
 
 

Hawkinge Town Council 

www.hawkinge-tc.gov.uk 

Town Mayor: Councillor Philip Martin 

 
 
Minutes of the Personnel Committee held on Wednesday 2 March 2022 
 
Present:  Councillors Chris Johnson (Chairman), Philip Martin, Les Palliser and Dick 
Pascoe  

 
22. APOLOGIES FOR ABSENSE 
 Councillors Peter Roy and Nabin Siwa. 
 
23.  DECLARATIONS OF INTEREST 

There were no declarations of interest.   

 
24. MINUTES 
 The minutes of the meeting held on 2 February 2022 were approved as a correct 

record and signed by Chairman. 
      
 Proposed by Councillor Dick Pascoe  
        Seconded by Councillor Les Palliser 
  
 (Voting: For 3, Against 0, Abstentions 1) 

 
25     MODEL COUNCILLOR CODE OF CONDUCT 2020 REPORT   

Both SLCC and NALC are currently supporting a Civility and Respect project to 
combat bullying and harassment in the sector by identifying tools to minimise 
opportunity for poor behaviour and provide support where it doesn’t happen.  Whilst 
good progress is being made it has been identified as part of their work that the 
Local Government Association (LGA) Model Code of Conduct 2020 (updated May 
2021) has not been widely adopted.  Copy of Model Code of Conduct 2020 attached 
at Appendix 1. 
 

 Proposed by Councillor Dick Pascoe 
        Seconded by Councillor Philip Martin 

 
RESOLVED TO: 
1. To receive and note the report. 
2. To adopt the LGA Model Councillor Code of Conduct 2020   

        
         (Voting: For 4, Against 0, Abstentions 0)    
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26. SOCIAL MEDIA AND IT POLICY 
 A draft of the Social Media and IT policy for the HTC was circulated before the 
 meeting.  (Deferred from meeting on 2 February 2022). 
 
         Proposed by Councillor Les Palliser 
         Seconded by Councillor Dick Pascoe 
 
 RESOLVED TO: 
 Accept the Social Media and IT Policy as a final draft to be put to the Council. 
 
 (Voting: For 4, Against 0, Abstentions 0) 
 
27    STANDING ORDERS 
 Review of the standing orders to ensure they are in line with recently adopted 
 policies. 
 
        Proposed by Councillor Chris Johnson  
        Seconded by Councillor Dick Pascoe 
 
 RESOLVED TO: 
 To defer the review of the Standing Orders to next year to bring them in line with 
 other policies.  
         
 (Voting:  For 4, Against 0, Abstentions 0) 
 
28    EXCLUSION OF THE PUBLIC 
 Proposed by Councillor Chris Johnson 
 Seconded by Councillor Dick Pascoe 
 
 RESOLVED:  To exclude the public and press from the meeting for the following 

items of business by virtue of the Public Bodies (Admission to Meetings) Act 
1960, by reason of the confidential nature of the business to be transacted.   

 
 (Voting:  For 4, Against 0, Abstentions 0) 
 
29 RECRUITMENT 
 To discuss and agree the job description and person specification for the recruitment 

 of an Administration Assistant. 

 
 Proposed by Councillor Dick Pascoe 
 Seconded by Councillor Chris Johnson 
  
 RESOLVED TO: 
 1. Accept the amended job description 
         
 (Voting:  For 4, Against 0, Abstentions 0) 
 
 Proposed by Councillor Philip Martin 
 Seconded by Councillor Les Palliser 
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 RESOLVED TO: 
 2.   Accept the amended Person Specification. 
         3.   To advertise the vacancy on HTC Website, Indeed and Linked in from 4 March 
       2022 closing date 25 March 2022. 
 
 (Voting:  For 4, Against 0, Abstentions 0) 
 
30 SCHEME OF DELEGATION 
        The current scheme of delegation will be circulated for review 
 
 Proposed by Councillor Chris Johnson 
        Seconded by Councillor Philip Martin 
 
 RESOLVED TO: 
 Accept the amended Scheme of Delegation as a final draft to be put to the 
 Council. 
 
