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 Paul Cunningham ~ Town Clerk

Candi Turner ~ Deputy Town Clerk

Councillors who are members of this committee are summoned, to a meeting of 
Personnel Committee on Thursday 25th September 2025 at 5.45pm in the Committee 
Room at Town Hall. Members of the public may also attend this meeting and make 
representations on agenda items, provided representations are made to the Town Clerk 
not less than 24 hours before the meeting. The meeting will be available on ‘Zoom’ at

https://us02web.zoom.us/j/83257272272?pwd=4HVCIH9UfLKBrAMz0aulbQbWN6VvfF.1

Meeting ID: 832 5727 2272                      Passcode: 206764

Paul Cunningham, Town Clerk, 19th September 2025

 

 
Committee Members: Gillian Birrell, Stephanie Bubb, Barry Darch, Chris Greenhill, Jeff 
Harris, Richard Stubbings, Christine Wheeler

AGENDA

1 To receive apologies for absence

2  To receive Declarations of Interest or any requests for the granting of  
dispensations in relation to any Disclosable Pecuniary Interests in items  
on the agenda
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Requests for dispensations to be submitted to the clerk in advance.

3  To approve the minutes of the committee meetings held on Monday 14th 
July 2025 and Tuesday 12th August 2025

Draft minutes attached.

4 To review staff-related policies

i Sight test and glasses policy (new draft policy attached)

ii Working from home policy(new draft policy attached)

5 To agree date of next meeting

6 To consider confidential items

PROPOSAL That, pursuant to section 1(2) of the Public Bodies (Admission to 
Meetings) Act 1960 it is proposed that, because of the confidential nature of the 
business  to  be  transacted,  the  public  and  press  leave  the  meeting  during 
consideration of the remaining matters.
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Town Hall, 

The Walk, 

Beccles, 

NR34 9AJ 

Tel: 01502 712109 

info@becclestowncouncil.gov.uk 

https://becclestowncouncil.gov.uk 

Minutes of the meeting of Personnel Committee on 

Monday 14th July at 5pmheld on 14/07/2025 in Committee 

Room at Town Hall 

Present: Jeff Harris (Chair for items 2-5), Barry Darch, Chris Greenhill (Chair for items 
6-10) and Richard Stubbings. 

In Attendance: Paul Cunningham, Town Clerk; Candi Turner, Deputy Town Clerk 
Apologies: Gillian Birrell, Stephanie Bubb, Christine Wheeler 
Members of public: No members of the public. 

 

 
1 - To elect a Chair for this meeting of the committee 

Cllr Darch proposed that Cllr Harris chair the meeting. 

Seconded by: Cllr Greenhill. 

Councillors voted in favour and it was therefore 

 
RESOLVED To elect Cllr Harris as Chair of this meeting of the committee. 

 

 

What? By Whom? By When? 

There are no actions for this item. 

2 - To receive apologies for absence 

Received from Stephanie Bubb, Christine Wheeler and Gillian Birrell. 
 

What? By Whom? By When? 

There are no actions for this item. 

3 - To receive Declarations of Interest or any requests for the granting 
of dispensations in relation to any Disclosable Pecuniary Interests 
in items on the agenda 

 There were none.  
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What? By Whom? By When? 

There are no actions for this item. 

4 - To approve the minutes of the committee meeting held on 
Wednesday 9th April 2025 
Motion to approve minutes: Cllr Stubbings. 

Seconded by Cllr Darch. 

Councillors voted in favour and it was therefore 

 
RESOLVED To accept for accuracy and adoption the minutes of the Personnel 
Committee meeting held on Wednesday 9th April 2025. 

 

What? By Whom? By When? 

There are no actions for this item. 

 

5 - To elect a Chair of the Committee for 2025-26 

Cllr Harris proposed that Cllr Greenhill be elected as Chair of the committee for 

2025-26. 

 
Seconded by: Cllr Stubbings. 

 
Councillors voted in favour and it was therefore 

 
RESOLVEDTo elect Cllr Greenhill as Chair of this committee for 2025-26. 

 

 

What? By Whom? By When? 

There are no actions for this item. 

6 - To review staff-related policies 

i  To consider a revised Lone Working Policy 

 
Councillors considered the revised draft policy. They noted that the body-worn 

cameras referenced at item 2c are currently provided for Harbour Masters as part 

of the risk assessment for their role. 

 
Motion to approve the revised policy: Cllr Darch 

Seconded by: Cllr Greenhill 

Councillors voted in favour and it was therefore 
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RECOMMENDED TO FULL COUNCIL To approve the revised Lone Working 

Policy 

 
ii  To consider a draft Unacceptable Behaviour Policy 

 
Cllr Darch proposed the following three amendments to the policy as drafted: 

Section 2.5, second bullet point: replace 'will be withdrawn' with 'may be 

withdrawn'; 

Section 5.5: remove the word 'by'; 

Section 6.4: delete. 

