Does the matter directly relate to one of my DPIs (set out in Table 1)?

NO

| have a DPIl and cannot take part without a Does the matter directly relate to the
dispensation finances or wellbeing of one of my ORIs

(set out in Table 2)?

| have an ORI and must disclose

it. | may speak as a member of Does it directly relate to the
the public but not discuss or finances or wellbeing of me, a
vote and must leave the room relative or a close associate?

YES
NO
| have a NRI and must disclose
it. | may speak as member of Does it affect the finances or
the public but not discuss or wellbeing of me, a relative, a
vote and must leave the room close associate or one of my

ORIs?

Am | or they affected to a
greater extent than most
people? And would a | have no interest to disclose
reasonable person think my
judgement is clouded

| have an interest and must
disclose it. | may speak as | have no interest to
member of the public but not disclose
discuss or vote and must leave

the room

Table 1: Disclosable Pecuniary Interests — DPI
This table sets out the explanation of Disclosable Pecuniary Interests as set out in the Relevant
Authorities (Disclosable Pecuniary Interests) Regulations 2012.

Subject Description
Employment, office, Any employment, office, trade, profession orvocation carried onfor profit
trade, profession or or gain.

vocation

Sponsorship

Any payment or provision of any other financial benefit (other than from
the council) made to the councillor during the previous 12-month period
for expenses incurred by him/her in carrying out his/her duties as a
councillor, or towards his/her election expenses.

This includes any payment or financial benefit from a trade union within
the meaning of the Trade Union and Labour Relations (Consolidation) Act
1992.



https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
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Contracts Any contract made between the councillor or his/her spouse or civil
partner or the person with whom the councillor is living as if they were
spouses/civil partners (or a firm in which such person is a partner, or an
incorporated body of which such person is a director* or a body that
such person has a beneficial interest in the securities of*) and the
council.

(a) under which goods or services are to be provided or works are to
be executed; and

(b)  which has not been fully discharged.

Land and Property Any beneficialinterestin land which is within the area of the council.
‘Land’ excludes an easement, servitude, interest or right in or over land
which does not give the councillor or his/her spouse or civil partner or the
person with whom the councillor is living as if they were spouses/ civil
partners (alone or jointly with another) a right to occupy or to receive
income.

Licenses Any licence (alone or jointly with others) to occupy land in the area of the
council for a month or longer

Corporate tenancies Any tenancy where (to the councillor’s knowledge)

(a) thelandlordisthe council; and the tenant is a body that the councillor, or
his/her spouse or civil partner or the person with whom the councilloris
living as if they were spouses/ civil partners is a partner of or a director* of
or has a beneficial interest in the securities* of.

Securities Any beneficialinterestin securities* ofa body where—

(a) thatbody (to the councillor’s knowledge) has a place of business or

land in the area of the council; and

(b) either—

(i) ) the total nominal value of the securities* exceeds £25,000 or

one hundredth of the total issued share capital of that body; or

(ii) if the share capital of that body is of more than one class, the total nominal
value of the shares of any one class in which the councillor, or his/ her spouse
or

civil partner or the person with whom the councillor is living as if they

were spouses/civil partners have a beneficial interest exceeds one

hundredth of the total issued share capital of that class

Table 2: Other Registrable Interests - ORI

You must register as an Other Registerable Interest:

a) any unpaid directorships

b) any body of which you are a member or are in a position of general control or management and to which
you are nominated or appointed by your authority

c) any body (i) exercising functions of a public nature (ii) directed to charitable purposes or (iii) one of whose
principal purposes includes the influence of public opinion or policy (including any political party or trade
union) of which you are a member or in a position of general control or management.

Table 3: Non-Registrable Interests - NRI

An interest that is not a DPI, or an interest of a relative or close associate, which does not need to be
registered.

