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Acting Town Clerk: Mr Matt Snowden 

Office Address: 12 Well Lane, Beverley, East Yorkshire, HU17 9BL 
Tel: 01482 874096     Email: clerk@beverley.gov.uk     Website: www.beverley.gov.uk 

 
 
 
28

th
 September 2022 

 
 
To all members of the Policy and Finance Committee 
 
Dear Councillor, 

 
Policy and Finance Committee 

 
You are hereby summoned to attend the Policy and Finance Committee Meeting of Beverley Town Council to be 
held at 12 Well Lane Beverley on Monday 3

rd
 October 2022 to commence at 6.30pm.   

 
Yours faithfully,  
 

 
Libby Woodhouse 
Temporary Assistant Town Clerk 
 

 

 Recordings: Members of the public are entitled to record meetings. The Town Council’s full policy regarding Recording of Meetings can be 
found on the website: https://www.beverley.gov.uk/policies-procedures/ 

 

AGENDA 
 

 
1. To Receive Apologies for Absence. 

 
2. Declarations: 

 
(a) To record declarations of interest by any member of the council in respect of the agenda items listed 

below. Members declaring interests should identify the agenda item and type of interest being 
declared. 

 
(b) To note dispensations given to any member of the council in respect of the agenda items below. 

 
3. To note the minutes of the Policy and Finance Committee Meeting held on Monday 16

th
 May 2022 

(approved and signed at the Full Council meeting of 30
th
 May 2022). 

 
4. Finances: 

 
(a) Bank Balances 

 
To receive the bank balances as at the 28

th
 September 2022 

 
(b) Direct Debits: 

 
1. To note the increase of the monthly charge for the Payroll Contract with TC Group Limited 

from £35.00 plus VAT to £36.75 plus VAT per month 
2. To consider whether to renew Amazon Prime annual fee in the sum of £80.00 
3. To consider cancelling the fuel card as the monthly fee has risen from £19.77 per month to 

£33.77 plus VAT. 
 
 

https://www.beverley.gov.uk/policies-procedures/
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(c) Payments: 
 

1. To review Current Account payments made between 1
st
 August 2022 to 31

st
 August 2022 (see 

attached) 
2. To review Current Account payments made between 1

st
 September 2022 to 30

th
 September 

2022 (see attached). 
 

(d) Virgin Money Mandate 
 
To consider adding the Finance Officer to the Virgin Money Mandate to enable an officer to liaise 
with Bank. 
 

(e) Virements: 

 
1. To consider and approve a Virement to the Platinum Jubilee budget for the purchase of 

Union Jack flags/flagpoles of £4779.95 (this is not part of UK Events Associate’s budget 
heading – needs to come from a Council budget heading) 
 

2. To consider and approve a Virement to the Street Lighting SLA 2022/2023 due to increased 
energy costs – see email attached and information 

 
5. Audit Action Plan 

To review and recommend for Full Council approval the following policies (attached): 
 
(a) The Council’s Investment Strategy 
(b) Purchase Order Policy 
(c) Reserves Policy 
(d) Asset Policy 
(e) Dignity at Work Policy (Civility & Respect Programme) 

 
6. To review the Press & Media Policy (attached) 

 
7. Asset Register 

To receive an update on the Asset Register. 
 

 
 
 



Account Opening Balance 1st 

April 2022

End of Quarter 1 (to 

30th June)

Bank Balances 28th 

September 2022

Current Account £281,208.61 £259,131.67 £234,131.95

Reserve Account-deposit £25,470.92 £25,482.99 £25,482.99

Youth Support Account £1,500.67 £1,500.67 £1,500.67

Beverley Building Society Bond £84,163.06 £84,163.06 £84,163.06

Public Sector Deposit Fund (CCLA) £350,184.43 £350,503.16 £101,076.83

Virgin Money credit Card £0.00 £0.00 £9.33

Totals £742,527.69 £720,781.55 £446,364.83

Bank Balances at 28th September 2022

Agenda Item 
4(a)