Seconded by Cllr Greenhill. 

 
Councillors voted in favour and the amendments were therefore agreed. 

Cllr Greenhill proposed that the policy as amended be approved. 

Seconded by: Cllr Stubbings 

 
Councillors voted in favour and it was therefore 

 
RECOMMENDED TO FULL COUNCIL To approve the draft Unacceptable 

Behaviour Policy as amended. 

 
iii  To review Pay Policy 

 
Cllr Stubbings proposed that the policy be approved. 

Seconded by: Cllr Greenhill 

Councillors voted in favour and it was therefore 

 
RECOMMENDED TO FULL COUNCIL To approve the Pay Policy. 

 
 
 
 
 

What? By Whom? By When? 

There are no actions for this item. 

7 - To consider sexual harassment training for staff and councillors 

Councillors considered the report and recommendation from Town Clerk. 
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Cllr Stubbings proposed that the recommended training for councillors and staff be 

approved. 

 
Seconded by: Cllr Darch. 

 
Councillors voted in favour and it was therefore 

 
RESOLVED To purchase online Sexual Harassment Awareness Training from 

Dorset ALC for all councillors and staff. 
 

 

What? By Whom? By When? 

Arrange online Sexual Harassment training 
from Dorset ALC 

Paul Cunningham 12/08/2025 

8 - To consider confidential items 

RESOLVED That because of the confidential nature of the business to be transacted, 
the public and press leave the meeting during consideration of the remaining matters. 

 

What? By Whom? By When? 

There are no actions for this item. 

9 - To approve the confidential minutes of the committee meeting 
held on Wednesday 9th April 2025 
Motion to approve confidential minutes: Cllr Stubbings. 

Seconded by Cllr Darch. 

Councillors voted in favour and it was therefore 

 
RESOLVED To accept for accuracy and adoption the confidential minutes of the 
Personnel Committee meeting held on Wednesday 9th April 2025. 

 

What? By Whom? By When? 

There are no actions for this item. 

 

6 of 14



1 of 1 

 

 

Town Hall, 

The Walk, 

Beccles, 

NR34 9AJ 

Tel: 01502 712109 

info@becclestowncouncil.gov.uk 

https://becclestowncouncil.gov.uk 

Minutes of the meeting of Personnel Committee held on 

Tuesday 12th August at 6.15pm in Committee Room at 

Town Hall 

Present: Chris Greenhill (Chair), Barry Darch, Stephanie Bubb and Jeff Harris. 

In Attendance: Paul Cunningham, Town Clerk 
Apologies: Gillian Birrell, Christine Wheeler 
Absent: Richard Stubbings 
Members of public: No members of the public. 

 
1 - To receive apologies for absence 

Received from Gillian Birrell and Christine Wheeler. 
 

What? By Whom? By When? 

There are no actions for this item. 

2 - To consider the most appropriate way to thank Colin Hill for his 
service as town councillor 
Cllr Greenhill proposed that Mayor write to Colin Hill to thank him for his service as 

town councillor and mayor. 

 
Seconded by: Cllr Bubb. 

 
Councillors voted in favour and it was therefore 

RESOLVED That the Mayor write to Colin Hill to thank him for his service as town 

councillor and mayor. 
 

 

What? By Whom? By When? 

There are no actions for this item. 

3 - To consider the date for the next meeting of the committee 

 This was agreed as Thursday 25th September at 5.45pm. 
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Glasses and Sight Test Policy

We will comply with our obligations under the Working with Display Screen 
Equipment regulations to provide free eye tests for staff who are DSE users, and to 
provide glasses for DSE work if the test shows an employee needs special glasses 
specifically prescribed for the distance the screen is viewed at.
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1. Introduction 

Beccles Town Council is committed to promoting flexible working to facilitate effective and 

efficient working. This policy outlines the circumstances under which the Council will allow 

employees to work from home. It also details the actions required to facilitate a home working 

arrangement. 

Home working is using the employee’s home as a base for work instead of the employee 

coming into the workplace. 

2. Defining Working from Home 

Flexible or Hybrid homeworking is defined as time split between home and the office when an 

employee undertakes some of their duties from home on an agreed basis. This is usually 

planned and may be for complete or part days. 

There may be times when the Council requires homeworking to meet business need during 

times of emergencies or as required by law. This is not defined as “flexible” homeworking. 