You must declare an NRI when relevant business affects the finances or wellbeing of you, your partner, a
relative, or a close associate.
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MINUTES OF THE GOVERNANCE & FINANCE COMMITTEE MEETING
HELD AT THE FAKENHAM CONNECT BUILDING, OAK STREET, FAKENHAM

TUESDAY 19% May 2026 AT 18:00

Attending Committee Councillors: A Glynn (Mayor), M Dutton, D Hunter & P Bucknell

Attending Non-Committee: None
RFO & Deputy Clerk: K Lindsay
General Public: None

Press: None

Number

Agenda

183/26GF

To receive Apologies for Absence
Apologies received from Councillors Joslin and Harrison

184/26GF

Declarations of Interest: Members are asked at this stage to declare any Interests,
which they may have, in any of the following items on the agenda
None declared

185/26GF

To adjourn the Meeting for Electors’ questions
None received

186/26GF

To confirm the minutes of the Governance & Finance Committee meeting held on 215t
April 2026

On the proposition of ClIr Glynn, seconded by Clir Hunter, the minutes of the
Governance & Finance Committee meeting held on 215t April 2026 were AGREED by all
and signed by the Chair

187/26GF

To discuss any matters arising from the Governance & Finance Committee meeting
held on 215t April 2026
The Action Log was noted

188/26GF

To review and agree policies and risk assessments for update:

e Standing orders
Clirs reviewed Standing orders and RESOLVED to approve for presentation and approval
by Full Council, with minor amendments

e Financial Regulations
Clirs reviewed Financial Regulations and RESOLVED to approve for presentation and
approval by Full Council, with a minor amendment

189/26GF

To review finance reports for financial year end 2025-2026 — to note April 2026 reports
are not yet available pending year-end completion
Members reviewed:
e Final 2025/26 Year End Detailed Income and Expenditure Report (Budget vs
Actuals)
e Statutory Income and Expenditure Report Year End 31t March 2026
e Statutory Balance Sheet Year End 315 March 2026
Clirs RESOLVED to approve for presentation and approval by Full Council

190/26GF

To receive and review the Internal Auditor’s Year End Report for Fakenham Town
Council and the Charter market for 2025/26

Members received and noted the Internal Auditor’s Year End Report for the Charter
Market for 2025/26 and RESOLVED to defer detailed consideration to the next meeting.
Members received and reviewed the Internal Auditor’s draft Year End Report for
Fakenham Town Council for 2025/26, noting a small number of queries requiring
clarification with the Internal Auditor prior to presentation to Full Council on 27 May
2026. Following discussion, it was agreed that, subject to clarification of the points
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raised, the report be presented to Full Council.

Members received and reviewed the Internal Auditor’s quotation in the sum of £1,250
per annum (excluding VAT) for the continuation of internal audit services for Fakenham
Town Council and the Charter Market for the 2026/27 and 2027/28 financial years.
Having reviewed the independence and competence of the Internal Auditor, Members
RESOLVED to recommend to Full Council acceptance of the quotation and the
reappointment of Mapus-Smith & Lemmon LLP

191/26GF | To review the Asset Register as of 315t March 2026
Members received and reviewed the Asset Register as at 31 March 2026 and, following
consideration, RESOLVED to approve the register as presented
192/26GF | To review the AGAR and associated documents:
e Annual Internal Audit Report 2025/26
e Section 1 - Annual Governance Statement 2025/26
e Section 2 — Accounting Statements 2025/26
e Confirmation of the dates of the period for the exercise of public rights
e Bank reconciliation
e Explanation of significant variances
e Reconciliation between Box 7 and Box 8 in Section 2
e Completed contact details form
e Minutes of the meeting where the current internal auditor was first appointed
showing the smaller authority considered the independence of the internal
auditor
Members received and reviewed the Annual Governance and Accountability Return
(AGAR) for 2025/26 and the associated supporting documentation, including the Annual
Internal Audit Report, Section 1 — Annual Governance Statement, Section 2 —
Accounting Statements, bank reconciliation, explanation of significant variances,
reconciliation between Box 7 and Box 8, completed contact details form, confirmation
of the period for the exercise of public rights, and minutes confirming the appointment
and independence of the Internal Auditor.
Members confirmed that the documentation was in order and RESOLVED to approve
the AGAR for submission to Full Council for approval
193/26GF | To approve, in advance, all current direct debits and regular payments (as listed in

agenda pack item), including all variable direct debits, in accordance with the
Financial Regulations requirement for Governance & Finance Committee to formally
approve variable direct debits at least once every two years

Members received and reviewed the list of current direct debits and regular payments,
including all variable direct debits, as set out in the agenda pack.

