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BOXLEY PARISH COUNCIL 

www.boxleyparishcouncil.org.uk 

 

   Beechen Hall, Wildfell Close, Walderslade, Chatham, Kent.  ME5 9RU 

    01634 861237       clerk@boxleyparishcouncil.org.uk 

 

  Clerk  Mrs Daniela Baylis     Assistant Clerk  Mrs Melanie Fooks 

 

A  G  E  N  D  A 
 

To All Members of the Council, Press and Public 

 

 

There will be a meeting of the Finance & General Purposes Committee on Monday 

16 March 2020 at Beechen Hall, Wildfell Close, Walderslade commencing at 7:30pm 

when it is proposed to transact the following business: 

 

1. Apologies and non-attendance 

To receive apologies from members unable to attend. 

 

2. Declaration of Interests, Dispensations, Predetermination or Lobbying.  

Members are required to declare any interests, dispensations, predetermination or 

lobbying on items on this agenda.  Members are reminded that changes to the 

Register of Interests should be notified to the Clerk. 

 

3. Minutes of the meeting held on 20 January 2020 
To consider the minutes of the meeting (pages 3-4) and if in order to sign as a true 

record.  

 

4. Matters Arising from the Minutes 

4.1  Minute 3310/4.3 Cyber Crime and GDPR.  No update, work ongoing. 

4.2 Minute 3259/13 Anniversary of VE Day. Application from Boxley Church 

decided at full council. No other applications received.  

4.3  Any other matters arising from the minutes, but not on the agenda. 

 

Adjournment to enable members of the public to address the meeting. 
 

5. Financial report. 

5.1   Reconciliation of accounts report  (page 5).  

          5.2   Income/Expenditure report as at 29.02.20. See report (pages 6-9).  

          5.3   Petty cash reconciliation. To receive confirmation that this was undertaken  

                  prior to the meeting.  

          5.4   Investments Report. See report (page 9-10). 

          5.5  General/Earmarked Reserves. See report.   

 

6. IT and website Update on progress with new website  (page 10). 

 

7. Contingency Fund and Budget adjustments 

To consider any requests for adjustments  

 

8. Corona Virus –  planning (report page 10-11) 

 

9. Personnel matters 

10.1  TOIL, training, leave and sickness cover. (Clerk to report to meeting).  

 

10. Policies and Procedures: Reports and Reviews  

10.1  Training Policy – new (page 11-14) 

10.2  Compassionate Leave Policy – revised (14-16) 

 

http://www.boxleyparishcouncil.org.uk/
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11. Grant Applications  

Five Acre Wood School (application letter page 16-17) 

 

12. Matters for Information 

To consider any information received. 

 

13.  Items for Next Agenda        

Councillors’ reports and requests for items to be included on the agenda to be 

submitted no later than 24 April 2020.  

 

14. Date of Next Meeting 

Monday 4 May 2020 at Beechen Hall, Wildfell Close, Walderslade commencing at 

7.30 p.m.  

 

Motion to exclude members of the Press and Public on the grounds that the 

following item concerns a named member of staff 

 

15. Personnel issues 

   

 

 

 

 

 

 

Daniela Baylis 
 

Daniela Baylis 

Clerk to the Council.     Date:  10 March 2020 

 

Issues to be returned to agenda as they develop: None. 

 

Note to all councillors: you are welcome to attend and speak at meetings of committees 

of which you are not a member but only committee members may vote. 

 

Legislation allows for meetings to be recorded by anyone attending. Persons intending to 

record or who have concerns about being recorded should please speak to the Clerk.  
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Supporting agenda papers for the Meeting of the Finance & General Purposes 

Committee on Monday 18th November 2019 

The Chairman will assume that these have been read prior to the meeting. 

__________________________________________________________ 

Councillors wishing to suggest changes to any policy document or procedure in this 

agenda should notify the office, in writing, at least three working days in advance of 

the meeting.  This will allow details to be circulated at the meeting (or in advance if 

particularly contentious). 

 
DAT 
 

 

Minutes of the Finance and General Purposes Committee Meeting held at 

Beechen Hall, Wildfell Close, Walderslade on Monday 20 January 2020 

commencing at 7.30 p.m. 