Beverley Town Council 2022/23

List of Payments made between 01/08/2022 and 31/08/2022

26/09/2022
16:14

Date:
Time: Current Account

Page 1

Date Paid Payee Name Reference Amount Paid Transaction DetailAuthorized Ref
01/08/2022 Three.co.uk DD 15.00 3 x staff mobileApproved Contractor
01/08/2022 Geoff Simpson Holdings DD 529.20 Rent Unit 2Lease
04/08/2022 Hallbeck IT DD 184.19 Remote IT 365 and BackupApproved Contract
09/08/2022 KRL Group Limited DD 184.55 PhotocopierAppr Contract
14/08/2022 Allstar Business DD 40.53 Fuel CardContract
17/08/2022 jameslegal EP 1,140.00 Legal FeesFull Council 15.8.22
17/08/2022 Graham Gibbs EP 1,380.00 Graham GibbsFull Council 15.8.22
18/08/2022 Business Stream DD 163.08 Sparkmill WaterContract
24/08/2022 British Gas DD 23.28 Office GasApproved Contract
24/08/2022 Zoom Video Comms DD 38.40 Monthly subscriptionContract
25/08/2022 Countrywise Water Coolers Ltd EP 16.19 Water CoolerApproved Contract
25/08/2022 JB Rural Services EP 3,180.00 4 months servicesApproved Contract
25/08/2022 Anti Freeze (York) Limited EP 1,920.00 4 watering visitsApproved Contract
25/08/2022 Salaries EP 11,197.60 SalariesFin Reg
25/08/2022 HMRC EP 5,298.03 Tax and NiFin Reg
25/08/2022 East Riding Pension EP 4,162.45 Pension contributionsFin Regs
25/08/2022 Glasdon UK Limited EP 1,381.32 Bio degradable bags
25/08/2022 Hallbeck IT EP 708.00 Laptop for Cllr
25/08/2022 Post Office DEBIT CARD 73.44 108 2nd class stampsBudet Jan 2022
25/08/2022 Bank Charges DD 31.18 Bank Charges
25/08/2022 TC Group DD 44.10 PayrollContract
25/08/2022 Glasdon Manufacturing Limited EP -1,381.32 Dog Poo Dispensercontract
25/08/2022 Glasdon Manufacturing Limited EP 1,381.82 Dog Poo DispenserConract
31/08/2022 kcom DD 78.00 Internet AccessApproved Contract
31/08/2022 kcom DD 76.06 TelephoneContract
31/08/2022 Linley Simpson DD 80.00 Garage rentalContract

Total Payments 31,945.10

Agenda Item 4(c) 1.



Beverley Town Council 2022/23

List of Payments made between 01/09/2022 and 30/09/2022

27/09/2022
12:35

Date:
Time: Current Account

Page 1

Date Paid Payee Name Reference Amount Paid Transaction DetailAuthorized Ref
01/09/2022 Three.co.uk DD 15.00 Staff MobilesContract
01/09/2022 Geoff Simpson Holdings SO 529.20 Storage Unit 2Contract
01/09/2022 Savills EP 25,000.00 Deposit and Fees for purchase15.8.22 FC
07/09/2022 Hallbeck IT DD 184.19 Licences 365/Backup/SupportContract
09/09/2022 KRL Group Limited DD 17.99 IT HelplineContract
09/09/2022 Post Office DIRECT DEB 79.15 PostageContract
14/09/2022 Allstar Business DD 23.73 Fuel CardContract
15/09/2022 jameslegal 5045 216,942.28 Completion MoniesFC 22 8 2022
15/09/2022 Minster Cleaning SO 210.00 Cleaning ContractFC 15.8.22
20/09/2022 Eon next DD 110.68 Toll Gavel CameraContract
21/09/2022 Eon next DD 432.92 Office electricityContract
23/09/2022 British Gas DD 21.16 Office GasContract
23/09/2022 Business Stream DD 38.67 Office WaterContract
23/09/2022 Zoom Video Comms DD 38.40 Monthly subscription feeContract
24/09/2022 D H Fletcher DD 3,500.00 2nd quarter rentLease
25/09/2022 TC Group DD 44.10 Payroll FeesContract
27/09/2022 Virgin Money DD 17.40 Bank Charges
29/09/2022 Countrywise Water Coolers Ltd EP 16.19 Water CoolerContract
29/09/2022 Freelance PA Services EP 65.00 Note takerFin Reg 11
29/09/2022 Dee Atkinson & Harrison EP 720.00 Assist to Pse at AuctionFC 15.8.22
29/09/2022 P Nendick EP 9.00 TravelJan 2022
29/09/2022 C Oliver EP 16.20 Travel - notice boards/collectBudget FC Jan 2022
29/09/2022 HMRC EP 1,387.98 Tax and NiFin Reg
29/09/2022 East Riding Pension EP 1,522.30 Pension contributionsFin Reg 7
29/09/2022 Salaries EP 4,726.64 SalariesFin Reg
29/09/2022 ERNLLCA EP 69.60 Allotment TrainingBudget Jan FC 2022
29/09/2022 Supplies East Riding of  Yorks EP 49.74 ERI1591048/95/117/Supplies Eas
29/09/2022 Phoenix Heating EP 72.00 Gas Boiler RepairContract/Emerge
29/09/2022 Supplies East Riding of  Yorks EP 10.18 Stationery
29/09/2022 East Riding Council EP 64.00 Cert Cop St Johns registerFull Council 220822
29/09/2022 East Riding Council EP 1,200.00 Christmas Lights removalContract
29/09/2022 Tom Ainley EP 70.00 Toilet RepairEmergency
29/09/2022 BELLGROUP LTD EP 9,942.62 Redecoration of Gas Lamps
30/09/2022 Linley Simpson DD 80.00 Garage RentContract

