v

21088.

21089.

Carnforth Town Council

MEMBERS OF THE PUBLIC AND PRESS ARE WELCOME TO ATTEND

Summons to attend the meeting of the Finance & Governance Committee
to be held at Carnforth Civic Hall meeting room at 5:15pm
on Wednesday 11" August 2021

AGENDA
Apologies: To receive apologies
Declarations of Interest: To receive Declarations of Interest and Dispensations

on items on the Agenda

21090. Urgent Business: To consider any items of urgent business not on the agenda
21091. Minutes: To consider Minutes of the meeting held on 14%" July 2021
21092. Budget Monitoring and Bank Reconciliation: To consider budget monitoring
and bank reconciliation as at 315 July 2021
21093. Payments List: To consider payments list (to follow)
21094. Capital Expenditure & Reserves: To consider financial management update on
capital expenditure and council reserves
21095. Council Policies and Procedures:.
1) Health and Safety Policy
2) Equality & Diversity Policy
3) Safeguarding: Children and Vulnerable Adults Policy
21096. Items for next Agenda: To consider any agenda items for next meeting
21097. Date & Time of next meeting: To consider date and time of next meeting
(Wednesday 8" September at 5:15pm)
Clerk and Proper Officer 05 August 2021

Tel: 07846 256 006 Email: clerk@carnforthtowncouncil.org
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Carnforth Town Council

Prepared by: Date:

Name and Role (Clerk/RFO etc)

Approved by: Date:

Name and Role (RFO/Chair of Finance etc)

3 August 2021 (2021-2022)

Bank Reconciliation at 03/08/2021
Cash in Hand 01/04/2021 64,886.10
ADD
Receipts 01/04/2021 - 03/08/2021 135,877.12
200,763.22
SUBTRACT
Payments 01/04/2021 - 03/08/2021 30,285.52
A Cash in Hand 03/08/2021 170,477.70
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 03/08/2021 137.00
Unity Trust - Current 03/08/2021 146,182.55
Neighbourhood Plan 03/08/2021 6,090.70
Unity Trust - Deposit 03/08/2021 10,264.41
Barclays 03/08/2021 9,339.14
172,013.80
Less unpresented payments 1,536.10
170,477.70
Plus unpresented receipts 0.00
B Adjusted Bank Balance 170,477.70
A = B Checks out OK
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Carnforth Town Council

Net Position by Cost Centre and Code

3 August 2021 (2021-2022)

Cost Centre Name

Administration
Code Title

43 Insurance
45 Postage

46 Telephone
47 Printing

48 Stationery
85 Publications

Allowances
Code Title

27 Members
30 Town Mayor

Assets Management Committee
Code Title

58 Local Delivery Scheme
61 Grounds Maintenance
90 Alexandra Park

106 Assets

Bank

Code Title

70 Service Charge
71 Bank Interest

Captal Expenditure
Code Title

12 Carnforth Council Offices
13 Carnforth Civic Hall

65 War Memorial Gardens
95 Crag Bank Village Hall

Carnforth Civic Hall
Code Title

1 CCH - Electricity
2 CCH - Heating
3 CCH - Water rates
4 CCH - Cleaning
5 CCH - Repairs & Maintenance
6 CCH - Waste & Recycling
7 CCH - Drinks Machine
33 CCH - Film Nights
52 CCH - Hire

Civic Events
Code Title

32 Remembrance Day

Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 791.59 1,400.00 1,828.92 362.67
0.00 0.00 0.00 100.00 0.00 100.00
0.00 0.00 0.00 120.00 35.70 84.30
0.00 0.00 0.00 1,000.00 0.00 1,000.00
0.00 0.00 0.00 100.00 34.49 65.51
0.00 0.00 0.00 50.00 61.63 -11.63
£0.00 0.00 £791.59 2,770.00 £1,960.74 1,600.85
Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 600.00 119.96 480.04
£0.00 0.00 £0.00 600.00 £119.96 480.04
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 500.00 0.00 0.00 0.00 -500.00
0.00 0.00 0.00 2,000.00 1,207.69 792.31
0.00 0.00 0.00 100.00 0.00 100.00
0.00 0.00 330.12 1,400.00 2,234.14 -504.02
£0.00 500.00 £330.12 3,500.00 £3,441.83 -111.71
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 216.00 9.00 207.00
0.00 20.00 0.00 0.00 18.00 -38.00
£0.00 20.00 £0.00 216.00 £27.00 169.00
Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 3,000.00 0.00 3,000.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
£0.00 0.00 £0.00 3,000.00 £0.00 3,000.00
Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 1,000.00 154.29 845.71
0.00 0.00 0.00 1,500.00 0.00 1,500.00
0.00 0.00 0.00 1,400.00 266.09 1,133.91
0.00 0.00 0.00 1,400.00 116.30 1,283.70
0.00 0.00 0.00 2,000.00 1,363.42 636.58
0.00 0.00 0.00 1,200.00 654.30 545.70
0.00 150.00 0.00 550.00 130.00 270.00
0.00 500.00 0.00 500.00 0.00 0.00
0.00 5,000.00 6,397.00 0.00 0.00 1,397.00
£0.00 5,650.00 £6,397.00 9,550.00 £2,684.40 7,612.60
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 1,000.00 0.00 1,000.00
Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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Carnforth Town Council
Net Position by Cost Centre and Code