In accordance with Financial Regulations, Members RESOLVED to approve in advance
the continuation of all such payments, including variable direct debits, and confirm that
these arrangements remain appropriate for use over the forthcoming period:
Barclaycard Purchases

Barclays Account Charges (Market)

Barclays Account Charges (FTC)

Barclays Card Machine

British Gas (Elec Market Place)

Civic.ly Subscription

Command Pest Control (Allotments and as required)
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Motia / Fuel Card Services

HMRC

ICO Annual Registration

Konica Minolta

NEST Pension Fund

Norfolk Rivers & Drainage

N Power (CCTV & Streetlights)

NNDC (Rates x 4 / Service Charge / Brown Bin / Dog Bins)
02

Parish Online

Scribe — Accounts / Cemetries / Allotments

Shred Station

Talk Talk

Veolia

Viking Office Supplies

Wave Water (Trap Lane / Allotments)

Wix Website

Statutory Payments — Salaries / Norfolk Pension Fund

194/26GF

To review the Council’s banking arrangements and make a recommendation to Full
Council

Members reviewed the Council’s banking arrangements and RESOLVED to continue to
utilise Barclays as the Council’s primary banking provider and to recommend this
arrangement to Full Council for approval

195/26GF

To receive the RFO’s Report

Members noted the RFOS'’s report.

Members further noted two additional matters: (1) that an increase in Fidelity
Guarantee Insurance cover may be required, and that the Council’s insurer will be
contacted to review the position; and (2) issues arising in relation to the payroll
provider, including errors in the submission of employer obligations to HMRC, recent
changes to the payroll and payslip portals, and a historic overpayment which has since
been corrected. Members also noted that no recent invoices had been received from
the payroll provider, and that alternative arrangements may be reviewed in due course.

196/26GF

To receive the Internal Controller review
None

197/26GF

To consider and approve engaging Wellers Law Group to provide governance advice in
relation to Fakenham Recreation Ground Charity, including separation of
responsibilities between the Charity and the Council acting as Corporate Trustee, at an
estimated cost not exceeding £900 plus VAT

Members received and considered a proposal to engage Wellers Law Group to provide
governance advice in relation to Fakenham Recreation Ground Charity, including the
separation of responsibilities between the Charity and the Council acting in its capacity
as Corporate Trustee, at an estimated cost not exceeding £900 plus VAT.

Members RESOLVED to proceed with the appointment of Wellers Law Group at a cost
not exceeding £900 plus VAT, and confirmed that this approval is sufficient to enable the
appointment and commencement of the work, with no further approval from FRGC
required.

Members noted that, in accordance with Financial Regulations 5.12(ii), the requirement
to obtain competitive quotations does not apply to specialist services, including legal
professionals. Members were satisfied as to the suitability and professional standing of
the appointed adviser, and therefore agreed that no further quotations were required.
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198/26GF

To receive notification of the increased rates for Dog Waste Bin Servicing NNDC
Members noted the notification of increased rates for Dog Waste Bin Servicing from
North Norfolk District Council, together with the potential impact on future budget
forecasts.

Members were advised that, when considering any requests for additional dog waste
bins, the associated ongoing servicing costs should be taken into account and, where
appropriate, consideration given to the provision of standard litter bins, which may also
be used for the disposal of dog waste.

199/26GF | To receive notification of LGPS Changes to Unpaid Leave & Family Leave
Members received and noted the notification regarding changes to the Local
Government Pension Scheme (LGPS) in respect of unpaid leave and family leave
arrangements.
Members confirmed that the notification will be passed to the Council’s payroll provider
for information and implementation as appropriate.