  

Councillors present: I Davies (Chairman), V Davies, B Hinder, L Clarke, A Brindle, and 

P  Dengate together with Mrs D Baylis (Clerk) 

 

1. Apologies and non-attendance 

Apologies: Cllrs W Hinder and G Hayday 

 

2. Declaration of Interests, Dispensations, Predetermination or Lobbying.  

None declared 

 

3. Minutes of the meeting of 18 November 2019 

The minutes of the meeting were agreed and signed as a correct record. 

 

4. Matters Arising from the Minutes 

  

4.1 Minute 3259/4.2 Cyber Crime and GDPR.  

  No update, work ongoing.  

  Action: Clerk 

4.2 Any other matters arising from the minutes, but not on the agenda - 

 Minute 3259/13 Anniversary of VE Day.  

It was agreed to place an item in the February Downs Mail to see if there 

were any events the PC could help with funding.  These would be bought to 

the next meeting for decision if any were received. 

 

As no members of the public were present the meeting was not adjourned. 

 

5. 5.   Financial report. 

5.1 Reconciliation of accounts. The Chairman reported that, prior to the meeting, 

he had successfully undertaken a reconciliation of all the bank accounts.  

accounts. Noted. Members requested that in future the credit rating and 

BPC-determined balance ceiling be shown for all accounts except Unity Trust. 

Action: Clerk  

5.2 Income/Expenditure report as at 31.12.19. Received and noted.   

5.3  Petty cash reconciliation. The Chairman reported that, prior to the meeting, 

he had undertaken a reconciliation, and all was in order.  Noted 

5.4  Investments Report. Report Noted. Decision on fixed term investment of 

NatWest accounts deferred to next meeting. Action: Clerk 

5.5 General/Earmarked reserves. Noted. 

 

6. Budget 

Item 3. Minutes of the meeting held on  18 November 2019 
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6.1 To agree the budget for 2020/21 for recommendation at Full Council 

It was proposed by Cllr Hinder, seconded by Cllr Dengate and all agreed that 

the Budget for 2020/21 be put forward for recommendation to Full Council 

for approval. 

6.2 To agree the Precept for recommendation at Full Council 

It was proposed by Cllr Hinder, seconded by Cllr Dengate and all agreed to 

recommend to Full Council a Precept for 2020/21 of £153,002. 

 

7. IT and Website 

 

As the Parish Logo was of poor resolution and belonged to the old Website company  

it was agreed to pay £30/hour for 1.5-2 hours to have the Logo redrawn.  It would 

become the property of the PC. 

The Clerk requested agreement to the office having hosted email instead of the 

current pop account to improve efficiency.  This would cost £192.  Councillors 

requested more information. Action: Clerk 

 

8. Contingency Fund and Budget adjustments 

9.1. Felt and sealant for shed roof - £80. Agreed 

 

9. Setting up of a new bank account 

It was agreed in principle that a new bank account could be opened to handle 

damage and cleaning deposits for the hall.  More details were required on accounts 

and potential charges. Action: Clerk 

 

10. Personnel matters 

10.1 TOIL, training, leave and sickness cover 

A verbal report was given by the Clerk. 

 

11. Policies and Procedures: Reports and Reviews  

The Policies and Procedures Calendar review was deferred to next meeting. Action: 

Clerk  

 

12. Grant Applications 

12.1 Heart of Kent Hospice 

 It was proposed by Cllr Hinder, seconded by Cllr Dengate and all agreed to 

give the same donation as last time. 

 

13. Matters for Information 

None received 

 

14. Items for Next Agenda        

Councillors’ reports and requests for items to be included on the agenda to be 

submitted no later than 10 March 2020.  Noted. 

 

15. Date of Next Meeting 

Monday 16th March 2020 at Beechen Hall, Wildfell Close, Walderslade commencing 

at 7.30 p.m.  

 

16. Boxley Parish Council Interim Audit Report 2019-2020 

Noted. Parish Council Chairman Bob Hinder stated that action on the Auditor’s note 

regarding the Clerk’s appointment was in hand  

 

Meeting closed at 9.05 pm 

 

Signed as a correct record of the proceedings. 

