseley to ensure it remains current in 
response to changing legislation.

To make recommendations to the Council on the 
development and adoption of the Neighbourhood 
Development Plan for Broseley.
To make recommendations to the Council should 
any amendments/updates be required.

7. To develop a strategy to promote the local 
tourist economy and boost local employment 
in tourism.

To oversee the development of a local tourism 
strategy for approval by the Council.
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SSTTAAFFFFIINNGG

CCOOMMMMIITTTTEEEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: 4 Members of the Town Council

Quorum: 3 Members of the Committee.

Authority: LGA 1972, S101 and S102.

Conditions: The Council’s Standing Orders shall apply.

Appointment: Each Annual Town Council Meeting in May.

Meetings: As required but a minimum of four times per year

Confidentiality: Data Protection Act 2018, Public Bodies (Admission 
to Meetings) Act 1960, and GDPR

Information: Members will receive an agenda and supporting 
documents in accordance with the Council’s 
Standing Orders.

Restrictions: Only Members of the Committee may attend and 
vote, unless by invitation of the Committee for HR 
advice and guidance.

The Committee may not consider complaints by 
one Council employee against another Council 
employee, or between an employee and the 
Council as an employer.  These matters are dealt 
with under the Council’s disciplinary and grievance 
procedure.

Record keeping: All meetings to be minuted.
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SSTTAAFFFFIINNGG CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To ensure the Council conforms with 
employment legislation and operates in 
compliance with Health and Safety 
Regulations, including the Council’s Duty of 
Care to employees, and its duty as an Equal 
Opportunities Employer.

Committee to have delegated power to ensure that 
the Council complies with employment legislation.

2. To ensure the Council is adequately staffed to 
meet its workload without imposing 
unreasonable stress.

No delegated power to appoint staff unless 
authorised by the Town Council. To make 
recommendations only.

3. To inform the Council of work pressures that 
may have an adverse impact on employees.

To make recommendations to Council to alleviate 
work pressures to maintain well-being.

4. To consider the need for staff overtime and 
additional casual labour for manual work.

Delegated authority to approve staff overtime and 
casual labour for manual work within an approved
budget.

5. To consider the need for the creation of new 
posts.

No delegated authority.  To make 
recommendations to Council.

6. To review employee pay scales. No delegated authority.  To make 
recommendations to Council.

7. To develop job descriptions and person 
specifications for new posts.

No delegated authority.  To make 
recommendations to Council.

8. Consider pay scales for new posts. No delegated authority.  To make 
recommendations to Council.

9. To oversee the recruitment of employees. Delegated authority to oversee the recruitment 
process once a decision to recruit has been ratified 
by the Town Council.

10. To carry out succession planning as required. No delegated authority.  To make 
recommendations to Council.

11. To draft policies pertinent to employment
To review policies pertinent to employment 
and ensure that appropriate policies are in 
place and adhered to.

To make recommendations to Council where 
policies need revision or when new policies are 
required.

12. To refer a disciplinary matter or grievance to 
the Discipline and Grievance Panel.

Delegated authority to refer matters to the 
appropriate area to be dealt with.

13. To review the Council’s disciplinary and 
grievance procedures.

Delegated power to review policies for dealing with 
discipline and grievance issues and to make 
recommendations to Council where amendments 
are necessary.
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SSTTAAFFFFIINNGG CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

14. To consider training and development needs 
of employees.

Delegated power to approve training within the 
approved budget.

15. To ensure the Council complies with Data 
Protection when discussing employee matters 
at Council meetings.

Ensure staffing matters are conducted in 
confidence at Council meetings.

16. To oversee staff performance via appraisals 
and performance reviews.

Delegated authority to oversee staff appraisals and 
performance reviews and to recommend 
appropriate training were necessary.

17. To discipline employees found to be culpable 
of misconduct following advice supported by 
evidence from the Discipline and Grievance 
Panel.

Delegated power to discipline employees culpable 
of misconduct.

18. To follow guidance where necessary from the 
Council’s HR advisor.

Delegated authority to act under advice of the 
Council’s HR advisor.
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FFIINNAANNCCEE

CCOOMMMMIITTTTEEEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: 5 Members of the Town Council

Quorum: 3 Members of the Committee.