3 August 2021 (2021-2022)

Cost Centre Name
34 Twinning
68 Civic Sunday
69 Armed Forces Day
75 VE Day

Community Benefit Fund
Code Title

74 Grants Paid
76 Grants Received

Community Resilience Fund
Code Title

86 Community Resilience Fund

Council Office
Code Title

87 Repairs & Maintenance

Crag Bank Village Hall
Code Title

98 CBVH - Gas & Electricty
99 CBVH - Heating
100 CBVH - Water Rates
101 CBVH - Cleaning

102 CBVH - Repairs & Maintenance

103 CBVH - Waste & Recycling
104 CBVH - Hire

Expenses
Code Title

20 Civic Hall Manager

21 Clerk & Proper Officer

22 Outdoor Maintenance Officer
28 Members

31 Town Mayor

ICT

Code Title

36 Broadband

37 Hardware

38 Domain & Web-hosting
39 Software

Newsletter
Code Title

49 Printing

0.00 0.00 0.00 200.00 0.00 200.00
0.00 0.00 0.00 500.00 0.00 500.00
0.00 0.00 0.00 150.00 0.00 150.00
0.00 0.00 0.00 0.00 150.00 -150.00
£0.00 0.00 £0.00 1,850.00 £150.00 1,700.00
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 0.00 3,539.27 0.00 0.00 3,5639.27
0.00 0.00 0.00 0.00 0.00 0.00
£0.00 0.00 £3,539.27 0.00 £0.00 3,539.27
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 0.00 1,467.71 2,000.00 47.79 3,419.92
£0.00 0.00 £1,467.71 2,000.00 £47.79 3,419.92
Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 100.00 0.00 100.00
£0.00 0.00 £0.00 100.00 £0.00 100.00
Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 0.00 530.19 -530.19
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 732.81 -732.81
0.00 0.00 0.00 0.00 395.53 -395.53
0.00 0.00 0.00 0.00 523.23 -523.23
0.00 0.00 1,685.69 0.00 0.00 1,685.69
£0.00 0.00 £1,685.69 0.00 £2,181.76 -496.07
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 150.00 0.00 150.00
0.00 0.00 0.00 150.00 0.00 150.00
0.00 0.00 0.00 150.00 23.40 126.60
0.00 0.00 0.00 100.00 0.00 100.00
0.00 0.00 0.00 300.00 0.00 300.00
£0.00 0.00 £0.00 850.00 £23.40 826.60
Receipts Payments Current Balance
Bal. B/Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 600.00 197.30 402.70
0.00 0.00 0.00 300.00 23.19 276.81
0.00 0.00 0.00 500.00 109.94 390.06
0.00 0.00 0.00 1,000.00 652.40 347.60
£0.00 0.00 £0.00 2,400.00 £982.83 1,417.17
Receipts Payments Current Balance
Bal. B/[Fwd. Budget Actual Budget Actual Budget
0.00 0.00 0.00 3,600.00 600.00 3,000.00
Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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Carnforth Town Council

Net Position by Cost Centre and Code

3 August 2021 (2021-2022)

Cost Centre Name

50 Distribution 0.00 0.00 0.00 1,800.00 300.00 1,500.00
54 Advertising 0.00 0.00 0.00 0.00 0.00 0.00
105 Sponsorship 0.00 3,000.00 0.00 0.00 0.00 -3,000.00
£0.00 3,000.00 £0.00 5,400.00 £900.00 1,500.00
Other income Receipts Payments Current Balance
Code Title Bal. B/[Fwd. Budget Actual Budget Actual Budget
83 Other income 0.00 0.00 29,260.24 0.00 0.00 29,260.24
£0.00 0.00 £29,260.24 0.00 £0.00 29,260.24
Precept Receipts Payments Current Balance
Code Title Bal. B/[Fwd. Budget Actual Budget Actual Budget
59 Precept 0.00 0.00 85,599.00 0.00 0.00 85,599.00
£0.00 0.00 £85,599.00 0.00 £0.00 85,599.00
Professional Fees & Services Receipts Payments Current Balance
Code Title Bal. B/[Fwd. Budget Actual Budget Actual Budget
40 Legal Services 0.00 0.00 0.00 100.00 0.00 100.00
41 Internal Audit Services 0.00 0.00 0.00 120.00 120.00 0.00
42 External Audit Services 0.00 0.00 0.00 425.00 0.00 425.00
82 Planning Services 0.00 0.00 0.00 1,000.00 0.00 1,000.00
94 Payroll Services 0.00 0.00 0.00 0.00 34.00 -34.00
£0.00 0.00 £0.00 1,645.00 £154.00 1,491.00
Projects Receipts Payments Current Balance
Code Title Bal. B/[Fwd. Budget Actual Budget Actual Budget
8 Civic Hall Feasibility Study 0.00 0.00 0.00 0.00 0.00 0.00
91 Eden Project 0.00 0.00 0.00 500.00 0.00 500.00
92 Carnforth Steps into the light Proje 0.00 0.00 0.00 500.00 50.00 450.00
96 Street Festival 0.00 0.00 0.00 0.00 0.00 0.00
97 Queen's Platinum Jubilee 0.00 0.00 0.00 0.00 0.00 0.00
110 Carnforth Street Festival 0.00 0.00 0.00 0.00 0.00 0.00
£0.00 0.00 £0.00 1,000.00 £50.00 950.00
Reserves Receipts Payments Current Balance
Code Title Bal. B/Fwd. Budget Actual Budget Actual Budget
35 By-election 0.00 0.00 0.00 5,000.00 0.00 5,000.00
66 Neighbourhood Plan Development 0.00 0.00 4,000.00 2,000.00 750.00 5,250.00
107 Emergency Planning 0.00 0.00 0.00 925.00 0.00 925.00
108 General Reserves 0.00 0.00 0.00 6,075.00 0.00 6,075.00
£0.00 0.00 £4,000.00 14,000.00 £750.00 17,250.00
Salaries Receipts Payments Current Balance
Code Title Bal. B/Fwd. Budget Actual Budget Actual Budget
17 Operations 0.00 0.00 0.00 17,232.00 3,761.20 13,470.80
18 Administration 0.00 0.00 0.00 19,136.00 6,112.87 13,023.13
80 PAYE 0.00 0.00 0.00 6,500.00 3,246.74 3,253.26
£0.00 0.00 £0.00 42,868.00 £13,120.81 29,747.19
Subscriptions Receipts Payments Current Balance
Code Title Bal. B/[Fwd. Budget Actual Budget Actual Budget
44 NALC/LALC Subscriptions 0.00 0.00 0.00 800.00 0.00 800.00
89 Rural Services Partnership 0.00 0.00 0.00 150.00 130.00 20.00
Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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Carnforth Town Council