Working from home enables work to be carried out more efficiently in a quiet location and 

without disruption. It may also prove a more efficient use of time if employees who have been 

away from their work base for part of day and are closer to their home on their return journey, 

complete the working day at home rather than at their normal place of work. 

In cases where office facilities are shared, or the employee risks continual interruption, there 

may be agreement that an employee can work from home. This may include agreeing to home 

working on a regular basis or for a fixed period. Managers and employees should be aware of 

the potential impact home working could have on teams, e.g. isolation from the team, and/or 

Council activities, a reduction in effective managerial support or supervision. 

Many jobs may be considered for working from home. Jobs that involve project work or 

identifiable output, or those which provide services within the community, may lend themselves 

to home working. 

Consideration should also be given to the impact on and inter-relationship with other jobs, 

access by the public, access to/by colleagues, access to required information, technology, costs, 

and savings. 

The following job characteristics may lend themselves to home working: 

✓ Defined output tasks 

✓ Discrete projects or functions 

✓ Autonomous jobs 

✓ Jobs requiring frequent travelling 

✓ Jobs requiring high periods of concentration 
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Due to the nature of individual tasks some roles within the Council are not deemed suitable for 

home working. These include Town Cleaner, Ranger and Harbour Masters. There will also be 

limited ability for home-working for the Administration Officer role due to the public-facing 

element of the role. 

3. Benefits of Working from Home 

There are several benefits to home working. For the Council these include: 

✓ Supporting a work-life balance 

✓ Contributing towards the reduction of the Council’s CO2 emissions by 

reducing unnecessary employee commuting 

✓ The recruitment and retention of valued and skilled employees for whom the ability to 

work at home is the preferred option 

✓ Well-motivated staff who feel that they work for an organisation that is prepared to be 

flexible and which trusts them 

✓ Potentially increased output and quality of work due to fewer distractions than working in 

an office environment 

✓ Accommodation of the requirements of disabled employees or employees with temporary 

health conditions 

✓ Promotion of a positive image as a good employer 
 

 The benefits to the employee include: 

✓ Increased discretion in the management of their work and personal time 

✓ Increased motivation 

✓ A saving of travel time and costs 

✓ The ability to work without distraction 

✓ Improvements in work-life balance issues 

✓ Feeling positive about the contribution to reducing CO2 emissions by reducing 

unnecessary commuting 

While there are many advantages to home working, a detailed assessment needs to be made, 

by both the employee and the Council, as to whether the individual will be a suitable home 

worker and whether the role to be performed can be performed whilst working at home. 

4. Conditions 

➢ Home working arrangements should work for both the Council and the employee. 

➢ Wherever possible requests for home working should be submitted at least two weeks 

before the employee wishes to start the arrangement. 

➢ In general, the Council will be supportive of employees working from home providing core 

business needs can still be met, and that the employee can meet all the requirements of their 

role from home. 

➢ The working environment should be distraction free, with work time for working. 

➢ Risk assessments of the home working environment, in line with legal requirements, must be 

undertaken. 
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➢ Requests should be considered on their own merits, considering resources, impact on 

colleagues and working relationships. 

➢ When working from home employees are responsible for ensuring they are contactable 

during normal working hours. This should be via a mobile phone, either a phone supplied by 

the council for work purposes or a personal mobile, for which an allowance is paid. 

Microsoft Teams and/or Zoom are also an acceptable means of being contactable, in 

addition to email. 

➢ It is not considered necessary for those working from home to require supplies of stationery 

etc. Large volumes of printing and collating of documents should be carried out on Town 

Council premises. 

➢ Under no circumstances should home working be used as an alternative method of meeting 

carer requirements. 

➢ Home working agreements will be reviewed where there is a change of circumstances, 

whether relating to employee, work they are required to undertake, or the working 

environment. 

5. Responsibilities 

Employer Responsibilities 

Health & Safety - In line with the Health & Safety at Work Act 1974 (“the Act”) and their 

Health & Safety Policy the Council will ensure, as far as reasonably practical, the health, 

safety, and welfare at work of all employees, including those working from home. The 

Council reserves the right to inspect home working premises to ensure that the Act, 

current risk assessments and Council policies and procedures are being adhered to. 

Reasonable notice will be given to employees before any inspection. 

Hours of Work – Homeworkers must be mindful to take adequate rest breaks which 

should be, as a minimum: 

• A break of at least 20 minutes in any continued 6 hours working period. 

• A daily rest break of at least 11 continuous hours, i.e. the time between stopping 

work one day and beginning work the next day, and. 

• At least one complete day each week when no work is done. 

Insurance - The Council accepts liability for accidents which are proven to have been 

caused by the authorised use of equipment provided by them in line with any instructions 

issued. 