200/26GF | To move that the Public & Press be excluded from the Meeting under the provisions of
Section 1(2) of the Public Bodies (Admission to Meetings) Act 1960
On the proposition of Cllr Bucknell seconded by Clir Glynn. RESOLVED that pursuant to
Section 1(2) of the Public Bodies (Admission to Meetings) Act 1960, that Public & Press
be excluded from the Meeting, as publicity would be prejudicial to the public interest by
reason of the nature of the business to be transacted.

201/26GF | To discuss the FLASH Project
Nothing to discuss

202/26GF | To move into open session

203/26GF | To confirm the date and time of next meeting

Governance & Finance: Tuesday 16" June 2026 at 18:00

There being no further business the meeting closed at 18.50
Confirmed this day of 2026
CHAIR
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GOVERNANCE & FINANCE ACTION LOG June 2026

G&F | Date Minute | Responsible Action Comments
LOW RFO to obtain an additional quotation for Cyber Not

G&F | 20/01/2026 | 129/26 | RFO Essentials certification Started

G&F

G&F
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Fakenham Connect

Oak Street

Fakenham

Norfolk

NR21 9DY

Tel: 01328 853653

e-mail: info@fakenhamtowncouncil.gov.uk
website: fakenhamtowncouncil.gov.uk

Fakenham Town Council CiViIitU 8
Respect

DIGNITY AT WORK POLICY

Fakenham Town Council believes that civility and respect are important in the working environment,
and expect all councillors, officers and the public to be polite and courteous when working for, and
with the council.

Purpose

Fakenham Town Council is committed to creating a working environment where all council employees,
councillors, contractors and others who come into contact with us in the course of our work, are
treated with dignity, respect and courtesy. We aim to create a workplace where there is zero tolerance
for harassment and bullying

In support of this objective, Fakenham Town Council has signed up to the Civility Pledge, as a
commitment to civility and respect in our work, and politeness and courtesy in behaviour, speech, and
in the written word. Further information about the Civility and Respect Pledge is available NALC & SLCC

We recognise that there is a continuum where unaddressed issues have the potential to escalate and
become larger, more complex issues and this policy sets out how concerns will be managed however
the emphasis of this policy is on resolution and mediation where appropriate, rather than an
adversarial process.

This document:
e explains how we will respond to complaints of bullying or harassment;
e ensures that we respond sensitively and promptly; and,
e supports our employees in ensuring their behaviour does not amount to bullying and/or
harassment by giving examples.

Scope

This policy covers bullying and harassment of and by clerks and all employees engaged to work at
Fakenham Town Council. Should agency staff, or contractors have a complaint connected to their
engagement with Fakenham Town Council this should be raised to their nominated contact, manager,
or the Chair of the Council, in the first instance. Should the complaint be about the chair of the council
the complaint should be raised to the Council’s HR committee.

Agency staff, or contractors are equally expected to treat council colleagues, and other representatives
and stakeholders with dignity and respect, and the council may terminate the contract, without notice,
where there are suspicions of harassment or bullying.

Complaints about other employment matters will be managed under the council’s grievance policy.


mailto:info@fakenhamtowncouncil.gov.uk
https://www.nalc.gov.uk/respect#the-pledge
https://www.slcc.co.uk/news-publications/civility-respect-pledge/
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It is noted that the management of a situation may differ depending on who the allegations relate to
(e.g. employees, contractor, councillor), however, the council will take appropriate action if any of its
employees are bullied or harassed by employees, councillors, members of the public, suppliers or
contractors.

The position on bullying and harassment

All staff and council representatives are entitled to dignity, respect and courtesy within the workplace
and to not experience any form of discrimination. Fakenham Town Council will not tolerate bullying or
harassment in our workplace or at work-related events outside of the workplace, whether the conduct
is a one-off act or repeated course of conduct, and whether harm is intended or not. Neither will we
tolerate retaliation against, or victimisation of, any person involved in bringing a complaint of
harassment or bullying. You should also be aware that, if you have bullied or harassed someone (e.g.
physical violence, harassment, sexual harassment), in some circumstances the treatment may amount
to a crime punishable by a fine or imprisonment.