Chairman………………………………………        Date……………………………………… 
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Purpose of the report. To safeguard the parish council’s funds and to ensure a robust 

method of maintaining the accounting system is in place. Periodic reconciliations 

are required, the Parish Council decides how many and when and the F&GPC 

undertakes these at each meeting. 

 

Clerk’s note. To satisfy the audit regulations the parish council has to have policies and 

procedures in place to ensure it is managing risk and its financial affairs. The Council’s risk 

assessment (put together by F&GPC) decided “Statements for current accounts are 

reconciled by the office on a monthly basis and as received for Investment Bonds. The 

F&GPC signs off all bank reconciliations at its bi-monthly meetings”.  

 

For the information supplied below to be verified the Chairman will see the original 

supporting documents, including the latest bank statements.  

 

 

Account closing balances. 

 

Date  Bank Credit 

Rating 

Moody’s 

BPC 

Balance 

ceiling 

Closing 

balance at 

last 

statement 

 

29/02/20 Coop General Account Caa1 Being run 

down 

52,103.13 

 

29/02/20 HSBC Beechen Hall Aa3 80,000 37,040.13 

 

29/02/20 Unity Trust Bank (UTB)  80,000 28,523.47 

 

24/02/20 Barclays Bank Aa2 120,000 £51,275.33 

 

10/02/20 Lloyds A 

Matured 8/2/20, monies 

returned to Coop as 

originating bank 

 

A3 120,000 0 

29/02/20 Lloyds B 

Matures 29/4/20 

A3 120,000 25,391.72 

 

 

29/02/20 Nationwide Beechen Hall  

95 day saver account 

 

 

Aa3 

120,000 11,281.57 

29/2/20 Nationwide Parish Council 

95 day saver 

Aa3 120,000 65,030.71 

 

 

  TOTAL  272,030.71 

 

 

Item 5. Financial report.  

 

 

 

Item 5.1  Reconciliation of Accounts Report - Information 

 

 

 

 



6 

 

 

 

 
 

Item 5.2 Income/Expenditure Report as at 29/02/2020: Information 
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Purpose of the report. To safeguard the parish council’s funds and to ensure a robust 

accounting procedure all investment transactions require prior approval by the F&GPC. 

Clerk’s note. The following figures do not match the figures given at item 5.3 which are 

based on end of month bank reconciliations. The figures below reflect the latest statements 

received which may not be the end of the month. 

 

Item 5.4 Investments: Information 
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The work on the new website is slow but steady, with most things copied over.  A link will 

be sent to the working group shortly for them to comment on.  There have been delays 

from the contractor, despite repeated chasing by Mel and Jane. 

 

 

The Clerk is reviewing the existing Business Continuity Plan to see if it is fit for purpose as 

it stands in the light of this new risk. In the meantime several decisions need to be made.   

Date BANK ACCOUNTS chronological  forecast of 

estimated likely available funds 

 

End of 

March 

Coop General Account 

 
£52,103.13 

 

End of 

March 
HSBC Beechen Hall 

 

Approx 

£25,000.00 

 

    

 End of 

March  

 

Unity Trust Bank (UTB) 
Approx.                                    

£? 

                                                                    

End of 

March  Barclays Bank 
£51,257.33 

 

£10,000 was used to 

top up UTB Funds 

    

March    

 Lloyds B 

(matures 29/04/2020) 

£25,391.72 

 

Includes projected 

interest 

    

February    

10 
Lloyds A 

(matures 08/02/2020) 
£NIL 

Was not Reinvested and 

returned to Coop 

(initiating bank) 

    

95 day notice funds   

29.02.20 

Nationwide Beechen Hall  £11,281.57 

Interest is paid 31/3/20 

Should this be fixed for 

one year? 

29.02.20 

Nationwide Parish Council  £20,415.16 

Interest is paid 31/3/20 

Should this be fixed for 

one year? 

Item 7 Changes to IT and website 

 

 

 

Item 8 Corona Virus – planning 
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1. Do we refund bookings for events that cancel? 