Net Position by Cost Centre and Code

3 August 2021 (2021-2022)

Cost Centre Name

93 SLCC Subscriptions 0.00 0.00 0.00 170.00 0.00 170.00
£0.00 0.00 £0.00 1,120.00 £130.00 990.00
Suspense account Receipts Payments Current Balance
Code Title Bal. B/Fwd. Budget Actual Budget Actual Budget
77 Suspense 0.00 0.00 0.00 0.00 0.00 0.00
£0.00 0.00 £0.00 0.00 £0.00 0.00
Town Development & Planning Committ: Receipts Payments Current Balance
Code Title Bal. B/Fwd. Budget Actual Budget Actual Budget
56 Heritage Walks 0.00 0.00 0.00 0.00 0.00 0.00
73 Carnforth In Bloom 0.00 0.00 0.00 0.00 0.00 0.00
109 Town Development 0.00 0.00 0.00 3,000.00 972.69 2,027.31
£0.00 0.00 £0.00 3,000.00 £972.69 2,027.31
Training Receipts Payments Current Balance
Code Title Bal. B/[Fwd. Budget Actual Budget Actual Budget
23 Civic Hall Manager 0.00 0.00 0.00 100.00 0.00 100.00
24 Clerk & Proper Officer 0.00 0.00 0.00 100.00 0.00 100.00
25 Outdooor Maintenance Officer 0.00 0.00 0.00 100.00 0.00 100.00
29 Members 0.00 0.00 0.00 250.00 0.00 250.00
£0.00 0.00 £0.00 550.00 £0.00 550.00
Value Added Tax Receipts Payments Current Balance
Code Title Bal. B/Fwd. Budget Actual Budget Actual Budget
72 VAT Refund 0.00 6,000.00 2,740.47 0.00 0.00 -3,259.53
£0.00 6,000.00 £2,740.47 0.00 £0.00 -3,259.53
War Memorial Gardens Receipts Payments Current Balance
Code Title Bal. B/Fwd. Budget Actual Budget Actual Budget
51 WMG - Electricity 0.00 0.00 0.00 450.00 72.63 377.37
62 WMG - Cleaning 0.00 0.00 0.00 1,800.00 450.00 1,350.00
£0.00 0.00 £0.00 2,250.00 £522.63 1,727.37
NET TOTAL £0.00 15,170.00 £135,811.09 98,669.00 £28,219.84 191,090.25
Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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1 .
Created by [J:l] Scribe



1.1

1.2

1.3

2.1

CARNFORTH TOWN COUNCIL
Health and Safety Policy

Introduction

The Council recognises it has a legal duty of care to protect the health and

safety of its employees and others who may be affected by the council’s

activities.

The Council regards the promotion of health and safety as a mutual

objective for all employees, at all levels and in all activities.

Reference to employees also applies to volunteers working on behalf of the

Council.

Objectives

The Council shall:

a)

Q)

e)

Provide an organisational structure that defines the responsibilities for
health and safety.

Provide adequate resources to control the health and safety risks arising
from our activities.

Encourage staff to identify and report hazards so that we can all
contribute towards improving safety.

Maintain premises and provide and maintain safe equipment.

Provide information, instruction and supervision for employees,
councillors and volunteers.

Provide adequate training and ensure that all employees, councillors and
volunteers are competent to carry out their tasks.

Carry out and regularly review risk assessments to identify proportionate
and pragmatic solutions to reducing risk.

Require all outside contractors to confirm possession of robust health
and safety procedures and adhere to all health and safety legislation.
Review this policy at least annually and revise to reflect changes to the
activities and any changes to legislation. Any changes to this policy will

be brought to the attention of all employees.



4.1

4.2
4.3

4.4

5.1

Organisation Structure for Health and Safety

Fire Safety

All employees have a duty to take steps to ensure they do not place
themselves or others at risk of harm by assisting in identifying fire hazards as
they emerge and reducing all fire risks by working in accordance with
approved safe practices.