Authority: LGA 1972, S101 and S102.

Conditions: The Council’s Standing Orders and Financial 
Regulations shall apply.

Appointment: Each Annual Town Council Meeting in May.

Meetings: Monthly

Confidentiality: Data Protection Act 2018, Public Bodies (Admission 
to Meetings) Act 1960 and GDPR.

Information: Members will receive an agenda and supporting 
documents in accordance with the Council’s 
Standing Orders.

Restrictions: Only Members of the Committee may vote.

Record keeping: All meetings to be minuted.
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FFIINNAANNCCEE CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To monitor monthly income and expenditure
against the approved budget. 

Delegated authority to approve income and 
expenditure to date.

2. To report overspends on budget to the 
Council.

To recommend virements to the Council where 
required.
(Note – funds cannot be vired from staff costs.)

3. To approve monthly payments. Delegated authority to approve payments.

4. To approve monthly bank reconciliations. Delegated authority to approve bank 
reconciliations.

5. To ensure that employee payments are paid in 
accordance with approved employee
salaries/wages.

Delegated authority to ensure employee payments 
are in accordance with approved salary/hourly 
rates.

6. To keep under regular review that Council 
funds are invested wisely at minimum risk in 
accordance with the Council’s Investment 
Policy.

To make recommendations to Council concerning 
investment opportunities and banking 
arrangements.

7. To assist the RFO to draft the annual budget. No delegated authority – to make 
recommendations to Council for the annual budget
and precept.

8. To monitor and keep up to date the Strategic 
Plan. 

To ensure there is sufficient financial support in the 
Council’s budget to meet the objectives within the 
Strategic Plan.

9. To consider the allocation of reserves for local 
projects.

No delegated authority – to make 
recommendations to Council.

10. To consider and approve contracts for work in 
accordance with the Council’s Standing Orders 
and Financial Regulations.

Delegated authority to approve contracts for work 
below £7,500.
To make recommendations to Council for work 
above £7,500.

11. To consider and approve grants received in 
accordance with the Council’s Grants Policy.

Delegated authority to approve grants below 
£7,500.
To make recommendations to Council for grants 
above £7,500.

12. To ensure that PAYE, NI and VAT payments are 
made in accordance with HMRC regulations.

Delegated authority to oversee the Council’s 
financial obligations to comply with HMRC 
regulations.

13. To keep under review the Council’s Asset 
Register.

Delegated authority to approve and ensure the 
Council’s Assets are properly recorded.
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FFIINNAANNCCEE CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

14. To monitor and approve the annual financial 
risk and health and safety reports.

Delegated authority to approve the Council’s 
annual risk assessments and to authorise any 
necessary actions to keep risk to an acceptable 
level.

15. To consider and approve that adequate 
insurance is in place.

Delegated authority to approve the Council’s 
insurance.

16. To consider the internal audit report and 
ensure that recommendations are actioned.

Delegated authority to oversee recommendations 
from the internal audit are actioned and report 
actions to Council.

17. To oversee the annual external audit. No delegated authority – Council to approve any 
required actions.

18. Manage financial and legal arrangements with 
regard to the Multi Use Games Area (MUGA).

No delegated authority – to make 
recommendations to Council. 

19. To ensure that all Council income and 
expenditure conforms with the Council’s 
Financial Regulations.

Delegated authority to ensure that all financial 
transactions are in accordance with the Council’s 
Financial Regulations.
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SUB-COMMITTEES
Sub-committees have no legal requirement to be public meetings and therefore members of the 
public will not be notified and will not be invited.

DDIISSCCIIPPLLIINNEE AANNDD GGRRIIEEVVAANNCCEE

SSUUBB--CCOOMMMMIITTTTEEEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: 3 Members of the Town Council who are not 
Members of the Staffing Committee.

Quorum: 3 Members of the sub-committee.

Authority: LGA 1972, S101 and S102.

Conditions: To act in accordance with the Council’s Discipline 
and Grievance Procedure.
To follow the ACAS Code of Practice.

Appointment: Each Annual Town Council Meeting in May.

Meetings: As required.

Confidentiality: Data Protection Act 2018, Public Bodies (Admission 
to Meetings) Act 1960 and GDPR.

Information: Members will receive information as deemed 
necessary.