 

2. Will we have to refund bookings for events if the Government bans large public 

gatherings? 

 

3. Home working for staff 

 

4. Voluntary self-isolation should this become necesasry. 

 

 

Boxley Parish Council 

TRAINING AND DEVELOPMENT POLICY 

Boxley Parish Council is committed to the ongoing training and development of all 

Councillors and Staff to enable them to make the most effective contribution to the 

Council’s aims and objectives in providing the highest quality representation and services 

for the people of the Parish.  

Boxley Parish Council is committed to equip its Councillors, Office staff and other 

workers/volunteers with the correct knowledge and skills to carry out their roles and 

maintain effective working practices, in order to assist the Council in achieving its aims, 

objectives, priorities and vision in accordance with the Councils regulations and policies, as 

well as ensuring the Council is kept up to date with all new legislation.  To support this 

funds are allocated to a training budget. 

It is essential that Councillors and staff are given equal opportunity to develop their 

knowledge of local government and the law relating to Parish Councils, and to learn new 

skills to promote partnership working and community engagement in order to become 

effective Councillors and lead a modern and progressive Parish Council.  Councillor and 

staff development should be recognised as an integral part of the Council’s business. 

Boxley Parish Council has 15 Councillors, Clerk/RFO, Assistant Clerk, Clerical Officer and 

Caretaking staff.  In addition, there are several volunteer groups within the Parish who 

provide invaluable support for the Parish Council’s activities and for whom training should 

be supported. 

Boxley Parish Council recognises that its most important resource is its Councillors and 

Staff and is committed to encouraging both Councillors and Staff to enhance their 

knowledge and qualifications through further training. Some training is essential to ensure 

compliance with all legal and statutory requirements 

1. Training and Development Principles 

 

1.1. Training and Development: 

• improves the quality of the services and facilities the Parish Council provides. 

• enables the Parish Council to achieve its corporate aims and objectives. 

• improves the skills base of Staff and Councillors. 

• produces confident, highly qualified staff who work as an effective and efficient 

team. 

• demonstrates that Staff and Councillors are valued. 

 

2. Training and Development Activity 

Item 10.1  Training Policy - new 
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2.1.  Councillors 

• Attendance at induction sessions explaining the role of Councillors. 

• Provision of a Councillor handbook containing copies of Standing Orders, 

Financial Regulations, Code of Conduct, Policies of the Council and any other 

relevant information. 

• Access to relevant courses provided by external bodies such as KALC. 

• Training needs to be determined by self-assessment.  Relevant courses to be 

circulated by the Clerk to all Councillors. 

 

2.2. Office Staff 

• Induction sessions explaining their role and up to date job description. 

• The Council expects Staff to undertake a programme of continuing professional 

development (CPD) in line with the requirements of their role. 

• Provision of a Staff handbook containing Policies relating to staff, copies of 

Standing Orders, Financial Regulations, Code of Conduct, Policies of the Council 

and any other relevant information. 

• Any training relevant to the professional discharge of their duties.  

• Training needs to be identified through annual appraisal. 

• Subscription to the Society of Local Council Clerks (SLCC) for Clerk and 

Assistant Clerk. 

• Provision of up to date publications, such publications to remain the property of 

the Council. 

• Entitlement to mileage expenses and time in lieu (in excess of normal working 

hours) for attending training courses, briefings and any other meetings. 

• The Clerk is expected to keep up to date with developments in the sector and 

report back to Council. 

• Corporate training is necessary to ensure that Staff are aware of their legal 

responsibilities or corporate standards e.g. Health and Safety, Risk 

Management and Equal Opportunities. Staff will be required to attend training 

courses, workshops or seminars where suitable training has been identified 

• Records of all training undertaken by Staff will be kept in their personnel file. 

 

3. Training and Development Process 

The process of development is as follows: 

 

3.1. Training needs should be identified by considering the overall objectives of the Parish 

Council, as well as individual requirements. 