We expect all representatives of the council to treat each other with respect and uphold the values of
the code of conduct, civility and respect pledge, equality & diversity policy, and all other policies and
procedures set by the Council.

We expect you to demonstrate respect by listening and paying attention to others, having
consideration for other people’s feelings, following protocols and rules, showing appreciation and
thanks, and being kind.

Allegations of bullying and harassment will be treated seriously. Investigations will be carried out
promptly, sensitively and, as far as possible, confidentially. See the grievance policy for further details
regarding the process. Employees and others who make allegations of bullying or harassment in good
faith will not be treated less favourably as a result.

False accusations of harassment or bullying can have a serious effect on innocent individuals. Staff and
others have a responsibility not to make false allegations. While we will assume that all complaints of
bullying and harassment are made in good faith, in the event that allegations are found to be malicious
or vexatious the person raising the complaint may be subject to action under the council’s disciplinary
procedure.

*Where a person is subject to uninvited conduct that
violates their dignity, in connection with a protected
characteristic

*Behaviour that creates a hostile, humiliating, degrading
or similarly offensive environment in relation to a
protected characteristic

*Unwanted behaviour violating someone’s dignity, or
creating an intimidating, hostile, humiliating or
offensive environment whether it was intended or not

Harassment

*Behaviour that leaves the victim feeling threatened,
intimidated, humiliated, vulnerable or otherwise upset.
It does not need to be connected to a protected
characteristic.

Bullying
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What Type of Treatment amounts to Bullying or Harassment?

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a group of people)
to another that is unwanted and that has the effect of violating that person’s dignity or creating an
intimidating, hostile, degrading, humiliating, or offensive environment for that person.

Examples of bullying and harassment include:

e Physical conduct ranging from unwelcome touching to serious assault

e Unwelcome sexual advances

e The offer of rewards for going along with sexual advances e.g. promotion, access to training

e Threats for rejecting sexual advances

e Demeaning comments about a person’s appearance

e Verbal abuse or offensive comments, including jokes or pranks related to age, disability,
gender re-assignment, marriage, civil partnership, pregnancy, maternity, race, religion, belief,
sex or sexual orientation

e Unwanted nicknames, especially related to a person's age, disability, gender re-assignment,
marriage, civil partnership, pregnancy, maternity, race, religion, belief, sex or sexual
orientation

e Spreading malicious rumours or insulting someone

e Lewd or suggestive comments or gestures

e Deliberate exclusion from conversations, work activities or social activities.

e Withholding information a person needs in order to do their job

e Practical jokes, initiation ceremonies or inappropriate birthday rituals

e Physical abuse such as hitting, pushing or jostling

e Rifling through, hiding or damaging personal property

e Display of pictures or objects with sexual or racial overtones, even if not directed at any
particular person

e |solation or non-cooperation at work

e Subjecting a person to humiliation or ridicule, belittling their efforts, whether directly and / or
in front of others

e The use of obscene gestures

e Abusing a position of power

Bullying and harassment can occur through verbal and face to face interactions, but can also take place
through sharing inappropriate or offensive content in writing or via email and other electronic
communications and social media.

It is important to recognise that conduct which one person may find acceptable, another may find
totally unacceptable and behaviour could be harassment when the person had no intention to offend.
We all have the right to determine what offends us. Some behaviour will be clear to any reasonable
person that it is likely to offend — for example sexual touching. Other examples may be less clear,
however, you should be aware that harassment will occur if behaviour continues after the recipient
has advised you that the behaviour is unacceptable to them.

Harassment can also occur where the unwanted behaviour relates to a perceived characteristic ( such
as offensive jokes or comments based on the assumption someone is gay, even if they are not) or due

10
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to their association with someone else (such as harassment related to their partner having a disability
for example). See the council’s equality and diversity Policy.

All employees must, therefore, treat their colleagues with respect and appropriate sensitivity and
should feel able to challenge behaviour that they find offensive even if it is not directed at them.