Fire risk assessments will be conducted when necessary.

Emergency plans, including evacuation plans, will be established for the
Council Offices and any other location routinely used for Council business.
The Clerk & Proper Officer is responsible for ensuring any fire safety tests

and drills are logged in a records book.

Review

This policy shall be reviewed annually.

Bob Bailey, Clerk & Proper Officer

August 2021



1.1

2.2

2.3

2.4

CARNFORTH TOWN COUNCIL

Equality and Diversity Policy

Introduction

The Equality Act 2010 took effect on 1 October 2010 and replaces the previous anti-
discrimination legislation, simplifying the law and removing inconsistencies. It is
understood this simplification makes it easier for people to understand and comply
with the law, whilst strengthening the enforceability of law in order to help tackle
discrimination and inequality.

Public Sector Equality Duty

The Public Sector Equality Duty is a key measure in the Act which came into force on
5t April 2011. All public bodies and organisations carrying out public functions have a
duty to consider the needs of all individuals in their day-to-day work — in shaping
policy, in delivering services and in relation to their own employees.

There are a wide range of statutory rights and obligations, derived from this
Parliamentary Act and despite any express term to the contrary, they cannot be
waived.

The Public Sector Equality Duty ensures that all public bodies play their part in making
society fairer by tackling discrimination and providing equality of opportunity for all.
The Home Office Diversity Strategy 2013-16 states: "There is a clear focus on the
actions and improvements required to champion equality, diversity and inclusion (EDI),
in all we do, whether these concern staff or the wider public."

It goes on to state: "... removing barriers to social mobility and recognising people for
their efforts, skills and achievements rather than social backgrounds or where they are

from."



3.2

3.3

34

3.5

Equality & Diversity Policy
The purpose of this policy is to provide equal opportunities for everyone who comes
into contact with the Council, irrespective of their characteristics (unless it can be
shown that the treatment is a proportionate means of achieving a legitimate aim).
To discriminate against someone means to treat them less favourably, to harass or
victimise them or to subject them to a provision, criterion or practice which puts them
at a disadvantage. It is unlawful to discriminate against an individual on the grounds
of the following ‘protected characteristics’ as defined Under the Equality Act 2010
(Specific Duties) Regulations 2011

«  Age

» Caring responsibilities

» Disability

»  Gender identity

»  Part time working

*  Pregnancy, maternity and paternity

* Race

» Religion or belief

+  Sex

» Sexual orientation

*  Marriage and civil partnership
The Council opposes all forms of unlawful and unfair discrimination whether it be
direct or indirect discrimination, victimisation or harassment on the grounds of any of
the protected characteristics defined in the Equality Act 2010.
The Council is committed to the promotion and delivery of equal opportunities in the
work place and in the delivery of services.
In all activities the Council will have due regard to the aims of the Equality Duty and:
a) Work towards the elimination of unlawful discrimination, harassment,

victimisation and any other conduct prohibited by the Act;
b) Advance equality of opportunity between people who share a protected
characteristic and people who do not share it;

c) Foster good relations between people who share a protected characteristic and

people who do not share it;



3.6

3.7
3.8

d)

e)

Ensure that individuals are treated equally with respect to their specific needs
and that there is consistency in the Council’s approach to working practices and
conditions;

Act as a role model and try to influence others through good practice in service
delivery and employment;

Provide public information, as far as possible, in a way that best meets the needs
of the person requesting it;

Be accountable to all residents and encourage active participation of
communities and groups in the development and application of the Council’s
policies and procedures;

Encourage all employees and Councillors to attend relevant training

programmes.

There is no single way that equality and diversity can be achieved. Progress will be

through a number of factors, which are outlined below. These factors are fundamental

in the implementation and incorporation of the core values that embrace equal

opportunities and its practice:

Consultation
Publicity/Communication
Community Development
Training

Contracts

Employment Monitoring
Service Delivery and Monitoring
Policy Review

Resources

This policy applies to all employees, volunteers, contractors and Councillors.

It is

accepted that Councillors are not employees, but they do share a responsibility

with employees when representing the Council or carrying out the functions of their

office, therefore all aspects of this policy apply to members.All employees and

volunteers whether full-time, part-time, fixed term contract, agency workers or

temporary staff, will be treated fairly and equally.



3.9

3.10

3.11

3.12
3.13

3.14

3.15

3.16

3.17

Selection for employment, promotion, training, remuneration or any other benefit will

be on the basis of aptitude and ability. All employees will be helped and encouraged

to develop their full potential and the talents and resources of the workforce will be

fully utilised to maximise the efficiency of the council.

Every employee and volunteer is entitled to a working environment that promotes

dignity and respect to all. No form of intimidation, bullying or harassment will be

tolerated.

The commitment to equal opportunities in the workplace is good management

practice and makes sound business sense as it seeks to utilise the talents available

from the local community, representing society as a whole.

Breaches of this policy could lead to grievance or disciplinary proceedings.

The Council adopts model employment contracts as devised by professional bodies in

the local government sector (the Society of Local Council Clerks / National Association

of Local Councils).

The policy will be monitored and reviewed annually to ensure that the council strives

to remain an Equal Opportunities employer.