3.2. Planning and organising training to meet those specific needs. 

3.3. Evaluating the effectiveness of the training requested/required. 

 

4. Identification of Training Needs 

• Staff will be asked to identify their development needs during Appraisal or 

staff meetings 

• Councillors will be asked to identify their development needs as they arise or 

following election or co-option 

• Changes in Legislation 

• Changes in systems 

• When new or revised qualifications become available 

• Accidents 

• Professional error 

• Introduction of new equipment 

• New working methods and practices 

• Complaints to the Council 



13 

 

 

• A request from a member of staff 

• Devolved services / delivery of new services 

 

5. Attendance at Training Courses and Financial Assistance  

 

It is important to note that all supported training must be appropriate to the needs of the 

Council, be relevant to the individual’s role and is subject to the availability of financial 

resources. Each request will be considered on an individual basis and the benefits to the 

individual and the organisation will be identified. In order to best ensure cost effectiveness,  

Councillors and Staff will be required to attend the nearest college/venue offering the 

required course (unless an alternative is authorised by the Finance & General Purposes 

Committee (F&GPC)) taking into account operational effectiveness and best value. 

 

Other considerations include:  

 

1. Impact on the operational capability of the Council of releasing the staff member for 

training  

 

2. The most economic and effective means of training  

 

3. Provision and availability of training budget  

 

4. For approved courses which provide a recognised national qualification Councillors 

and Staff can normally expect, with prior agreement of the F&GPC,  that the 

following will be met:  

a. The course fees  

b. Examination fees  

c. Any associated membership fees  

d. One payment to re-take a failed examination  

 

5. Councillors attending assisted courses are required to inform the Clerk immediately 

of any absences, giving reasons. 

 

6. Failure to sit an examination may result in the Council withdrawing future course 

funding and/or requesting the refunding of financial assistance. Each case will be 

considered on an individual basis.  

 

7. Boxley Parish Council operates a Return of Service agreement. Any member of staff 

undertaking professional qualifications funded by the Council must be aware that 

should they leave the Council’s employment within two years of completion of the 

qualification they will be required to repay all costs associated with the undertaking 

of such training.  

 

8. Members of staff who are given approval to undertake external qualifications are 

granted the following: 

a. Study time to attend day-release courses  

b. Time-off to sit examinations  

c. Study time of one day per examination (to be discussed and agreed by line 

manager in advance)  

d. Provision of study time must be agreed with the line manager prior to the 

course being undertaken.  

 

9. Short Courses/Workshops/Residential Weekends 
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Where attendance is required on a short course, paid leave will be granted to Staff.  

Councillors and Staff attending approved short courses/workshops/ residential 

weekends can expect the following to be paid:  

a. The course fee (usually invoiced following the event)  

b. Travel costs in line with current Council policies 

c. Subsistence in line with current Council policies 

 

As part of Boxley Parish Council’s continuing commitment to training and development, 

Councillors and Staff are asked to provide feedback on the value and effectiveness of the 

training they undertake highlighting in particular the key implications of new legislation, 

guidance and/or best practice for the ongoing efficiency and effectiveness of the Council. 

Such reports to be made at the next Full Council Meeting following the training. 

Adopted by Council on 

 

 
 

Clerks Note:  Taking time off to help someone else and return to work are new items for 

this policy and their addition and content need to be agreed. 

 

 

Boxley Parish Council 
 

Compassionate Leave Policy 
 

Boxley Parish Council is committed to supporting its employees in times of crisis. 

 

Paid compassionate leave will be awarded for the following: 

 

Bereavement or Critical Illness 

 

Boxley Parish Council acknowledges the personal nature of bereavement and grief and is 

committed to supporting employees in practical and reasonable ways. BPC acknowledges 

that bereavement impacts all individuals differently and the guidelines below are intended 

to show the minimum paid leave an employee is entitled to in different circumstances. BPC 

acknowledges that not all employees will need to take the full allowance, and some 

employees will need additional time, depending on their relationship with the person who 

has died and the circumstances of the death. (Note: In the following in the absence of the 

Chairman the Vice Chairman will be the responsible person.) 