It is important to recognise that bullying does not include appropriate criticism of an employee’s
behaviour or effective, robust performance management. Constructive and fair feedback about your
behaviour or performance from your manager or colleagues/Councillors is not bullying. It is part of
normal employment and management routines and should not be interpreted as anything different.

Victimisation

Victimisation is subjecting a person to a detriment because they have, in good faith, complained
(whether formally or otherwise) that someone has been bullying or harassing them or someone else,
or supported someone to make a complaint or given evidence in relation to a complaint. This would
include isolating someone because they have made a complaint or giving them a heavier or more
difficult workload.

Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, you
have a right not to be victimised for making a complaint or doing anything in relation to a complaint of
bullying or harassment and the council will take appropriate action to deal with any alleged
victimisation, which may include disciplinary action against anyone found to have victimised you.

Making a complaint that you know to be untrue, or giving evidence that you know to be untrue, may
lead to disciplinary action being taken against you.

Reporting Concerns

What you should do if you feel you are being bullied or harassed by a member of the public or
supplier (as opposed to a colleague)

If you are being bullied or harassed by someone with whom you come into contact at work, please
raise this with your nominated manager in the first instance or, with the clerk/or a councillor. Any such
report will be taken seriously, and we will decide how best to deal with the situation, in consultation
with you.

What you should do if you feel you are being bullied or harassed by a councillor: If you are being
bullied or harassed by a councillor, please raise this with the clerk or the chair of the council in the first
instance. They will then decide how best to deal with the situation, in consultation with you. There
are two possible avenues for you, informal or formal. The Informal Resolution is described below.
Formal concerns regarding potential breaches of the Councillors Code of Conduct must be investigated
by the Monitoring Officer.

The council will consider reasonable measures to protect your health and safety. Such measures may
include a temporary change in duties or change of work location, not attending meetings with the
person about whom the complaint has been made etc.
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What you should do if you witness an incident you believe to harassment or bullying: If you witness
such behaviour you should report the incident in confidence to the clerk or a councillor. Such reports
will be taken seriously and will be treated in strict confidence as far as it is possible to do so.

What you should do if you are being bullied or harassed by another member of staff: If you are being
bullied or harassed by a colleague or contractor, there are two possible avenues for you, informal or

formal. These are described below.

Informal resolution

If you are being bullied or harassed, you may be able to resolve the situation yourself by explaining
clearly to the perpetrator(s) that their behaviour is unacceptable, contrary to the council’s policy and
must stop. Alternatively, you may wish to ask the clerk or a colleague to put this on your behalf or to
be with you when confronting the perpetrator(s).

If the above approach does not work or if you do not want to try to resolve the situation in this way,
or if you are being bullied by your own nominated manager, you should raise the issue with the chair
of the council. (If your concern relates to the chair, you should raise it with the chair of the HR
committee). The chair (or another appropriate person) will discuss with you the option of trying to
resolve the situation informally by telling the alleged perpetrator, without prejudicing the matter, that:

e there has been a complaint that their behaviour is having an adverse effect on a member of
the council staff

e such behaviour is contrary to our policy

e for employees, the continuation of such behaviour could amount to a serious disciplinary
offence

It may be possible for this conversation to take place with the alleged perpetrator without revealing
your name, if this is what you want. The person dealing with it will also stress that the conversation is
confidential.

In certain circumstances we may be able to involve a neutral third party (a mediator) to facilitate a
resolution of the problem. The chair (or another appropriate person) will discuss this with you if it is
appropriate.

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject to
disciplinary sanctions. However, in exceptional circumstances (such as extremely serious allegation or
in cases where a problem has happened before) we may decide to investigate further and take more
formal action notwithstanding that you raised the matter informally. We will consult with you before
taking this step.

Raising a formal complaint

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint about bullying
and harassment through the council’s grievance procedure. You should raise your complaint to the
clerk or the chair of the council. A formal complaint may ultimately lead to disciplinary action against
the perpetrator(s) where they are employed.