Restrictions: Only Members of the sub-committee may attend 
and vote, unless by invitation of the sub-committee 
for advice and guidance.

Record keeping: A written record of all decisions should be retained 
and stored in a confidential file.

DDIISSCCIIPPLLIINNAARRYY AANNDD GGRRIIEEVVAANNCCEE

SSUUBB--CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To hear grievances raised by employees. Delegated power to hear employee grievances.

2. To view the evidence with impartiality. Delegated power to reach a decision concerning an 
employee’s grievance.

3. To reach a decision on how the grievance 
should be actioned and report such action in 
writing to the Staffing Committee.

No delegated power to discipline employees. To 
make recommendations to Council.
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AAPPPPEEAALLSS

SSUUBB--CCOOMMMMIITTTTEEEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: 3 Members of the Town Council who are not 
Members of the Staffing Committee nor the 
Discipline and Grievance sub-committee. Members 
may be sought from outside of the Council to 
ensure independence.

Quorum: 3 Members of the sub-committee.

Authority: LGA 1972, S101 and S102.

Conditions: To act in accordance with the Council’s Appeals 
Procedure.

Appointment: As required.

Meetings: As required.

Confidentiality: Data Protection Act 2018, Public Bodies (Admission 
to Meetings) Act 1960, and GDPR.

Information: Members will receive information as deemed 
necessary.

Restrictions: Only Members of the sub-committee may attend 
and vote, unless by invitation of the sub-committee 
for advice and guidance.

Record keeping: A written record of all decisions should be retained 
and stored in a confidential file.
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AAPPPPEEAALLSS

SSUUBB--CCOOMMMMIITTTTEEEE

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To hear appeals against a decision concerning 
the outcome of an employee’s grievance or 
disciplinary matter.

Delegated power to deal with appeals raised by 
employees.

2. To consider the evidence of an appeal with 
impartiality.

Delegated power to make a final decision.

3. To advise the employee of the outcome of the 
appeal in writing.

Delegated power to advise the employee of the 
outcome of an appeal.

4. To inform the Staffing Committee of the 
outcome of an appeal in writing.

Delegated power to advise the Staffing Committee 
of the outcome of an appeal and recommend 
action as required.
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CCHHAAIIRRSS

WWOORRKKIINNGG GGRROOUUPP

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: Chairman of the Council (Mayor).
Chairman of Planning Committee.
Chairman of Estates Committee.
Chairman of Staffing Committee.
Chairman of Finance Committee.

Quorum: None required

Authority: LGA 1972, S101 and S102.

Appointment: As required.

Meetings: Monthly.

Restrictions: Only Chairman may attend meetings.

Record keeping: All meetings to be minuted.

CCHHAAIIRRSS

WWOORRKKIINNGG GGRROOUUPP

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To ensure that good effective communication, 
engagement and transparency underpins the 
work of the Council.

No delegated powers – to consider and agree items 
for discussion at Town Council meetings.

2. To liaise between Committee Chairs to ensure 
the smooth running of Council meetings.

Delegated authority to liaise with the Town Clerk 
concerning matters for inclusion on agendas.

3. To offer support and advice to the Mayor. To support the Mayor with the management of 
Council meetings.
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BBRROOSSEELLEEYY TTOOUURRIISSMM

WWOORRKKIINNGG GGRROOUUPP

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

Membership: 5 Members of the Town Council plus interested 
members of the community.

Quorum: N/A

Authority: LGA 1972, S101 and S102.

Conditions: To report to the Town Council.

Appointment: As required.

Meetings: As required.

BBRROOSSEELLEEYY TTOOUURRIISSMM

WWOORRKKIINNGG GGRROOUUPP

TTEERRMMSS OOFF RREEFFEERREENNCCEE

PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN

1. To work together in partnership to help 
support economic development and the 
tourism offer in Broseley.

No delegated powers – to make recommendations 
only.

2. To promote visitor attractions within the 
parish and the local heritage and landmarks of 
Broseley.

No delegated powers – to make recommendations 
only.

3. To help sustain tourism through the promotion 
of local facilities, services and activities.

No delegated powers – to make recommendations 
only.
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COUNCIL ADMINISTRATION

AADDMMIINNIISSTTRRAATTIIOONN JJOOBB DDEESSCCRRIIPPTTIIOONN PPOOWWEERRSS OOFF DDEELLEEGGAATTIIOONN
Town Clerk 1. To carry out functions as 

outlined in job description.