 

 

• Death of a parent/spouse/partner/child or other immediate relative. The Chairman 

of the Parish Council has delegated power to decide what is an immediate relative 

but normally this would include a spouse, civil partner or partner (including same 

sex partners), child,  parent, step-parent, grandparent, grandchild, sibling, 

son/daughter-in-law or a person with whom the employee is in a relationship of 

domestic dependency.  

 

Up to one week’s leave with an additional week’s leave at the discretion of the 

Chairman. 

 

Any employee who is concerned about their ability to conduct their duties safely in 

the weeks following a bereavement must discuss this with their line manager.  

Item 10.2  Compassionate Leave Policy - Revised 
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Boxley Parish Council recognises that different cultures respond to death in 

significantly different ways. Line managers will check whether the employee’s 

religion or culture requires them to observe any particular practices or make special 

arrangements which would necessitate them being off work at a particular time. 

Employees should not assume that their line manager is aware of any such 

requirements and should draw this to their line manager’s attention as soon as 

possible.   

Line managers who are unsure of how to respond to a bereaved employee from a 

different culture should ask the bereaved employee or someone else from their 

cultural group about what is appropriate.  

 

• Funeral of an immediate relative as defined above. 

 

One day, at the discretion of the Chairman of the Parish Council.  

 

• Critical illness of an immediate relative as defined above.  

 

Up to one week’s leave with an additional week’s leave at the discretion of the 

Chairman. 

 

Crisis 

 

• A crisis created by criminal action or serious accident e.g. destruction of house by 

fire. The Chairman of the Parish Council has delegated power to decide what is 

considered a crisis. 

 

Up to one week’s leave with an additional week’s leave at the discretion of the 

Chairman. 

 

Unpaid compassionate leave. 

 

• Up to one week’s unpaid leave, in addition to any paid compassionate leave, may be 

granted at the discretion of the Chairman of the Parish Council having taken into 

account the situation and the needs of the Council. 

 

In the event of a disagreement or request for additional paid or unpaid leave the request 

will be submitted, in confidence, to the Finance & General Purposes Committee through 

the Clerk or the chairman of that committee. A retrospective award of paid or unpaid leave 

can be made by this committee. 

 

The Council will attempt to be supportive and, where possible, will allow annual leave to 

be used in conjunction with compassionate (paid or unpaid) leave. 

 

The Council retains the right to request a written application or evidence of need from an 

employee. Applications on behalf of an affected employee will be accepted. 

 

An employee should notify their line manager of their need to take compassionate leave 

as soon as possible or, at latest, on the first day of absence. In exceptional 

circumstances, applications for leave will be considered after the first day of absence. 

Line managers have the right to exercise discretion in exceptional circumstances as 

outlined above. Leave days do not have to be taken consecutively 

 

Taking time off to help someone else 

 

By law, employees have the right to take a reasonable amount of time off work to help 

someone who depends on them (a ‘dependant’) in an unexpected event. An employee’s 

dependants include: their spouse, partner or civil partner, their child or their parent. 
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The employee can take time off if they need to: 

 

• help a dependant who is ill, been injured or assaulted, or gives birth 

• arrange care for a dependant who is ill or injured 

• deal with an incident involving their child during school hours 

 

There is no limit to the number of times or length of time that employees can take off for 

dependants, as long as it is reasonable for the circumstances. 

Your workplace might offer employees more entitlements than these minimum statutory 

rights, so it’s a good idea to check. 

How employees get paid for time off for dependants is down to the workplace policy, so 

it’s a good idea to check. In some cases it might be unpaid.  

 

Return to work  

 

In certain circumstances a full return to work may not be possible for an employee 

following the death of an immediate relative – for example, when the employee’s grief is 

likely to impact on their ability to perform their role, or where new child care 

arrangements have to be sourced or responsibility for the care of an elderly parent has 

transferred to the employee.  

 

In such instances Boxley Parish Council will allow a phased return to work on a part-time 

or reduced hours basis where practicable. Alternative duties may also be considered. Any 

such arrangement would need to be agreed in advance by the Finance and General 

Purposes Committee, would be subject to an agreed maximum number of days and 

would be managed in line with BPC’s flexible working/part-time working policy.  

 

Adopted by Council 

 

 

 

Item 11 Grant Applications  
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