12


12


The clerk or the chair of the council will appoint someone to investigate your complaint in line with the
grievance policy. You will need to co-operate with the investigation and provide the following details
(if not already provided):

o The name of the alleged perpetrator(s),

o The nature of the harassment or bullying,

o The dates and times the harassment or bullying occurred,
o The names of any witnesses and

o Any action taken by you to resolve the matter informally.

The alleged perpetrator(s) would normally need to be told your name and the details of your grievance
in order for the issue to be investigated properly. However, we will carry out the investigation as
confidentially and sensitively as possible. Where you and the alleged perpetrator(s) work in proximity
to each other, we will consider whether it is appropriate to make temporary adjustments to working
arrangements whilst the matter is being investigated.

Where your complaint relates to potential breaches of the Councillors Code of Conduct, these will need
to be investigated by the Monitoring Officer. The council will consider any adjustments to support you
in your work and to manage the relationship with the councillor the allegations relate to, while the
investigation proceeds.

Investigations will be carried out promptly (without unreasonable delay), sensitively and, as far as
possible, confidentially. When carrying out any investigations, we will ensure that individuals' personal
data is handled in accordance with the data protection policy.

The council will consider how to protect your health and wellbeing whilst the investigation is taking
place and discuss this with you. Depending on the nature of the allegations, the Investigator may want
to meet with you to understand better your compliant (see the grievance policy for further
information, and details of your right to be accompanied).

After the investigation, a panel will meet with you to consider the complaint and the findings of the
investigation in accordance with the grievance procedure. At the meeting you may be accompanied
by a fellow worker or a trade union official.

Following the conclusion of the hearing the panel will write to you to inform you of the decision and
to notify you of your right to appeal if you are dissatisfied with the outcome. You should put your
appeal in writing explaining the reasons why you are dissatisfied with the decision. Your appeal will be
heard under the appeal process that is described in the grievance procedure.

The use of the Disciplinary Procedure

If at any stage from the point at which a complaint is raised, we believe there is a case to answer and
a disciplinary offence might have been committed, we will instigate our disciplinary procedure. We
will keep you informed of the outcome.

Reviewed at Pelicy-& Reseurces-16%July-2024 Governance & Finance 16" June 2026
Ratified at Full Council-31*Juy-2024-24"" June 2026
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Fakenham Town Council

COMPLIMENTS OR COMPLAINTS PROCEDURE

Introduction

Definitions

Scope of Policy

How to Contact us

Assessment

Review

Unreasonable complaints or complainant behaviour

NounhkwhNRe

1. Introduction

Fakenham Town Council is committed to providing quality services for the benefit of people
who live, work or visit the Town. However, things can sometimes go wrong and if they do,
we need to know to enable us to put them right and take steps to improve our services.
The Town Council sees all customer comments and feedback as a good way of evaluating its
services. Complaints and comments are an important part of this process and help us to
learn and develop. The Council will use this information to help drive improvements.

We aim:
e To make it easy for anyone to make a complaint
e To solve problems as quickly as possible
e To prevent problems for happening again, and
e To encourage good practice

2. Definitions
Compliments — Thanking the Town Council for something done or done particularly well.

Comments — Sometimes members of the public simply wish to comment about a council
service, and do not wish to pursue a complaint. If applicable these will be forwarded to the
relevant committee.

Complaints - an expression of dissatisfaction with the standard of service you have received
that cannot be resolved through the normal day to day operational processes of the service
involved. A complaint can only relate to a service that the Council already provides. It
cannot relate to requests for new services or services provided by other local authorities.
However, information provided may highlight gaps in service provision that may be relevant
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to future consideration, and these will be forwarded to the relevant committee as a
comment.

3. Scope of Policy

The following list is a guide to the range of complaints which are covered by this Complaints
Policy:

e Failure to provide a service or to deliver to an acceptable service standard

e Issues regarding the attitude of staff and or their actions, lack of actions

e Dissatisfaction with the way council policy and procedure has been carried out

e Discrimination of any form as set out in the Equality Act 2010

Where there is any doubt the Town Clerk will decide whether or not a matter comes under
the Councils definition of a complaint.