Total Payments 267,226.32

Agenda Item 4 (c) 2



Jubilee Event £51,476.80 £20,000.00 From Pride and unallocated reserves

Beacon £641.23 £5,000.00 Sep-21

Covid Memory Tree £178.33 £25,000.00 22/23 Precept

School £51.60 £1,000.00 Transfer Great Get Together

Entertainers buffets £1,023.75 £1,000.00 Transfer for Beacon and Schools

Civic £503.00 £554.00 Transfer for Covid memory tree

£4,000.00

Sponsorship Wykeland - invoice sent 

28/6/2- to be paid by 31 Jul 2022

£53,874.71 Totals £56,554.00

UK Events Fee 

(unallocated 

reserves) £10,000.00

£2,679.29 Under budget

Business Flags, flag 

poles and associaed 

items. 7459.24

Business Flags £7,459.24

Less under Budget £2,679.29

£4,779.95 to be allocated Suggest EMR - Toilets £7500 allocated

EMR - Grants £29120 allocated

UK Event Associates Expenditure Town Council Budget

Virement Jubilee

Agenda Item 4 (e) 1



Street Lighting Virement

From Karl Rourke <karl.rourke@eastriding.gov.uk>

To: BTC Clerk

Thu 7/7/2022 3:59 PM

I am writing to you as clerk for Beverley Town Council regarding this year's street 

lighting SLA costs. We are all aware of the recent rises in energy costs and the issues 

and rising costs of materials affecting all aspects of daily life and unfortunately we are 

not immune to such pressures. This year we have seen an unprecedented tripling of 

our energy costs and rises in various materials items associated with the maintenance 

and upkeep of the street lighting stock.

I am taking this opportunity early in the financial year to give you an advanced 

indication of the SLA costs for this financial year. Taking all factors in to account the 

cost of your SLA agreement for the parish owned street lighting is as follows:

Beverley - £25,436.48 to be invoiced in October 2022

Budget January 2022 - Street Lighting Service Legal Agreement £15,250.00

Earmarked reserves for Street Lighting Service Legal Agreement £2,750.00

Earmarked reserves for Street Lighting impovements £4,000.00

£22,000.00

Virement = £25436.48 - £22000.00 £3,436.48

Ear Marked Reserves: Street Furniture: £7435.00 - would leave £3998

Agenda Item 4 (e) 
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Policy Statement 
 
The procurement of goods and services for Beverley Town Council must comply with the Beverley 
Town Council Financial Regulation Number 10.1: 

 
An official purchase order or letter shall be issued for all work, goods and services unless a 
formal Contract is to be prepared or an official order would be inappropriate. Copies of the 
purchase orders shall be retained. 

 
Introduction 
 
The objective of this policy is to ensure prompt payment to suppliers and to minimize non-
compliance with Beverley Town Council requirements. 
 
This policy identifies items or particular categories of expenditure where it has been agreed that 
they are exempt from requiring the creation of a supporting purchase order. Orders shall be 
controlled by the Responsibility Financial Officer (RFO). 
 
All members and officers are responsible for obtaining value for money at all times. An officer 
issuing an official order shall ensure as far as reasonable and practicable that the best available 
terms are obtained in respect of each transaction, usually by obtaining three or more quotations or 
estimates from appropriate suppliers. 
 
A member must not issue an official order or make any contract on behalf of the council. 
 
The RFO shall verify the lawful nature of any proposed purchase before the issue of any order, 
and in the case of new or infrequent purchases or payments, the RFO shall ensure that the 
statutory authority shall be reported to the meeting at which the order is approved so that the 
minutes can record the power being used. 
 
This document establishes the circumstances where Purchase Orders are not required for goods 
and services prior to the receipt and payment of an invoice. 
 
Exemption from the creation of a supporting Purchase Order 
 
Whilst it is possible to raise a purchase order for all requirements, and in best practice this would 
be adhered to across all categories of spend, this policy accepts that in certain situations a 
particular item or category of expenditure will be considered to be exempt. 
 
Purchase Order Exemption List 
 

 Salaries 

 HMRC 

 Pension contributions 

 Approved Suppliers and Contractors List agreed by Council at the beginning of each 
financial year 

 Items under the value of £100.00 
 
Purchase orders remain important in ensuring that all financial commitments are correctly 
recorded within the finance system, as this enables budgetary controls to be maintained by RFO 
 
Any purchases required by Council Officers, they should email the RFO or Assistant RFO to ask 
for three quotes to be obtained for the purchase.  The RFO will consider the three quotes and 
send a purchase order to the company with the best value quote.  
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A purchase order ensures budgetary requirements are met and the benefits of a purchase order 
are: 
 

1. A clearly defined description of the item or service required, confirming: 
 

o Price 
o Description of goods or service required 
o Delivery date / project duration 
o Quality specification 
o Quantity 

 
2. A contract of purchase should there be no specific contract for this purchase, 

providing legal protection in the event that something goes wrong 
 

3. Financial commitment within the budgeting finance system 
 

4. Review opportunity to approve or reject the request to proceed with the 
expenditure before the commitment is placed with the supplier 

 
5. The ability to process the invoice faster as invoices with a supporting Purchase 

Order can be processed 
 

 
 
 
 
 
 
 
Signed:       Date:     
Council Chairman   
 
  
 
Signed:       Date:     
Town Clerk   
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1. Introduction 
 
Beverley Town Council is required to maintain adequate Financial Reserves to meet the needs of its operations and to 
ensure financial security. The purpose of this policy is to set out how the Council will determine and review the level of 
reserves. 
 