2. To manage and act as line 
manager to all employees of the 
Council.

3. To service the council in 
accordance with legislation.

4. To produce all information 
required for making effective 
decisions and to implement 
constructively all decisions.

5. To be accountable to the council 
for the effective management of 
all its resources and report to 
them as and when required.

Statutory duty to carry out all 
functions of the Council and in 
particular to serve or issue all the 
notifications require by law.

Carry out the instructions of the 
Council as agreed at properly 
constituted meetings.

To manage and delegate functions 
to other staff members.

RFO 1. To carry out functions as 
outlined in job description.

2. To be responsible for all the 
financial records of the Council 
and the careful administration of 
finances.

Statutory duty to carry out all the 
financial functions of the Council in 
accordance with Financial 
Regulations and other legislation 
and regulations that apply to local 
councils.

Administration 
Officer

To carry out functions as outlined in 
job description.

None.

The Council or its committees may, as required, establish Task and Finish Groups (sub-
committees/working groups) which can meet informally and make recommendations to the Council 
or its committees.  Information about these meetings will not be published and will be unclerked.



Broseley Town Council
16a

CCOOUUNNCCIILLLLOORR EEMMAAIILL PPOOLLIICCYY

1. INTRODUCTION

The aim of this policy is to assist Town Councillors with email protocol and compliance with the Freedom of 
Information Act 2000 and GDPR. It sets out best practice for Councillor use of emails when dealing with Council 
business.

The Town Council is a Corporate body working within the framework of the law and local governance. As such, 
all employees and Town Councillors are responsible for maintaining a professional approach at all times.

2. LEGAL OBLIGATIONS

The Freedom of Information Act 2000 (FOI Act) and GDPR applies to public bodies.  The FOI Act allows members 
of the public to request information from the Town Council which must be treated in accordance with GDPR.

Town Council information is held by Town Council administrators and some is held by Town Councillors,
although the length of time that information is held by Councillors will not be subject to the Town Council’s 
retention and destruction policies.  

Town Council information held by Councillors is subject to the FOI Act and must be made available if requested 
in accordance with the FOI Act and GDPR Regulations. As data controllers councils must ensure the
confidentiality, integrity and availability of all personal data they hold, even if the data is being processed 
through personal email accounts or is stored on a privately-owned device.

3. PURPOSE

The purpose of this policy is to assist Councillors in their use of emails when the information transmitted applies 
to the official business of the Council. This Policy will help mitigate risks from:

Damage to the Council’s reputation.
Potential litigation against the Council or Councillors.

The use of dedicated Town Council email addresses makes it easier for the Town Council to process personal 
data securely.  The use of personal email accounts make it more complicated for the Town Council to comply 
with GDPR and therefore Town Councillors should use the Town Council email address assigned to them when 
acting in their capacity as a Town Councillor.

4. THE USE OF EMAILS

The Town Council has provided all Councillors with a dedicated Town Council email account for use with Town 
Council business.  These email addresses can be accessed by members of the public via the Town Council 
website.  

All Councillors should use their own dedicated Town Council email address for all official Town Council business.



2

Town Council email addresses should not be used by anyone other than the Town Councillor to whom the Town 
Council email address has been assigned.

Any official Town Council business held by Councillors in their own private email accounts is still subject to the 
FIO Act and therefore their individual account can be searched for requested information. Deleting or 
concealing information with the intention of preventing its disclosure following receipt of a FOI request is a 
criminal offence under section 77 of the FOI Act and the person concealing the information is liable to 
prosecution. 

5. EMAIL CONTENT

Much of the information conveyed to Councillors is via email. This is a speedy and efficient method of 
information exchange from one recipient to another.  However, Councillors should take care with the content of 
any emails they write and send on to others as improper language may lead to claims for discrimination, 
harassment, defamation, breach of confidentiality or breach of contract.

When acting on Town Council business Councillors should not: 
Send emails that contain libellous, defamatory, offensive, racist or obscene comments.
Forward emails or attachments without being assured that the information can be passed on.
Publicise the content of emails that contain confidential information.
Send emails to Town Council staff, fellow Councillors or members of the public that are condescending 
in nature.