The policy aims to achieve the five core values, which embrace and provide a

framework within which employees can work:

a) Recognition that everyone is of equal value and should be respected according
to individual needs and abilities;

b) To be fair, reasonable and just in all council activities;

c) Providing equal access for all in employment and service delivery;

d) Helping individuals take on responsibility so that they can influence and
participate in the decision-making process;

e) Obtaining the highest standards in service delivery.

In exercising its functions and delivering services, the Council will have due regard to

the aims of the Equality Duty and it will take a proportionate approach when

complying with it.

Equality issues will be an influence on the Council’s policies and decisions and the

Council will consider the needs of all individuals in its day-to-day work.

Bob Bailey, Clerk & Proper Officer
August 2021



1.1

1.2

1.3

1.4

CARNFORTH TOWN COUNCIL

Safeguarding Children and Vulnerable Adults Policy

Policy Statement

This policy is made in accordance with Carnforth Town Council’s vision and mission,
for every child to grow up safe, secure and supported and to build a better
childhood for all.

The Council works directly with children and young adults on a range of its projects
and programmes and has a responsibility to promote the wellbeing and safety of all
people it comes into contact with.

The Council believes that it is always unacceptable for a person to experience abuse
or neglect of any kind.

The Council is committed to practice that protects children and vulnerable adults
from harm and recognises its duty to ensure that appropriate action is taken where a

child or vulnerable adult is experiencing harm or is at risk of harm.

Purpose

The purpose of this policy is to:

a) Safeguard and promote the wellbeing of the children and vulnerable adults with
whom the Council works;

b) Ensure that all employees and others covered by this policy understand the
context within which checking with the Disclosure and Barring Service takes
place;

c) Provide all employees and councillors with guidance on how they should behave
if they suspect that a child or vulnerable adult may be experiencing, or be at risk
from abuse or harm;

d) Guide employees and councillors on how to respond to, and report, concerns;

e) Ensure compatibility with other Carnforth Town Council policies.



3.2

3.3

3.4

3.5

3.6

3.7

4.2

4.3

Who is affected by the policy?

This policy applies to all paid employees, seconded staff, volunteers, mentors,
students, agency workers, councillors, contractors, and unpaid staff working on
behalf of the Council in any capacity and in any setting.

Councillors, young people on work experience and any children or young adults
involved in the work of the Council or engaging in its activities will be made aware of
the Council’s safeguarding policies and procedures.

Those with specific communication needs because of language or disability will have
access to information in appropriate forms to ensure understanding.

This policy relates to all children from unborn up to eighteen years of age and
includes children with whom the Council has direct or indirect contact with, for
example children known to adults with whom the Council works directly.

This policy also relates to vulnerable adults who need to be safeguarded from harm.
In project proposals and tenders, the Council’s safeguarding policies will be
mentioned and attached where appropriate.

Project information leaflets for children and vulnerable, parent/carers and local
agencies will be given a statement on safeguarding with contact details as

appropriate.

Definitions

As per the definitions set out in the Children Act 1989, a ‘child’ is anyone who has not

yet reached their eighteenth birthday. It also includes unborn children.

Adults aged eighteen and over have the potential to be vulnerable (either

temporarily or permanently) for a variety of reasons and in different situations.

An adult may be vulnerable if he/ she:

a) Has alearning or physical disability;

b) Has a physical or mental iliness, chronic or otherwise, including an addiction to
alcohol or drugs;

¢) Has areduction in physical or mental capacity;

d) Isin the receipt of any form of healthcare;

e) Is detained in custody;



5.2

5.3

f) Is receiving community services because of age, health or disability;
g) Isliving in sheltered or residential care home;
h) Is unable, for any other reason, to protect himself/herself against significant

harm or exploitation.

Legal Framework

Everyone has a right to be safeguarded from abuse or neglect. There is a legislative

framework in place in place to safeguard children and vulnerable adults through The

Children Act 1989 (as amended by section 53 of the Children Act 2004) and the

Safeguarding Vulnerable Groups Act 2006.

Further guidance that sets out the requirements and expectations on professionals to

work together to effectively safeguard children include Working Together to

Safeguard Children (2015), Safeguarding Disabled Children: Practice Guidance (2009)

and What to do if you're worried a child is being abused (2015) (Department for

Education 2015).

The Council does not have a statutory duty to comply with the key arrangements

listed in Working Together, however it will have in place arrangements that reflect

the importance of safeguarding and promoting the welfare of children, as well as

vulnerable adults.

General Principles

Safeguarding relates to the action taken to promote the welfare of children and

vulnerable adults and to protect them from harm. All staff and councillors should

have a basic awareness of safeguarding issues.

This includes:

a) Being alert to the possibility of abuse and neglect;

b) Having enough knowledge to recognise an abusive or potentially abusive event
or set of circumstances;

¢) Knowing who in the organisation to raise concerns with, and;

d) Being competent to take the appropriate immediate or emergency action.
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If any member of staff has any concerns about a child or vulnerable adult they must
immediately alert the Clerk & Proper Officer, who is the Designated Safeguarding
Officer (DSO).

If the DSO agrees there is grounds for concern, they must take appropriate action to
safeguard the child or vulnerable adult. This may include contacting the local
authority social care service or the local police child abuse investigation team.

If a child or vulnerable adult is in immediate danger the member of staff who first
becomes aware of the danger should dial 999 for the police.