 (Voting: For 4, Against 0, Abstentions 0) 
      



 

   Hawkinge Town Council 
www.hawkinge-tc.gov.uk 

Report Number  HTC/21/17 

 

 

To:  HAWKINGE TOWN COUNCIL  
Date:  9 March 2022 
Status:   Public report for Decision  
From:           Town Clerk 
 

SUBJECT:  PERSONNEL COMMITTEE POLICIES REPORT 

SUMMARY: This report encloses the draft policies which was considered at the 
Personnel Committee meeting on the 2 March 2022. 
 
REASONS FOR RECOMMENDATIONS:   
a) The Council has a statutory duty to ensure the proper administration of its affairs 

and the welfare at work of its employees. 
 
RECOMMENDATIONS: 
1.To receive and note report HTC/21/17. 
2.To adopt the policies as recommended by the Personnel Committee.     
 
BACKGROUND  
On 14 October 2020, minute 2127, the Council resolved to appoint a Personnel 

Committee with a membership of 6 Councillors. The drafts enclosed are the result of 

the Personnel Committee meeting on 2 March 2022.   

 

CONTACT OFFICER AND BACKGROUND DOCUMENTS  
If you have any queries about this report please contact the Town Clerk.  

Tel:  01303 893928 or email: Clerk@Hawkinge-tc.gov.uk prior to the meeting. 

http://www.hawkinge-tc.gov.uk/
mailto:Clerk@Hawkinge-tc.gov.uk
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1.  Policy statement   

1.1.  This policy is intended to help councillors and council staff, make  
 appropriate decisions about the use of social media such as emails, 
blogs, wikis, social networking websites, podcasts, f orums, message 
boards, or comments on  web-articles, such as Twitter, Facebook, 
LinkedIn and other relevant social  media websites. The policy relates to 
Councillors and Staff whilst acting for/on behalf of the Council and /or in 
their official capacity. 

The council will encourage the use of social media for the purposes of: 

• providing and exchanging information about services; 

• supporting local democracy; 

• gathering citizen insights and managing citizen 
relationships; 

• promoting cultural events or tourism for the area; 

• supporting community cohesion, neighbourliness and 
resilience; and 

• creating internal communications and learning and 

development. 

1.2.  This policy outlines the standards the council requires councillors and 

staff to observe when using social media, the circumstances in which the 

council will monitor the use of social media and the action to be 

taken in respect of breaches of this policy. 

1.3.  This policy supplements and should be read in conjunction with all 

other policies and procedures  adopted by the council, such as the  

Equal Opportunities Policy, Data Protection Policy, Disciplinary 

Procedure, Members  Code of Conduct, and such like. 

1.4.  This policy does not form part of any contract of employment and it may 
be amended at any time. 

 
2.  Who is covered by this policy 

2.1.  This policy covers all individuals working at all levels with the council, 
including all elected and co-opted councillors, the clerk to the council 
and all other employees and volunteers (collectively referred to as staff 
in this policy). 

 

3.  The scope of this policy 

3.1.  The council has a corporate presence on the web and by use of email, 
which it uses to communicate with people who live in, work in and visit the 
Town. The council will always try to use the most effective channel for its 
communications.  We may ask those who contact us for their preferred 
channel of communication when we deal with them. Over time the Town 
Council may add to the channels of communication that it uses as it seeks 
to improve and expand the services it delivers. When these changes 
occur this Social Media Policy will be updated to reflect the new 
arrangements. 

3.2.  All members and staff are expected to comply with this policy at all times 

to protect the reputation, privacy, confidentiality, and interests of the 

council, its services, employees, partners and community. 
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3.3.  Serious breaches of this policy by employees may be dealt with under 

the Employee Disciplinary Procedure. The council may take disciplinary 

action in respect of unlawful, libellous, harassing, defamatory, abusive, 

threatening, harmful, obscene, profane, sexually oriented or racially 

offensive comments by an employee. 

3.4.  Breach of the policy by volunteers will result in the council no longer using 
their services and, if necessary, appropriate action will be taken. 