Data Protection, Security & Confidentiality - Council employees will be instructed that 

in instances where their colleagues are working from home, they will not disclose any 

personal details e.g. telephone numbers to anyone outside of the Council. 

Running costs and expenses – Where the employee is choosing to work from home, 

the Council will not contribute towards costs – for example, heating and lighting. The 

Council will provide the equipment required to work from home. 
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Employee Responsibilities 

Health & Safety - Employees are expected to carry out their work in such a way as to 

ensure, as far as reasonably practical, that there is no risk to health and safety to 

themselves, members of their family or visitors. This includes hours of work and rest 

breaks. 

Insurance - Home working may affect domestic insurance policies. Employees wishing to 

work from home must inform their insurance company of the change in circumstances 

and the use, and identity, of equipment owned by the Council. An employee’s mortgage 

provider may need to be informed. Employees living in council or privately rented 

accommodation should notify their property owner and/or examine the terms of their 

lease. Any equipment belonging to the employee but being used for Council business 

should be operated in line with any instructions issued. It is reasonable for the Council to 

assume that this is done. 

Accidents, Incidents & Dangerous Occurrences - In line with the Council’s Accident 

Reporting Procedure, employees must inform their line manager of any accidents, 

incidents or dangerous occurrences which take place whilst working at home. The initial 

report should be via telephone with the appropriate paperwork being completed on the 

employee’s return to the workplace. 

Policies and Procedures - All work carried out on Council business is covered by the 

requirements of the Council’s policies and procedures, even if this work is undertaken at 

home. 

Data Protection, Security & Confidentiality - Arrangements for home working should 

ensure that the employee can maintain the security and confidentiality of documents 

within the home environment whilst complying with Data Protection legislation and the 

Council’s Press and Media Policy. Employees should use Council laptops and systems to 

perform their duties at home. 

Remote Access – To enable remote access, employees can use their Council issued 

laptop allowing full remote working with collaboration tools including Microsoft Teams, 

Outlook, Word, and Excel. All Data Protection, security and confidentiality measures and 

policies must be adhered to. 

Council Tax - If the area of the house being used for home working is also used by the 

rest of the family at other times there are no implications regarding Council Tax. However, 

if the area is used solely for business and is not available to the family there may need to 

be a change of definition. In such cases the employee should check the details with the 

Billing Authority. 

Taxation - Employees choosing to work from home are not entitled to tax relief on 

additional outgoings. As there is no requirement to work from home there would be no tax 

relief on any proportion of the costs for heating, lighting and rent on rooms used for 

business purposes. 
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You may be able to claim tax relief for additional household costs if you must work at 

home on a regular basis, either for all or part of the week. This includes if you must work 

from home because of coronavirus (COVID-19). 

Equipment - Equipment required for home working will depend on the nature of the work 

being undertaken. The type and extent of equipment beyond the Council issued laptop, 

monitor, keyboard, and mouse will be based on the risk assessment. If any equipment 

owned by the Council is subsequently lost or damaged by an employee that employee 

shall be expected to pay for its replacement, if not covered by insurance. 

6. Making an application for home working 

An employee requesting occasional or regular home working should do so via the Clerk and 

should complete the application form and risk assessment form (Appendix 1). Employees are 

encouraged to complete the form electronically providing as much information as possible. 

Where the Clerk is requesting to work from home, the same information should be provided to 

the Personnel Committee. 

The Clerk, or the Personnel Committee will take a decision based on the information included in 

this policy and discussion with the applicant. 

If the risk assessment highlights any cause for concern the Clerk/Personnel Committee should 

seek Health & Safety advice before any further action is taken. 

The Clerk/Personnel Committee will sign the application and risk assessment form and return a 

copy to the employee whilst advising them of the decision on their application. This will normally 

be within two weeks of the request being submitted. 

If an employee wishes to appeal against the decision, they may do so by using the Council’s 

Grievance Procedure. 

Home working arrangements will be reviewed on an annual basis, or sooner if circumstances 

change. 

Employees must be aware that any abuse of the home working arrangement may result in the 

Council taking disciplinary action. 
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Appendix 1 

Working from Home: Application and Risk Assessment 

To be reviewed annually or if circumstances change 

 

Name Job Role 

Contact Number Address 

Email Address 

Statement of support for working from home: 

Benefits to the Council: 

Benefits to you as the employee: 

Employee Declaration 

I confirm that the attached risk assessment was carried out in relation to the facilities and 
equipment I will use whilst working from home. 

I understand my responsibilities under the Working from Home Policy as outlined. 

I understand my responsibilities to look after the equipment provided, and that should I leave the 
Council it is my responsibility to return it. 

 
Signed:………………………… Date:……………… 
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