The above may include concerns about a member of staff, a suspicion that a child or
vulnerable adult is being abused or neglected, or a suspicion that an activity is taking
place that could place a person at risk.

If the concern relates to a member of staff or Councillor the DSO must contact the
local authority designated officer (LADO) responsible for providing advice and liaison
in such cases.

Additionally some local authorities will have new multi-agency safeguarding
arrangements.

In any situation where there is a suspicion of abuse, the welfare needs of the child or
vulnerable adult must come first even where there may be a conflict of interest (e.g.
where the suspected perpetrator may be a member of staff or a Councillor).

What constitutes abuse?

Abuse is a deliberate act of ill-treatment that can harm or is likely to harm a person'’s
safety, wellbeing and development. Abuse can be physical, sexual or emotional.
Abuse may not, however, fall easily into these categories and staff/associates are not

expected to be experts in the field.

Neglect also constitutes abuse but can defined as failing to provide or secure a child

or vulnerable adult with the basic needs required for physical safety and wellbeing.
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The Council recognises that a person’s welfare is paramount and that all children and
vulnerable adults - regardless of age, disability, gender, racial heritage, religious
belief and sexual orientation or identity - have the right to protection from all types
of harm and abuse.

Categories of Abuse

Children and vulnerable adults can experience abuse in a number of ways. Forms of
abuse that may affect children and vulnerable adults include:

« Abuse of trust

+ Child sexual exploitation

« Child Trafficking

« Discriminatory abuse

» Domestic violence or abuse

» Emotional Abuse

« Financial or material abuse

» Grooming

» Harmful sexual behaviour

» Modern slavery

* Neglect

» Online abuse

+ Organisational or institutional abuse

* Physical Abuse

 Psychological or emotional abuse

« Radicalisation of children or vulnerable adults

« Self-neglect

+ Sexual Abuse

These categories can overlap and an abused child or adult often suffers more than

one type of abuse.
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Disabled children and young people are particularly vulnerable to abuse in any form.
Safeguards for disabled children are essentially the same as for non-disabled
children.

Staff and councillors must maintain high standards of practice, remain vigilant to the

possibility of a child being abused and minimise situations of risk.

All staff and councillors must ensure that the children they work with know how to

raise concerns, and have access to interpreters/specialist workers and other aids to

communication if required.

Where there are concerns about the welfare of a disabled child, they should be acted

upon in accordance with the procedures set out in this policy.

Where concerns are raised about a child who has communication difficulties,

appropriate support, interpreting services and communication aids must be secured.

Procedures for safeguarding children and vulnerable adults

Duties and responsibilities

The Council has the following general duties and responsibilities when dealing with

children and/or vulnerable adults:

a) Raising awareness of the need to protect children and vulnerable adults and
reduce risks to them;

b) Ensuring that staff in contact with children and vulnerable adults have the
requisite knowledge, skill and qualifications to carry out their jobs safely and
effectively;

c) Ensuring safe practice when working in partnership with other organisations - in
particular that they have in place adequate safeguarding arrangements, including
appropriate policies and mechanisms to provide assurance on compliance;

d) Maintaining an organisation that is safe for all staff, children and vulnerable
adults and an environment where poor practice is challenged;

e) Ensuring that all staff, associates, volunteers, Councillors and young people who
will be working with children and vulnerable adults consent to vetting through

the Disclosure and Barring Scheme where applicable;



f)  Ensuring that when abuse is suspected or disclosed, it is clear what action must
be taken;

g) Ensuring that the Clerk & Proper Officer as the Designated Safeguarding Officer
and Councillors are accountable for the effective implementation of this policy,
and;

h) Ensuring that all staff and councillors receive a copies of safeguarding policies,
are trained in their meaning and application and understand their
responsibilities.

Responsibilities of the Designated Safeguarding Officer

The Designated Safeguarding Officer (DSO) is responsible for ensuring that

safeguarding is given high priority within the Council. Specific responsibilities

include:

a) Providing support and advice to Councillors and all staff on safeguarding matters
related to children and vulnerable adults;

b) Ensuring that all Councillors and staff receive training on child protection and
safeguarding as part of their induction, and on an ongoing basis where required;

¢) Managing referrals/cases reported and working to ensure resolutions;

d) Carrying out referrals to the relevant local authority social care team where abuse
of a child or vulnerable adult is reported or suspected;

e) Referring the matter to the local authority designated officer (LADO) where a
member of staff or Councillor is suspected of abuse, and;

f) Maintaining an overview of safeguarding issues and monitoring the
implementation of this policy.

The DSO has responsibility for deciding whether to refer any reported matters onto

the police or to the local authority social care service. Where possible, referrals

should be made on the same working day and certainly within 24 hours. It is the
responsibility of the DSO to decide whether the parents/carers (if applicable) of the

child or young person should be informed of the referral.
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Action to safeguard:

Staff and Councillors have no powers to investigate abuse. Nonetheless all staff and

Councillors have a duty to safeguard and promote the welfare of children and/or

vulnerable adults and a responsibility to work closely and co-operatively with other

agencies in order to achieve this.

Staff and councillors may have a role as referrers, witnesses or supporters in

safeguarding processes.

If a Councillor or employee suspects that a child or vulnerable adult is being harmed

by experiencing, or already has experienced, abuse or neglect and/or is likely to

suffer harm in the future, they must talk to the Designated Safeguarding Officer. The

DSO will agree next steps including making any necessary referrals.