The Joint Panel on Accountability and Governance Practitioners Guide (JPAG) (March 2022 edition) (section 5.31) 
advises: 
 
“As with any financial entity, it is essential that authorities have sufficient reserves (General and Earmarked) to finance 
both its day-to-day operations and future plans. It is important, however, given that its funds are generated from 
taxation/public levies, that such reserves are not excessive.” 
 
Sections 32 and 43 of the Local Government Finance Act 1992 require local authorities to have regard to the level of 
reserves needed for meeting estimated future expenditure when calculating the budget requirement. However, there is 
no specific minimum level of reserves which an authority should hold, and it is the responsibility of the Responsible 
Financial Officer to advise the Town Council about the level of reserves and to ensure that there are procedures for 
their establishment and use. 
 

2. Types of Reserves 
 
These may be categorised as either General or Earmarked. 
 
2.1 General Reserves 
 
General Reserves are funds which do not have any restrictions on their use. They cushion the impact of uneven cash 
flows, offset budget requirements, if necessary, or can be held in case of unexpected events or emergencies. 
 
Setting the level of General Reserves is agreed with the Annual Budget. 
 
JPAG (March 2022 edition) (section 5.32) advises: 
 
“The generally accepted recommendation with regard to the appropriate minimum level of a Smaller Authority’s 
General Reserve is that this should be maintained at between three (3) and twelve (12) months Net Revenue 
Expenditure (NRE). NRE (subject to any planned surplus or deficit) is effectively Precept\Levy less any Loan 
Repayment and/or amounts included in Precept\Levy for Capital Projects and transfers to Earmarked Reserves. The 
reason for the wide range (3 to 12 months) is to cater for the large variation in sizes of individual authorities. The 
smaller the authority the closer the figure should be to 12 months NRE, the larger the authority the nearer to 3 months. 
In practice, any authority with an NRE in excess of £200,000 should plan on 3 months equivalent General Reserve. In 
all of this it is important that each authority adopt, as a General Reserve policy, the level appropriate to their size and 
situation and plan their Budget so as to ensure that the adopted level is maintained. Changes in activity levels/range 
of services provided will inevitably lead to changes in the requisite minimum level of General Reserve in order to 
provide working capital for those activities. 
 
The primary means of building General Reserves will be through a reallocation of funds (underspend on a completed 
project) and allocation from the annual budget. This will be in addition to any amounts needed to replenish reserves 
which have been spent in the previous year. If in extreme circumstances General Reserves were exhausted due to 
major unforeseen spending pressures within a particular financial year, the Town Council would be able to draw down 
from its EMRs to provide short term resources. 
 
2.2 Earmarked Reserves ‘EMR’s 
 
EMRs must be held for genuine and intended purposes and their level should be subject to annual review and 
justification. They should be separately identified to prevent query from internal and external auditors. 
 
EMRs are held for several reasons and shall only be used for the purpose for which they were created: 
 

a) Renewals – to enable the planning and financing of an effective program of equipment replacement and 
property maintenance/refurbishment. The funds required are built up incrementally over several years when 
taking into account asset conditions and asset life. They are a mechanism to smooth expenditure without the 
need to vary budgets. 

b) Carry forward of underspend on an uncompleted project – expenditure committed to a project but not spent in 
the budget year. Reserves can be used as a mechanism to carry forward those resources. 

c) Developers Contributions – proceeds from developers which can only be used for specified purposes. 
d) Other Earmarked Reserves – these may be set up from time to time to meet known or predicted liabilities. 
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Where the purpose of an Earmarked Reserve becomes obsolete, or where there is an over-provision of funds, the 
excess may, on the approval of the Town Council, be transferred to other budget headings within the revenue budget, 
to General Reserves or to one or more other Earmarked Reserves. 
 
EMRs will be established on a “needs” basis in line with anticipated requirements and these are to be reviewed 
annually when the budget is agreed. 
 
Any decision to set up an EMR must be approved by Town Council. If the EMRs are used to meet short term funding 
gaps, they must be replenished in the following financial year. However, EMRs which have been used to meet a 
specific liability would not need to be replenished, after having served the purpose for which they were originally set 
up. 
 

3. Management and Control of Reserves 
 
Movements in Earmarked Reserves and General Reserves shall be reported to the Town Council as part of the 
quarterly Budget to Actual Monitoring Report and at monthly meetings if required. The use of Reserves shall be 
approved by the Town Council. 
 
The level of General Reserves shall be reviewed on an annual basis during the annual budgetary review and agreed 
by the Town Council. The minimum level of General Reserves shall be recommended to the Town Council by the 
Responsible Financial Officer. This will form part of the recommendations for the Annual Budget and Precept request 
by the Town Council. 
 