3.5.  Behaviour required by the Members’ Code of Conduct shall apply to 
online activity in the same way it does to other written or verbal 
communication.  Members will bear in mind that inappropriate conduct 
can still attract adverse publicity, even where the code does not apply. 
Remarks are easily withdrawn, apologised for and forgotten when made 
in person, but posting them on the internet  means  that  they  have  
been  published  in  a  way  that  cannot  be  contained. Online content 
should be objective, balanced, informative and accurate. Members 
must be aware that their profile as a councillor means the more likely it is 
they will be seen as acting in an official capacity when blogging or 
networking. It must be remembered that communications on the internet 
are permanent and public. When communicating in a ‘private’ group it 
should be ensured that the council would be content with the statement 
should it be made public. 

 

4.  Rules for using social media. 

4.1.  Staff and councillors must not allow their interaction on any Council 
run websites/blogs to damage their working relationships with others. 
They must not make any derogatory, discriminatory, defamatory or 
offensive comments through the sites, about other staff, councillors, the 
council or about the people, businesses and agencies the council works 
with and serves. 

4.2.  Posts must not contain anyone’s personal information, other than 
necessary basic contact details. 

4.3.  If staff or councillors blog or tweet personally, and not in their role 
as a councillor, they must not act, claim to act, or give the impression 
that they are acting as a representative of the council. They should not 
include web links to official council websites as this may give or reinforce 
the impression that they are representing the council. 

4.4.  All staff and councillors must ensure they use council facilities 

appropriately. If using a council-provided website, blog site or social 

networking area, any posts made will be viewed as made in an official 

capacity. Do not use council facilities for personal or political blogs. 

4.5.  The Council will appoint a nominated person as moderator. They 

will be responsible for posting and  monitoring  of  the  content  on  

council  pages,  ensuring it complies with the Social Media Policy. The 

moderator will have authority to immediately, without notice or comment, 

remove any posts from the council’s social media pages if they are 

deemed to be inflammatory or of a defamatory or libellous nature. Such 

post will also be reported to the Hosts (i.e.  Facebook) and also the Clerk 

for council records. 
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4.6.  The Council will appoint a nominated “Webmaster” to maintain and 
update the Town Council Website. The website may be used to: 

 
• Post notices and minutes of meetings 

• Advertise events and activities 

• Post news stories 

• Link to appropriate websites or press page if those sites meet 
the council’s expectations of conduct 

• Advertise vacancies 

• ‘Share’ information from partners i. e. Police, Library, district 
council, etc. 

• Announce new information appropriate to the council. 
• Post or Share information promoting bodies for community 

benefit such as schools, Scouts, sports clubs and community 
groups 

• Post other items as the council see fit. 
• Facebook and/or Twitter, etc, may be used to support the 

website and its information as above. 
 

4.7.  Staff and individual Town councillors are responsible for what they post. 

They are personally responsible for any online activity conducted via their 

published e-mail address, which is used for council business. Both staff 

and councillors are strongly advised to have separate council and 

personal email addresses. 

4.8.  All social media sites in use should be checked on a regular basis to 
ensure the security settings are in place. 

4.9.  When participating in online communication staff and councillors must; 

 
• Be responsible and respectful; be  direct,  informative,  brief  

and transparent. 
• Always disclose their identity and affiliation to the council. 
• Never make false or misleading statements. 
• Not present themselves in a way that might cause 

embarrassment. 
• They must protect the good reputation of the council. 
• Be mindful of the information posted on sites and make sure 

personal opinions are not published as being that of the council. 
• Keep the tone of comments respectful and informative, never 

condescending or “loud.” Use sentence case format, not 
capital letters, do not write in red to emphasise points, refrain 
from posting controversial or potentially inflammatory remarks.  
Language that may be deemed as offensive relating in particular 
to race, sexuality, disability, gender, age or religion or belief should 
not be published on any social media site. 

• Avoid personal attacks, online fights and hostile communications. 
• Do not post comments that you would not be prepared make 

in writing or face to face. 
• Never name an individual third party  unless  you  have  written  

permission to do so. 
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• Seek permission to publish original photographs or videos from 
the persons or organisations in the video or photograph before 
they are uploaded. You must check that there is parental 
permission before photos of children are used. 