If anyone other than the DSO makes a referral, they should inform the DSO as soon

as possible.

It is not the responsibility of the Council to decide whether or not abuse has taken

place but it is the responsibility of staff and Councillors to act if there is cause for

concern, in order that the appropriate agencies can investigate and take any action

necessary to protect the young and/or vulnerable adult.

If a member or staff is concerned that a child is in immediate danger, or requires

immediate medical treatment, they should call the police and/or emergency medical

services on 999 straight away.

Staff / Councillor behavior

Conduct

Council staff and Councillors working with children and/or vulnerable adults may be

required to undergo awareness training.

Councillors and staff should not:

a) meet with the a child or vulnerable adult on their own;

b) ask overly personal questions, including those about age or appearance (unless
specifically related to a work project, in which case it must be documented);

c) send/give out material that could be considered offensive, which includes

material on social media sites;
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d) suggest or imply a personal relationship could develop;

e) take an aggressive or bullying tone;

f) have physical contact;

g) offer or accept personal gifts;

h) travel alone with a young and/or vulnerable person

Website / Online Safety

Any project that provides service users with direct access to the Internet must have
protocols in place to ensure safe use.

The Internet is a significant tool in the distribution of indecent photographs and
some adults use the Internet to try to establish contact with young and/or vulnerable
people to “groom” them for inappropriate or abusive relationships. The Council
would consider staff and Councillor involvement in such activities as gross
misconduct, which could ultimately lead to dismissal or referral for police
investigation.

Presence on Websites / Social Media

Staff and Councillors should take care when communicating with others online,
particularly when identifying themselves as Carnforth Town Council staff or
Councillors and when in contact with children and vulnerable adults.
Inappropriate Text / Images

Many websites contain offensive, obscene or indecent material such as:

« Sexually explicit images and related material;

 Advocating of illegal activities, and;

 Advocating intolerance of others.

Staff and members authorised to use the Internet must not download pornographic
or other unsuitable material onto Council machines, or distribute such material to
others. The Council would consider this gross misconduct which could ultimately

lead to dismissal or referral for police investigation.
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Staff and Councillors must not place any material on to the Internet that would be
considered inappropriate, offensive or disrespectful of others. Action will be taken
against staff or Councillors that breach this policy.

Where this is done inadvertently, the member of staff or Councillor must escape from
the website and/or delete the material immediately. They should also report the
incident to the DSO. Breach of this will be treated as gross misconduct.

Where exemption is required, because of the nature of the work of the member of
staff, permission must be sought in advance from the DSO. Children and vulnerable
adults should not be given access to such websites.

Obtaining Indecent Images

If a child or vulnerable adult reports to a member or staff that they have sent, or
been sent, indecent images (sometimes referred to as ‘sexting’), they should discuss
the concern with the DSO.

The police and children's social care should always be contacted if:

« there are concerns about the ability to give consent;

+ the images are extreme or show violence;

the incident is intended to cause physical or emotional harm;

« there is reason to believe that the young person has been blackmailed, coerced or
groomed.

Details of the incident and the actions taken must be recorded in writing. Staff and

Councillors should avoid looking at the image, video or message in question. If it is

on a device belonging to the Council, it may need to be isolated so that nobody else

can see it. This may involve blocking the network to all users.
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Confidentiality and sharing information
Confidentiality and Impact
In any work with children and/or vulnerable adults it is important to be clear about

confidentiality.

Confidentiality and safeguarding should be discussed with children and/or
vulnerable adults at the beginning of any piece of work and reminders and
information given from time to time, to ensure that they understand the processes
and what responsibilities members of staff have. It is absolutely essential to be clear
about the limits of confidentiality well before any such matter arises.

While personal information held by professionals and agencies is subject to a legal
duty of confidence and should not normally be disclosed without the subject’s
consent, it is essential that staff and Councillors respond quickly where they have
concerns or suspicions of abuse.

Any concerns about confidentiality should not override the rights of children and/or
vulnerable adults at risk of, or suffering from, harm.

The Council’s responsibility for protecting children and vulnerable adults means that,
where necessary to protect welfare, it will breach confidentiality to raise concerns.
Information sharing must be done in a way that is compliant with the General Data
Protection Regulation and Data Protection Act 2018, the Human Rights Act 1998 and
the common law duty of confidentiality. However, a concern for confidentiality must
never be used as a justification for withholding information when it would be in the
child or vulnerable adult’s best interests to share information.

Do not promise to keep Secrets

Should it become necessary to pass on information shared by another party this
decision should always be discussed with the person in question and where possible
their cooperation sought beforehand. Explanations of the reasons; processes; likely
sequence of events; and who to contact for information or for support should also be

provided.
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When a child or vulnerable adult makes an allegation of abuse they may:

a) hope that the abuse will stop without further enquiries;

b) fear the effect this will have on their family, and/or;

c) may fear retribution from the abuser.

In these circumstances, they should be helped to understand why the referral (to the
DSO) must be made and what is likely to happen as a result.

It is important to reassure the child or vulnerable adult but he/she must not be told
that their allegation will be treated in a particular way or that the information will be
kept a secret.

Confidential Record-Keeping

A record should be kept of any decision and the reasons for it — whether it is to share
information or not. If a decision is made to share, what has been shared, with whom
and for what purpose should be recorded.