The current level of General Reserves to be held by the Council is set at equal to between three and six months of 
predicted expenditure. 
 
Earmarked Reserves shall be reviewed on an individual basis. This review will also be undertaken as part of the year 
end account management.  Approval for the creation, amendment, cessation or continuation of Earmarked Reserves 
will be resolved by Full Council. 
 
Date:        
 
 
Signed:       Date:     
Council Chairman   
 
  
 
Signed:       Date:     
Town Clerk   
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Asset Register Policy 
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1. Background 

 

1.1 Local councils must maintain an asset register to ensure fixed assets are appropriately 

safeguarded. This includes items of a capital nature where values tend to be high and which have a 

useful life of more than one-year (Governance and Accountability for Local Councils: A Practitioner’s 

Guide (England). The Council’s Financial Regulations, section 14 refers to the custody of Assets, 

Properties and Estates. 

 

2. Scope of Asset Register 

 

2.1  In order to ensure transparency and reasonableness, the following items are included in the 

Council’s asset register, whether purchased, gifted or otherwise acquired, together with their holding 

location: 

 

a) land and buildings held freehold or on long term lease in the name of the Council 

b) community assets 

c) vehicles, plant and machinery 

d) assets considered to be portable, attractive or of community significance 

e) other assets estimated or known to have a minimum purchase or resale value of £50.00 

f) long term investments, shares and loans made by the Council 

g) assets held on trust  

 

2.2  The values indicated in the asset register will inform the ‘total fixed assets’ section of the 

Annual Return with the exception of assets held on trust.  

 

2.3  The following items fall outside the definition for inclusion and are therefore excluded from 

the Council’s asset register: 

 

(i) land and buildings held on short term lease or rented 

(ii) land and buildings maintained or serviced, but not owned by the Council 

(iii) assets rented by or loaned to the Council  

(iv) stock items intended for resale 

(v) stationery and other consumable items 

(vi) boundaries of land owned (e.g. fences, hedges and gates) 

(vii) floor or land surfaces and drainage 

(viii) plants and trees 

(ix) assets with a purchase or resale value of less than £50.00 (other than items listed as for 

inclusion in the asset register) 

(x) repairs 

(xi) cash, short term investments and other current assets 

(xii) intangible assets (e.g. trademarks, internet domain names, contingent assets, broadcast 

rights) 

(xiii) negative’ assets (e.g. provisions, borrowings, creditors and contingent liabilities)  

 

2.4  A separate section of the asset register will contain a schedule of disposals.  
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3. Valuation of Assets 

3.1  Once recorded on the asset register, the value of assets must not change from year to year 

until disposal. Concepts of depreciation and impairment adjustments are not appropriate for local 

councils (Governance and Accountability for Local Councils: A Practitioner’s Guide (England) 2014, 

para. 3.69).  

 

3.2 Assets must be valued by one of the following means based on available information: 

 

(a) ideally, apply the purchase price (net of VAT if VAT has been reclaimed); 

or otherwise 

(b) apply the purchase price (gross of VAT if VAT has not been reclaimed or where the VAT 

status of the purchase is unclear)  

 

3.3 Where it is not possible to trace the purchase price of the asset the insurance valuation 

should be applied. As a last resort, a nominal value of £1 may be applied. This should also be used 

for assets gifted to the Council.  

 

3.4  There is no guidance where land or buildings have been subject to substantial renovation and 

improvement to such an extent that the new market value bears no relation to the original purchase 

cost. In order to avoid renovation and improvement work being separately recorded on the asset 

register and in these exceptional circumstances only, a market value supplied by a qualified surveyor 

may be entered. 

 

3.5 For insurance purposes, the Council may include a column in the asset register to record the 

replacement value of each asset 

 

 

4. Procedure for updating the asset register 

 

The start point is the asset register that has been agreed for the end of the previous financial year. 

The financial ledger should be reviewed for all purchases made during the year. A discussion should 

be held with all Council officers to identify any assets that have been gifted to the Council. Any new 

assets which fall in the categories stated at 2.1 above should be added to the asset register, with their 

values recorded at the purchase price (net of VAT if VAT is being reclaimed or at £1 if gifted to the 

Council.  

 

The financial ledger should also be reviewed for all asset sales made during the year. A discussion 

should be held with all Council officers to identify any assets that have been lost, disposed of or gifted 

by the Council. Any assets which fall in the categories stated at 2.1 above should be removed from 

the asset register and recorded in the schedule of disposals. The asset register should record any 
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assets loaned by the Council, including the person or organisation borrowing the asset, its location 

and the date when the loan period ends.  

 

It is the Councils responsibility to ensure that a ‘stock take’ of asset register items should occur to 

ensure that all asset register items can be physically verified. Any assets which cannot be located 

should be removed from the asset register and recorded in the schedule of disposals.  