• Respect the privacy of other councillors, staff and residents. 
• Never post any information or conduct any online activity that 

may violate laws or regulations, such as libel and copyright. 
• Spell and grammar check everything. 

 

5. Responding to Social Media Communication 

 5.1.  Residents and councillors should be aware that not all communication 
through social media requires a response, although an 
acknowledgement should be made if appropriate. 

5.2.  If a matter raised in any form of social media needs further consideration 

by the council it may be raised at either the open forum or as a full agenda 

item for consideration by a quorum of Councillors. Again the ‘poster’ 

shall be informed via the page or direct message that this is the case 

and invited to contact the clerk direct. Any response agreed by the council 

will be recorded in the minutes of the meeting. 

5.3.  Reports of any concerns regarding content placed on social media sites 

should be reported to the Clerk for referral to the moderator(s) and/or 

council as required. 

5.4.  The Policy will be reviewed annually 

 

6. Acceptable use of Computers and Internet usage 

 6.1.  The councils computer systems are important to its operation. The council 
wish to protect its staff and volunteers from the possible consequences of 
misuse.  Staff using the computers and/or the internet link must not be used 
for browsing certain sites or downloading files from these sites. If the policy 
is not adhered to, actions will be taken through the Disciplinary 
procedures. 

 6.2.  For the avoidance of doubt, this policy applies to volunteers as well as 

staff and this includes councillors who make use of the councils 

computers or internet connection. 

 6.3.  The councils computers are for work use only. In order to protect work 

laptops and computers from risks of data exchange there must be no 

exchange of data or programmes between councils computers and 

employees/volunteers/councillors own computers without prior written 

approval from the Town Clerk or in the case of the Town Clerk, from the 

Chairman or Vice Chairman of the Council. 
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HAWKINGE TOWN COUNCIL 

 

Scheme of Delegation to the Town Clerk  

  
Introduction  

 
The powers and duties set out in this scheme are delegated to the Town Clerk. The 
Town Clerk may delegate these duties and powers to other Officers within the 
Council.  
 
The Town Clerk is also the Council’s Responsible Financial Officer and the Proper 
Officer and responsible for the management of the organisation. 
 

Extent of Delegation  

 
1.0 All delegated functions shall be deemed to be exercised on behalf of and in the 
name of the Council.  
 
1.1 The Town Clerk will exercise these powers in accordance with:  
 

• approved budgets  

• the Council’s Financial Regulations  

• the Council’s policy framework and other adopted policies of the Council  

• all statutory common law and contractual requirements  
 
1.1. The Town Clerk may do anything pursuant to the delegated power or duty, 
which it would be lawful for the Council to do including anything reasonably implied 
or incidental to that power or duty.  
 
1.2. Provided that such authorisation is not prohibited by statute the Town Clerk to 
whom a power, duty or function is delegated may authorise another Officer to 
exercise that power, duty or function, subject to:  
 

• such authorisations being in writing  

• only be given to an Officer below the delegating officer in the organisational 
structure  

• only being given where there is significant administrative convenience in 
doing so  

• the Officer authorised by the Town Clerk acting in the name of the Town Clerk 
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• such authorisation not being prohibited by statue. 
 

1.3. A delegation to a subordinate Officer shall not prevent the Town Clerk from 
exercising the same power or duty at the same time.  
 

General Matters  

 
2. The Town Clerk is authorised to:  
 
2.1. Sign, or where appropriate, have sealed on behalf of the Town Council, any 
Orders, Deeds or Documents necessary to give effect to any of the matters 
contained in reports or in any resolution passed by the Town Council.  
 
2.2. Take any proceedings or other steps as may be necessary to enforce and 
recover any debt owing or other obligation due to the Council.  
 
2.3. Institute and appear in any legal proceedings authorised by the Council.  
 
2.4. To appear or make representation to any tribunal or public inquiry into any 
matter in which the Council has an interest (in its own right or on behalf of the 
citizens of Hawkinge).  
 
2.5. Alter the date or time of a Council Committee, Working Group, Panel or Task 
Group meeting but, before doing so, shall consult the Mayor of the Council, or 
chairman of the Committee or Task Group concerned about the need for the change 
and about convenient alternative dates and times.  
 