Most of the contact we have with members of the public are enquiries or requests for a
service rather than complaints.

The Complaints procedure does not cover;
e Requests for a service
e Requests for information
e Requests for an explanation of a decision made in line with Regulations or Council
Policy.
e Provision of information about an issue or problem
e Appeals against Council decisions using established procedures or Regulations
e Investigating matters of employee discipline
e Complaints which need to be referred to the Council’s insurers

4. How to Contact us

In Person — either at the time of the event or by making an appointment at our office.

By Telephone - 01328 853653

In Writing to - Fakenham Town Council, Fakenham Connect, Oak Street, Fakenham, Norfolk
N21 9DY

By Email to — info@Fakenhamtowncouncil.gov.uk

Complaints about any member of staff will be treated as a personal matter. Complaints
about the Clerk should be made to the Chair of the Council.

Complaints about Councillors should be made to the North Norfolk District Council
Monitoring Officer.

5. Assessment

If you have provided contact details, your compliant will be investigated, and we will contact
you within 10 working days and either give you a full answer or give you a progress report
and explain why we need more time to further investigate. We will also tell you when you
can expect a full answer. Anonymous complaints will not be investigated.
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6. Review

If the complainant is not satisfied by the Council’s response to a complaint about its
procedures or administration, the final stage of the procedure allows the right to request a
referral to be held at a Full Council meeting.

e All referral requests must be received in writing (unless there is a genuine reason
this is not possible) and must include the reasons for the requests, and details of
how the member of public believes the complaint should be resolved.

e The referral will be held at the next practicable Full Council Meeting.

e The complainant shall be invited to attend the meeting and may bring a
representative with them.

e Copies of any documentation relating to the complaint should be made available to
the Council and the complainant, seven working days prior to the meeting

e The Council shall decide whether the circumstances of the complaint warrant the
exclusion of the public and press. Any decision on a complaint will be announced at
the meeting in public.

e The Chairman will introduce everyone and explain the Council’s procedure on
handling a complaint.

e The complainant or their representative will be asked to outline the grounds for
complaint.

e Councillors may ask the complainant any questions.

e |If relevant, the Clerk to explain the Council’s position.

e The decision, together with details of any action to be taken, will be confirmed in
writing within seven days.

e The decision reached at Full Council will be final. There is no further right to appeal.

7. Unreasonable complaints or complainant behaviour

The Council is committed to making the Complaints procedure as accessible as possible and
dealing with all complaints fairly but will not tolerate deceitful, abusive, offensive,
threatening or other forms of unacceptable behaviour from complainants. This may be in
the form of isolated incidents or serial facetious, vexatious or malicious complaints or
behaviours. If this occurs, we will take proportionate action to protect the wellbeing of
officers and the integrity of our processes. Some complaints may be justified but be pursued
in inappropriate ways. In most instances, if we consider that someone’s behaviour is
unreasonable we will explain why and ask them to change it. We will also warn them that, if
the behaviour continues, we may take action to restrict their contact with the Council.
Where the behaviour is so extreme that it threatens the immediate safety and welfare of
officers, we may report the matter to the police or consider taking legal action. In such cases
we may not give the complainant a warning

Reviewed at Governance & Finance 16" June 2026
Ratified at Full Council 24" June 2026
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Fakenham Connect

Oak Street

Fakenham

Norfolk

NR21 9DY

Tel: 01328 853653

e-mail: info@fakenhamtowncouncil.gov.uk
website: fakenhamtowncouncil.gov.uk

Fakenham Town Council
Discipline and Grievance Policy
Introduction
Scope of Discipline Policy
Misconduct & Gross Misconduct
Suspension
Investigation
The disciplinary meeting
Outcomes
Appeals

@ N U R WNR

1. Introduction
This procedure is designed to ensure all employees achieve and maintain high standards of conduct
whilst at work or representing the council. The aim is to ensure consistent and fair treatment for all.
The Councils legal responsibility is covered under The Employment Act 2008, The Code of Practice
(Disciplinary & Grievance Procedures) Order 2015 & ACAS Code of Practice March 2015