 

The asset register, schedule of disposals and this policy will be reviewed annually and approved by 

the Council at the same time as the approval of the Annual Return.  

 

Date:        

 

Signed:       Date:     

Council Chairman   

 

Signed:       Date:     

Town Clerk   
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DIGNITY AT WORK POLICY 

[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 

[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 

[Optional – for Councils who have committed to the pledge] In support of this objective, [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: 

 explains how we will respond to complaints of bullying or harassment;

 ensures that we respond sensitively and promptly; and,

 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/chief officers and all employees engaged 

to work at [Council]. Should agency staff, or contractors have a complaint connected to their 

engagement with [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 deputy chair / council’s personnel / staffing 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. 

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. 

Agenda Item 5 (e)
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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. [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), 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 opportunities 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 

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:  

 Physical conduct ranging from unwelcome touching to serious assault 

 Unwelcome sexual advances 

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

 Threats for rejecting sexual advances 

 Demeaning comments about a person’s appearance 

 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 

 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 

 Spreading malicious rumours or insulting someone 

 Lewd or suggestive comments or gestures 

 Deliberate exclusion from conversations, work activities or social activities.   

 Withholding information a person needs in order to do their job 

 Practical jokes, initiation ceremonies or inappropriate birthday rituals 

 Physical abuse such as hitting, pushing or jostling 

 Rifling through, hiding or damaging personal property 

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

particular person 

 Isolation or non-cooperation at work 

 Subjecting a person to humiliation or ridicule, belittling their efforts, whether directly and / 

or in front of others 

 The use of obscene gestures 

 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) 
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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. 

 

or due 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. 

 

 

 

 

 

 

 

 

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/chief officer 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.  
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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.    

 

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/chief officer 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/chief officer, your nominated manager 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 

personnel/staffing 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: 

 

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

the council staff 

 such behaviour is contrary to our policy 

 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.  
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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/chief officer or the chair of the council.  A formal complaint may ultimately lead to 

disciplinary action against the perpetrator(s) where they are employed.   

 

The clerk/chief officer 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):  

 

 The name of the alleged perpetrator(s),  

 The nature of the harassment or bullying,  

 The dates and times the harassment or bullying occurred,  

 The names of any witnesses and  

 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.   

 

 



7 

 

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. 

 

This is a non-contractual policy and procedure which will be reviewed from time to time. 

 

_________________________________________________________________________________ 

 

GUIDANCE FOR USING THE DIGNITY AT WORK POLICY 

This is an example of an employment policy designed for a council adhering to statutory minimum 

requirements and does not constitute legal advice. As with all policies it should be consistent with 

your terms and conditions of employment.   

 

This guidance is provided to support understanding of the policy, and its application, as well as where 

local adaptions may be required.  The guidance is not part of the policy and should be removed from 

the policy adopted and shared with council employees. 

 

The Dignity at Work Policy will replace a previous ‘Bullying and Harassment’ Policy, to create a policy 

that is focussed on encompassing behaviours beyond simply bullying and harassment, and zero 

tolerance with the aim of dealing with concerns before they escalate.  It is important that any 

commitment made in the policy is applied in practice.  

Wording has been suggested to demonstrate a council’s commitment to promoting dignity and 

respect where they have signed up to the NALC, SLCC and OVW Civility and Respect Pledge.  Council’s 

that have not signed up to this are requested to consider making this pledge which is based on basic 

behaviours and expectations of all council representatives to create workplaces that allow people to 

maintain their dignity at all times.  If your council has not agreed to the pledge this wording should 

be removed. 

The policy is drafted with consideration of employment language and terminology that is reflective of 

a modern working environment, setting a tone that is engaging, collaborative and inclusive.  A 

council may want to update references where relevant to reflect local terminology and structure, 

however should be considerate of equality, diversity and inclusion.   

 

The examples of bullying and harassment are just that – examples. This should not be considered an 

exhaustive list.   

  

Notes:  

Protected Characteristics  

A ‘protected characteristic’ is defined in the Equality Act 2010 as age, disability, sex, gender 

reassignment, pregnancy and maternity, race, sexual orientation, religion or belief, and marriage and 

civil partnership.  It is unlawful to discriminate against an individual because of any of the protected 

characteristics.    

https://www.xperthr.co.uk/glossary/disability/150055/
https://www.xperthr.co.uk/glossary/gender-reassignment/150056/
https://www.xperthr.co.uk/glossary/gender-reassignment/150056/
https://www.xperthr.co.uk/glossary/sexual-orientation/150057/
https://www.xperthr.co.uk/glossary/religion-or-belief/150058/
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Discrimination includes treating people differently because of a protected characteristic.  Employees 

can complain of harassment even if the behaviour in question is not directed at them.  This is 

because the complainant does not actually need to possess the relevant protected characteristic. An 

employee can complain of unlawful harassment if they are related someone with a protected 

characteristic, or because a colleague believes they have a protected characteristic.  