2.6. Decide arrangements for the closure of the Council offices in the Christmas/New 
Year period, subject to consultation with the Mayor.  
 
2.7. Deal with day to day matters relating to the use of office accommodation space.  
 
2.8. Negotiate and enter into contractual arrangements for artistes and promoters in 
relation to events held in Hawkinge and surrounding villages, organised by the Town 
Council and programmes of entertainment.  
 
2.9. Manage all the Council’s current services including the following:  
 

• Tourism and events  

• Neighbourhood planning  

• Provision of street furniture  

• Services agreed under contract for other authorities and bodies 

• Website  
 
2.10. To act as the Council’s designated Officer for the purposes of the Freedom of 
Information Act 2000.  
 
2.11. To apply for planning consent for the carrying out of development by the 
Council.  
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2.12. To respond to consultations on planning applications and licensing applications 
subject to the comments by the Planning Consultative Group.  
 
2.13. Under the Regulation of Investigatory Powers Act 2000 to authorise directed 
surveillance or the use of a human intelligence source.  
 
2.14. To respond to complaints made under the Council’s complaints procedure  
and to make such ex gratia payments in settlement of such complaints as are 
considered justified.  
 

2.15. To manage, monitor and review the Council’s internal control procedures.  
 
2.16. To manage, monitor and review the Council’s Corporate Risk Management 
Strategy.  

 

Financial Matters  

 
3. The Town Clerk is authorised to:  
 
3.1. Be the Responsible Financial Officer for the purposes of Section 151 of the 
Local Government Act 1972.  
 
3.2. Operate the Council’s banking arrangements including arranging overdrafts.  
 
3.3. Incur expenditure up to a maximum of £5,000 on any item for which provision is 
made in the appropriate revenue budget provided that any action taken complies 
with any legislative provisions and the requirements of the Council’s Constitution and 
Financial Regulations.  
 
3.4. Pay all accounts properly incurred.  
 
3.5. Pay all subscriptions to organisations to which the Council belongs.  
 
3.6. Make all necessary arrangements for the provision of an internal and external 
audit service for the Council.  
 
3.7. Negotiate settlements in connection with claims made by and against the 
Council in consultation with the Council’s insurers where appropriate.  
 
3.8. Incur expenditure on revenue items within the approved estimates and budgets 
under their control.  
 
3.9. Incur expenditure on capital schemes within the Council’s approved capital 
programme.  
 
3.10. Use the Repairs and Maintenance Budgets for the maintenance, replacement 
or repair of existing plant, or equipment.  
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3.11. Enter into leasing and contract hire agreements for the acquisition of 
machinery and equipment on such terms as are considered appropriate. 
 

3.12. Accept quotations or tenders for work supplies or services (where tenders are 
required by the Council’s Financial Regulations), subject to:  
 
 a) The cost not exceeding the amount approved estimate  

 

 b) The tender being the lowest price or the most economically advantageous 
 to the Council according to the criteria set out in the tender documentation  

 

 c) All the requirements of the Council’s Financial Regulations being complied 
 with.  
 
3.13. Compile, approve or vary lists of preferred contractors subject to the 
requirements of the Council’s Financial Regulations.  
 
3.14. Carry out virement of sums between cost centres in accordance with the 
Council’s Financial Regulations.  
 
3.15. Manage investments and raise and repay loans as appropriate and obtain such 
other sources of credit as are required in accordance with the Financial Regulations.  
 

3.16. Authorise action for the recovery of debts.  
 
3.17. Write-off debts up to the level set by the Council.  
 
3.18. Maintain a Register of Assets and Inventory of Equipment.  
 
3.19. Determine the Town Council’s insurance requirements on the Council’s behalf.  
 
3.20. Make all necessary arrangements for the Council’s insurances.  
 
3.21. Determine Community Grant applications up to a value of £2,000 subject to 
approval by Full Council.  
 
3.22. Determine Small Grants up to a value of £250. 
 

Staffing Matters  

 
4. The Town Clerk is given delegated powers to manage the Council staff in 
accordance with the Council’s policies, procedures and budget, including:  
 
4.1. Appointments to posts.  
 
4.2. Appointment of staff through an appointment panel which includes the Town 
Mayor  
 
4.3. Employment of temporary employees.  
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4.4. Preparation of the job description and person specification, placing of the 
advertisement and short-listing of applicants.  
 