Even if a concern has been discussed with the DSQ, it is important that all concerns
are properly recorded in writing whether or not further action is taken.

It is important that concerns raised are recorded accurately and in detail.

All discussions should end with clear and explicit recorded agreement about who will
be taking what action. Where no further action is the outcome the reason for this
should be clearly recorded.

Staff and Councillors should not pursue the questioning of the child or vulnerable
adult for information if it is not given freely.

There should be no delay in reporting the matter by waiting for all the information.
It is important not to write speculative comments but to stick to the facts.

Opinions may be crucial but it should be recorded as an opinion and any evidence
stated to support these opinions.

Records pertaining to issues of child protection may be accessible to third parties

such as Children’s Services, Police, the Courts and Solicitors.
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Records must be kept securely in a locked place or file to which access is restricted.
There is a responsibility in maintaining the confidentiality of these records and all
must ensure that the records, or any information they contain, are made available
only to relevant parties.

The transfer of information - verbally, through the mail, electronically, etc. - should
be done in such a way that confidentiality is maintained.

On and off-site activities

A risk assessment should be carried out at least forty-eight hours before any activity
involving a child and/or vulnerable adult takes place.

Safeguarding and Conduct procedures apply whether the activity is on or off-site.
Safe Recruitment

Recruiting Staff

The Protection of Freedoms Act 2012 under the Safeguarding Vulnerable Groups Act
2006 sets out that it is an offence for an employer to knowingly employ someone in
a regulated position if they are barred from doing so.

Where there is regular contact but not ‘regulated’ i.e. supervised it is still possible to
consider an enhanced criminal records check but this will not include a check of the
barred list through the Disclosures and Barring Service (DBS).

Some roles within Carnforth Town Council, whilst not ‘regulated positions’, may
involve working directly with children and/or vulnerable adults. Activities could
include (but are notlimited to): convening meetings; holding focus groups; and
undertaking activities with children and/or vulnerable adults. Where this is the case,
the relevant member of staff or Councillor will be required to have a DBS check
carried out prior to commencing any direct work with children and/or vulnerable
adults.

Where a criminal conviction is disclosed by an applicant or through a DBS
check/basic disclosure, and the assessment indicates that the level of risk is too high
to allow the individual to start/continue working in a particular role/activity, the
consequences of this for the individual will dependent upon:

* The check concerned;
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* The reason for the check (that is, check for a new employee, a recheck for an
existing employee in their current post or a check for an existing employee in a
new post);

* Relevant legislation;

» The post concerned;

» Whether the individual is suitable for other employment opportunities
available within the organisation.

Possible outcomes include amended duties, redeployment, withdrawal of an offer of

employment or, where the individual started work before the relevant screening

check was completed, dismissal.

Safe recruitment practice of checking work history, identity and explanations for any

gaps must be followed for all staff working at Carnforth Town Council and partner

organisations even if direct contact with children and/or vulnerable adults is not part
of their role.

Supporting Staff

It is the responsibility of the Council to ensure that staff are aware of and understand

the procedures and have levels of knowledge and skills commensurate to the level

and nature of their direct involvement with children and/or adults.

All individuals should:

* be supervised and supported in their work;

« adhere to the Council’s safeguarding procedures which are reviewed and
updated as necessary;

* receive training in safeqguarding at a level appropriate to their work situation;

be able to raise concerns about poor and dangerous practice;

« have access to personal safety procedures;

« have training and support as required to effectively discharge their responsibilities.
Allegations Against Staff / Councillors

Any suspicion, allegation or actual abuse of a child or vulnerable adult must be

reported to the DSO immediately.
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Concerns about staff must be treated with the same rigour as other concerns. If
there are concerns that abuse has taken place the DSO will pass this information to
the Local Authority Designated Officer for investigation.

There may be instances when a staff member’s performance or conduct when
working with children and/or vulnerable adults will lead to the Council’s disciplinary
procedures being invoked. The Disciplinary Policy is available on the website.

The nature of the concern about the staff member’s conduct and or performance will
determine how and what disciplinary action is taken.

Allegations against members may be reported to the Monitoring Officer.

On occasion, a child or vulnerable adult may abuse another child or vulnerable adult.
Safeguarding procedures should be followed in respect of all parties in those
situations.

Complying with this policy

Expectations of Staff and Councillors

It is important that staff and Councillors work to a high standard of professional
conduct and act with integrity at all times, in order to minimise the risk of abuse from
within Carnforth Town Council.

It is important to create a work environment where the risk of abuse is minimised
and children and vulnerable adults feel comfortable and safe. When incidents of
abuse are raised or suspected it is important that staff and Councillors have the
necessary information and support and follow the procedures appropriately.

Staff and Councillors should make sure they have read the Council’s safeguarding
procedures in full. They should highlight and discuss any issues requiring
clarification and any training issues.

Staff should make sure that they have a working knowledge of the different forms of

abuse and possible indicators.



13.5 All staff and Councillors should ensure that, when working with children and/or
vulnerable adults, all colleagues, volunteers and other staff from partnering
organisations have the appropriate employee checks in place which must include a
full career history, identity checks and references and adherence to Disclosure &

Barring Service (DBS) where applicable.

Bob Bailey, Clerk & Proper Officer
August 2021