 

Examples of harassment related to a protected characteristic could include; 

 

 Making assumptions about someone’s ability due to their age, or denying development 

opportunities to someone based on their age.  This could also include assumptions about 

their lifestyle or making inappropriate jokes related to age. 

 Making fun or mimicking impairments related to a health condition, or using inappropriate 

language about disabilities.  Constantly selecting social activities that make it impossible for a 

colleague with a disability to participate in. 

 Refusing to treat a person as their new gender, or disclosing information about their gender 

identity could be harassment on the grounds of gender reassignment. 

 Pregnancy/Maternity harassment could include refusing opportunities due to pregnancy or 

maternity leave, or inappropriate touching and invasion of personal space such as unwanted 

touching of a pregnant persons stomach. 

 Harassment based on race could include derogatory nicknames, or stereotyping based on 

ethnicity.  It could include racist comments or jokes, or assumptions about someone’s 

lifestyle based on their ethnicity. 

 Gender harassment could include not considering people for a job based on gender 

stereotyping roles, or implementing practices that disadvantage one gender over another.  

Rude, explicit jokes, even if not directed at an individual, or comments on individuals dress or 

appearance. 

 Regularly arranging team meals over periods of fasting or religious occasions or failing to 

adjust a dress code to accommodate religious dress could be examples of harassment based 

on religion/belief. 

 Excluding same sex partners from social events could be both sexual orientation and 

marriage/civil partnership discrimination, as could not offering the same work-related 

benefits.   

 

A person does not need to be employed or have 2 years qualifying service to make a discrimination 

claim at a tribunal.    

 Job applicants who believe they have not been appointed because of a ‘protected 

characteristic’ can make a claim.    

 New or established employees who are dismissed, or treated unreasonably because 

of a health condition can make a discrimination claim.     

 An employee subjected to harassment can make a discrimination claim at a 

tribunal.    

 An employee asked to retire can make a discrimination claim at a tribunal 
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Legal risks  

Successful unfair dismissal claims are limited to a compensation cap, whereas those for unlawful 

discrimination have no cap.  

 

A positive employment culture, and swift action if conduct falls beneath acceptable standards will 

help mitigate the risks.  An unhealthy culture will make it difficult to defend claims.    

  

The time to defend and the cost of defending tribunal claims can be significant, irrespective of the 

outcome.  

 

 

Culture and behaviour  

We work in eclectic communities and working environments, and a positive culture within the 

council enables employees with different backgrounds and beliefs to share ideas and shape how the 

council achieves its objectives for their community.    

  

It is important to recognise that different individuals may find different behaviours bullying or 

harassing so while there is not always intent to offend or cause harm, that does not mean that the 

effect of the behaviour has not caused harm or offence.   

 

It can take people a period of time to decide to raise their concerns, as they worry about 

consequences (perhaps from peers by complaining about a colleague who is popular, or they fear 

victimisation from the perpetrator or others). The council should consider whether there are 

opportunities (such as 121s to offer opportunity to reflect on relationships/morale) to identify issues 

earlier and address negative behaviours.  Individuals can often mention concerns they are 

experiencing but not want to take it further.  The council should remind the complainant that it has a 

zero tolerance to bullying and harassment and remind them of the policy in place to address 

concerns.  If the allegations mentioned are significant, the council may want to suggest that it will 

need to investigate further, even if a ‘grievance’ is not raised, so as to ensure that any concerns and 

risks are managed, and the council is meeting its responsibilities and duty of care as an employer. 

 

Whilst both staff and councillors jointly determine the working culture, councillors are key in 

demonstrating what is and isn’t acceptable behaviour.  This is apparent from how councillors behave 

with each other in council meetings and also in how standards of behaviour are applied through the 

use of informal discussion and formal policies.    

 

Scope  

All council representatives are expected to uphold the values of the Dignity at Work Policy, however 

this policy sets out how allegations from employees will be managed.  As indicated in the policy, 

concerns from a contractor, agency worker etc. should be raised to the identified person, and an 

appropriate approach will be considered based on the situation and relationship of the complainant 

with the council. 

 

Likewise, concerns raised about the behaviour of a contractor or agency worker would not generally 

be managed via the full process (such as the disciplinary process) but appropriate action would be 
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considered based on the situation.  To treat people (such as contractors, or a casual worker) engaged 

by the council the same as an employee could blur the status of the employment relationship, so 

consider seeking professional advice if needed. 

 

Managers 

Recognising that councils are of varying sizes, where the term manager/nominated manager is used 

it is recognised this could be the clerk/chief officer, another employee of the council, or a councillor 

depending on the situation.  It is good practice to have a clearly identified person who is the 

responsible ‘line manager’ or equivalent contact for an employee so that there is clarity on how the 

employee should report concerns to, who they notify if they are sick or to request leave etc.  More 

often for council employees this may be the clerk/chief officer, and for the clerk/chief officer this 

could be the chair/deputy Chair, or possibly chair of a staffing/personnel committee. 