6. OUR COMMITMENT

The Town Council recognises the importance of data control and information exchange and all email use will 
comply to the adopted policies of the Town Council.

Policy date: 9 February 2021
Date approved:
Minute no:
Version: 1
Supersedes: None
Effective from: 9 February 2021
Review date: As required
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Broseley Town Council

IT DEVICE USE POLICY

Introduction

The Town Council realises its duty to be socially inclusive and to this end strives to 
ensure that all Town Councillors have sufficient resources available to them to 
actively engage in electronic communication, which is the Town Council’s principal
means of communication.

For those Town Councillors who do not have adequate IT facilities to engage in Town 
Council business the Town Council will provide them with tablets, including internet 
access, with which to carry out Town Council business.  This include s email 
communication and the facility to engage in remote Town Council meetings, usually 
via Zoom.

User responsibilities – Terms and Conditions for Use

Those Councillors who have been provided with Town Council IT equipment must 
accept the following Terms and Conditions:

1) Responsibility for keeping the tablet secure and in good working condition.
2) Take every precaution to prevent damage.
3) Email usage should be limited to Council business and not for personal use.
4) Unauthorised or unlicensed software must no t be loaded onto Council software.
5) Tablets should not be used by unauthorised persons.
6) Only a soft cloth or approved screen cleaning solution should be used to clean the 

tablet screen.
7) The tablet should not be exposed to extreme temperatures.
8) Users may not photograph any other person without that person’s consent.
9) If the tablet is lost, stolen or damaged, the Town Clerk must be informed 

immediately.
10) All those provided with Town Council IT equipment will sign an agreement 

requiring them to abide by the above Terms and Conditions.

PPoolliiccyy ddaattee:: 99 FFeebbrruuaarryy 22002211
DDaattee aapppprroovveedd::
MMiinnuuttee nnoo::
VVeerrssiioonn:: 11
SSuuppeerrsseeddeess:: NNoonnee
EEffffeeccttiivvee ffrroomm:: 99 FFeebbrruuaarryy 22002211
RReevviieeww ddaattee:: AAss rreeqquuiirreedd
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Broseley Town Council

CLIMATE CHANGE ACTION PLAN

In pursuance of the Climate Change and Sustainable Energy Act 2006 the Town Council has a duty 
to do all that it can to help maintain and improve the environmental well-being of the Council’s 
area.

Our policy statement

The Town Council commits itself to reducing its carbon footprint and promoting policies that will 
enable a more sustainable future. We urge others to do likewise. In furtherance of this aim the 
Council will focus on its own activities and on supporting complimentary action within our wider 
community. 

ACTIVITY ACTION METHODOLOGY EVALUATION

Council Policies Include a climate change 
statement or carbon 

reduction assessment in 
relevant Council policies.

Consideration to be made 
during policy formation or 

review.

During the review 
process.

Management of 
Council properties

Ensure that energy efficient 
measures are utilised to 

reduce energy consumption.

Councillors and Council 
employees to monitor and 
control energy usage in all 

aspects of the Council's 
business.

Monitor energy 
usage.

Council work 
practices

Minimise the carbon impact 
of the Council's day to day 

working practices.

Aim to reduce the 
consumption of everyday 
items such as paper i.e. by 

using email rather than 
paper mail outs.

Monitor resource 
usage.

Assets and 
Equipment

Consider the carbon impact 
during the acquisition and 

maintenance of Council 
vehicles and equipment.

Avoid purchasing energy 
intensive equipment 

where possible.
a) Consider buying an 

electric vehicle in the next 
purchase cycle.

b) Consider using 
rechargeable battery 
powered equipment.

Consider the carbon 
cost of purchasing 

alongside the 
financial cost.
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ACTIVITY ACTION METHODOLOGY EVALUATION

Energy savings 
within the 

community

1) Inform the local 
community how energy 

consumption can be 
reduced.

2) Promote and support 
recycling and re-use.

Raise awareness by:
a) Displaying advisory 

posters.
b) Providing information 

on the Council’s 
website/notice boards and 

newsletters.
c) Support community 

schemes for recycling and 
resource re-use.