 

Bullying and harassment & performance management 

The policy sets out that bullying and harassment does not include appropriate criticism of an 

employee’s behaviour or effective, robust performance management.  It is not uncommon for an 

employee, when receiving critical feedback, to claim that this is bullying and/or harassing.  It is the 

role of the nominated manager to provide effective and constructive feedback to encourage 

performance at the required standard.   

 

Even when the feedback is not positive it should be fair, communicated in a professional and 

reasonable manner and shared with the objective of aiding understanding and achieving an 

improvement to overcome the shortfalls.  There is no absolute definition of when the feedback may 

not be appropriate. Often it will be for the person/panel hearing the dignity at work 

complaint/grievance to determine whether the performance management has upheld the standards 

expected in terms of respect and civility and any feedback has been shared in a fair and professional 

way. 

 

Responsibilities 

All staff and representatives of the council are responsible for their own behaviour in the workplace 

and for taking steps to revise unacceptable behaviour and appropriately challenge that of others. 

 

Leaders – councillors, clerks, chief officers, managers - are responsible for ensuring that these 

standards of treating people with civility, respect and courtesy are upheld, both through their own 

example, and by communicating and promoting these expectations to all employees.  They are also 

responsible for ensuring that concerns raised are treated seriously and addressed in line with this 

policy in a timely manner.  

 

During the investigation   

Employers have a duty of care to provide a safe place of work.  If a complaint is made, discuss how to 

manage working relationships whilst the allegation is being investigated and until the outcome is 

disclosed.    This is as much for the protection of the alleged perpetrator as for the aggrieved.     

  

Consider whether a neutral person should be offered as a ‘listening ear’ for both parties in the 

investigation.  This could be a councillor or nominated manager who is not involved in the 
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investigation or allegations and can be a point of check in as raising, or being subject to allegations 

can be stressful.      

 

Offer other support that may be appropriate to the situation such as signposting to support groups, 

time off for counselling etc.  If you have suspended a staff member, your duty of care continues and 

it is important to consider their wellbeing and mental health.  

  

Ensure that you communicate regularly with both parties.   

 

The investigation and any subsequent hearing should be completed in accordance with the grievance 

policy which sets out a process for dealing with concerns.  You should ensure that the grievance 

policy adopted adheres to any local policies and procedures, with consideration of any timescales 

and escalation routes in your locally adopted policy. 

 

Confidentiality 

It may be possible for concerns to be raised with the perpetrator without disclosing the name of the 

complainant however in a small council it is likely that it will be clear that the accused will know 

where the accusation has come from.  The council representative (clerk/chief officer/councillor) 

speaking to the alleged perpetrator must be clear that the discussion is confidential and the 

individual would be at risk of formal disciplinary action if there is any sort of victimisation or 

retaliation for the individual raising their concern. 

 

During any formal investigation it may be necessary to disclose the nature of the allegations and 

where they came from to ensure a fair and balanced investigation and process.  This should be 

discussed with the person raising the concerns to understand any issues and how they may be 

mitigated.  In some situations it may be appropriate to provide anonymised witness statements 

however this would be a last resort, and could compromise the fairness of the process.  Where there 

is a genuine fear of consequences and this may need to be considered, it is recommended that 

professional advice is sought.  For the same reason it can be difficult for a council to consider an 

anonymous complaint, however if the concerns are significant and compromise the council in their 

duty of care to employees, then consideration of how the deal with the matter may be required. 

 

Victimisation   

All employees have the right to raise genuine concerns without the fear of reprisals.  If the aggrieved 

(or a witness) is treated differently / less favourably because they have raised a complaint, then this 

is victimisation.   This would include isolating someone because they have made a complaint, 

cancelling a planned training event, or giving them a heavier or more difficult 

workload.  Victimisation can lead to a claim to an employment tribunal.  

 

False allegations  

If an employee makes an allegation that they know to be untrue, or gives evidence that they know to 

be untrue, the council should consider the matter under the disciplinary procedure.  Such an 

allegation would be potentially be gross misconduct.  

  

Complaints against Councillors   
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Following the Ledbury case, the law is clear that any formal complaint about a councillor regarding a 

breach of the code of conduct must be referred to the Monitoring Officer for investigation (either by 

the complainant, or the Council with agreement of the complainant).   During the investigation, it is 

critical to ensure that where an employee of the council has made the complaint, that the council 

agrees reasonable measures with the employee to protect their health and safety.  Such measures 

may include a temporary change in duties, change of work location, not attending meetings with the 

person about whom the complaint has been made etc.    

  

Careful consideration is required where a grievance is raised against the council as a whole due to 

lack of support related to councillor behaviours.  The specific allegations will need to be considered 

to determine whether the allegations can be addressed by the council, or require exploration of the 

councillors behaviour in order to respond, in which case the Monitoring Officer may be required to 

investigate the alleged behaviours of a/any councillors where this may relate to the code of conduct.  

It is a matter of fact whether the complaint is against the council and can therefore be dealt with by 

the council’s grievance procedure or against a councillor and can only be dealt with by the 

Monitoring Officer. 
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