Community 
feedback via 

Councillors and 
social media

Planning Ensure that our responses to 
planning applications reflect 

and support this policy.

Refer to relevant sections 
of Neighbourhood Plan

During the review 
process for this 
policy and the N 

Plan.

Greening the 
landscape

Support measures that 
promote carbon capture and 
sustain and preserve green 

space. 

a) Support the acquisition 
of suitable areas of green 

space.
b) Maximise the 

sustainability of our own 
green estate.

c) Support community 
schemes to improve green 

space and plant trees.

During the review 
process for this 

policy.

Grants to 
Community 

Organisations

Support measures that 
promote carbon capture and 
sustain and preserve green 

space.  

The Council will support 
community organisations 

in actions that support the 
aims of this policy.

Conversely the Council will 
not support activities 
which have significant

carbon costs, or activities 
that are damaging to the 

environment.

During the review 
process for this 
policy and the 
grants policy.

Adopted: February 2021
Minute no:
Version: 1
Next review date: January 2023
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TITLE OF REPORT: LED Street Lighting Programme
REPORT BY: Sharon Clayton - Locum Town Clerk
BACKGROUND: At a meeting of the Estates Committee held on 17 November 2020 Members considered 3 

quotes to upgrade the Council’s street lighting to LEDs. Members present were Cllrs. Simon 
Harris, Caroline Bagnall, Michael Burton, Michael Garbett and Mark Garbett.

3 quotes were considered but, due to the various options available and uncertainty as to 
whether only the lights should be replaced or the entire columns and lights, it was agreed 
that each contractor should be invited to provide further details.

ISSUES: The cost to upgrade the Councils entire street lighting will cost in excess of £25,000 and 
therefore procurement must be carried out in accordance with the Council’s Standing 
Orders and Financial Regulations as set out below.

LEGAL OBLIGATIONS: Standing Orders
Standing Order 18(f) states that public contracts with an estimated value in excess of 
£25,000, but less than the relevant thresholds, are regulated by the Public Contracts 
Regulations 2015 and therefore subject to Regulations 109-114 of the Public Contracts 
Regulations 2015, which include a requirement on the Council to advertise the contract 
opportunity on the Contracts Finder website regardless of what other means it uses to 
advertise the opportunity, unless it proposes to use an existing list of approved suppliers 
(framework agreement). 

“Subject to additional requirements in the Financial Regulations of the Council, the tender 
process for contracts for the supply of goods, materials, services or the execution of works 
shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of works 
shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 
specification (ii) the time, date and address for the submission of tenders 
(iii) the date of the Council’s written response to the tender and (iv) the 
prohibition on prospective contractors contacting councillors or staff to 
encourage or support their tender outside the prescribed process; 

iii. the invitation to tender shall be advertised on the Council’s website and 
in any other manner that is appropriate; 

iv. tenders are to be submitted in writing in a sealed marked envelope 
addressed to the Proper Officer; 

v. tenders shall be opened by the Proper Officer in the presence of at least 
two councillors after the deadline for submission of tenders has passed; 

vi. tenders are to be reported to and considered by the appropriate meeting 
of the Council or a committee with delegated responsibility. 

Neither the Council, nor a committee with delegated responsibility for considering tenders, 
is bound to accept the lowest value tender.”

Financial Regulations
“Where the council intends to procure or award a public supply contract, public service 
contract or public works contract as defined by The Public Contracts Regulations 2015 (“the 
Regulations”) which is valued at £25,000 or more, the council shall comply with the 
relevant requirements of the Regulations1.

The full requirements of The Regulations, as applicable, shall be followed in respect of the 
tendering and award of a public supply contract, public service contract or public works 
contract which exceed thresholds in The Regulations set by the Public Contracts Directive 
2014/24/EU (which may change from time to time)2.”

1 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, set out the 
procedures to be followed in awarding new contracts and to publicise the award of new contracts
2 Thresholds currently applicable are:

a) For public supply and public service contracts 209,000 Euros (£181,302)
b) For public works contracts 5,225,000 Euros (£4,551,413)
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When considering contracts for works Members should be aware of their duty to follow the 
Council’s Code of Conduct as set out below.

“SELFLESSNESS: Holders of public office should act solely in terms of the public interest. 
They should not do so in order to gain financial or other material benefits for themselves, 
their family, or their friends. 

INTEGRITY: Holders of public office should not place themselves under any financial or 
other obligation to outside individuals or organisations that might seek to influence them in 
the performance of their official duties. 

OBJECTIVITY: In carrying out public business, including making public appointments,
awarding contracts, or recommending individuals for rewards and benefits, holders of 
public office should make choices on merit.”

Members should be aware that they are open to legal challenge by judicial review should 
their decisions be based on bias or predetermination i.e. having a preferred contractor in 
mind.  Members should not make decisions with a closed mind (Localism Act 2011, s25).

Members should also be aware of the Bribery Act 2010.

FINANCIAL 
IMPLICATIONS:

The cost is dependent on whether the streetlights and/or streetlights and columns are 
upgraded.  Costs could range between £35,000 to more than £100,000.

The Council is entitled to 100% interest-free finance from Salix Finance to fund street 
lighting upgrades and other technologies through the Salix Energy Efficiency Loan Scheme. 
Salix can also provide technical support and guidance.

COMMUNITY BENEFIT: Better quality and energy efficient lighting, cost savings for the local taxpayer, reduction in
global warming and helping to reduce climate change. 

PROPOSAL: That the Estates Committee notes the procedure that must be followed to upgrade the 
current streetlights to LEDs, and approves the tendering process for recommendation to 
the Town Council for action.

DATE AT WHICH THIS 
WILL BE CONSIDERED:

Town Council 9 February 2021.
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BBrroosseelleeyy TToowwnn CCoouunncciill
The Library Building, Bridgnorth Road, Broseley, Shropshire, TF12 5EW

IInnvviittaattiioonn ttoo TTeennddeerr

ffoorr LLEEDD SSttrreeeett LLiigghhttiinngg UUppggrraaddee

CONTRACTOR DETAILS:

Name:
Position: 
Address:

Telephone:
Email:

Details to assist with the tender:

The Town Council has circa 154 streetlights situated at various locations throughout the parish of Broseley
which need to be converted to LEDs. The Council is looking for a contractor with the necessary experience 
and skills to replace existing SOX lights with LEDs. An inventory of the current streetlights and map is 
included with this invitation to tender.

Please provide details of the type of LED you propose to use, including the reason and benefits.  For 
example, explain why you propose to install an LED with 5,000 lumens as opposed to 3,500 lumens and how 
it will impact on the colour temperature.  Please also provide details of typical energy savings, and 
maintenance features plus any additional ad hoc installation costs such as pole brackets etc.

All tenders received will be considered by the Town Council on. ………….date to be agreed and all tenders 
will receive a response from the Town Council on …….date to be agreed

PLEASE PROVIDE A QUOTATION FOR THE FOLLOWING:

Specification: Costs for replacing existing SOX lamps with LEDs.

Costs for replacing existing SOX lamps with LEDs including the installation of new
columns.

Professional advice and guidance on the most appropriate LED lighting system for 
Broseley.

All items to be priced individually.

To include safe disposal of existing SOX lamps.
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Deadline for 
submission:

To be agreed by Council

To arrange a site 
visit please 
contact:

Jenna Munday, Administration Officer
01952 882172
admin@broseley-tc.gov.uk

PLEASE PROVIDE A COPY OF THE FOLLOWING DOCUMENTS Please tick 
the box below

for all 
documents 

included
Current public liability certificate
Highway Electrical Registration Scheme
Health and Safety Policy
Details of proposed LEDs and product warranty
Any other pertinent documents/certificates

TENDER PROCEDURE
The following procedure must be followed when submitting quotations:

All invitations to tender are subject to the Town Council’s Standing Order number 17 and the terms of the 
Bribery Act 2010.

No contractor shall contact councillors or staff to encourage or support their tender outside the prescribed 
process.

Tenders are to be submitted in writing in a sealed marked envelope addressed to the Town Clerk. The 
envelope should be clearly marked “Tender”.

Tenders shall be opened by the Town Clerk in the presence of at least two councillors after the deadline for 
submission of tenders has passed.

Tenders will be reported to and considered by the Town Council at a properly convened meeting.

For office use only
Date approved:
Approved by: Town Council
Minute number:

mailto:admin@broseley-tc.gov.uk