4.5. Management of staff performance.  
 
4.6. Control of discipline and performance, including the power of suspension and 
dismissal, in accordance with the Council’s policies.  
 
4.7. Exercise of disciplinary and grievance procedures in accordance with the 
Council’s policies, in accordance with the Council’s policies.   
 

4.8. Determine approved duties for the payment of travel and subsistence expenses 
to Members and Officers where they represent the Council outside of the Town 
Council area.  
 
4.9. Approve or refuse applications for re-grading, remove any bars in salary scales 
and to authorise salary increments and accelerated increments, in consultation with 
the Personnel Committee.  
 
4.10. Approve payment of overtime.  
 
4.11. Agree minor variations to the condition of employment.  
 
4.12. Implement and monitor the arrangements for annual leave, flexi time, sickness 
absence, maternity and paternity leave in accordance with the Council’s policies.  
 
4.13. Authorise training in line with the Council’s policies.  
 

4.14. Approve payment of claims from employees for compensation for loss of or 
damage to personal property, in consultation with the Personnel Committee.  
 
4.15. Negotiate and agree settlements on behalf of the Council in relation to any 
proceedings in the Employment Tribunal, in consultation with the Personnel 
Committee. 
 
4.16. Agree to premature retirement on the grounds of duly certified ill health.  
 
4.17. Terminate employment during probation and to review salary on completion of 
probationary periods.  
 
4.18. Commission legal and professional advice on staffing matters.  

 

Property Matters  

 
5. The Town Clerk is given authority to manage the land and property of the Council 
including:  
 
5.1. Agreeing the terms of any lease, licence, conveyance or transfer.  
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5.2. The granting or refusal of the Council’s consent under the terms of any lease.  
 
5.3. Variations of restrictive covenants of a routine nature.  
 
5.4. The granting of easements, wayleaves and licences over Council land.  
 
5.5. Initiating legal action or proceedings against unauthorised encampments or 
encroachments on Council land.  
 
5.6. Directing the custody of Town Council property and documents in accordance 
with the provisions of Local Government Act 1972 Section 226 
 

5.7. Exercising responsibility for the safe custody and maintenance of the civic 
regalia. 
 

Urgency  

 
6. The Town Clerk is authorised to act on behalf of the Council in cases of urgency 
or emergency. Any such action is to be reported to the next meeting of the Council or 
relevant committee or working group. The Mayor, the Leader of the Council (if 
appointed) and the Chairman of any relevant committee or working group are to be 
consulted where possible before such action is taken.  
 

Emergency Planning  

 
The Town Clerk is authorised to:  
 
7. Implement the Council’s Emergency Plan and to incur any necessary expenditure. 
Any such action is to be reported to the next meeting of the Council or relevant 
committee or working group. The Mayor, the Leader of the Council (if appointed) and 
the Chairman of any relevant committee are to be consulted where possible before 
such action is taken. 

 

Procedural  

 
The Town Clerk can:  
 
8. Authorise Officers to exercise statutory powers of entry and inspection for the 
purposes of any function under their control.  
 
8.1. Serve requests for information as to ownership occupation and other interests in 
land for the purposes of any function under their control.  
 
8.2. Appoint consultants and other professionals to carry out any function and 
provide any service under their control. 
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Health and Safety at Work Act 1974  

 
9. To oversee the discharge of the Council’s responsibilities under the Act.  

 

Legal Proceedings  

 
The Town Clerk is authorised to:  
 
10. Take and discontinue legal proceedings in any Court or at any Tribunal.  
 
10.1. Take Counsel’s advice or instruct Counsel to represent the Council.  
 
10.2. Seek injunctions and commence proceedings for the purposes of:  
 

• Enforcement in accordance with the Council’s policies  

• Recovering money due to the Council  

• Recovering or otherwise preserving possession of the Council’s land or 
property  

• Defending the interests of the Council  

• Appealing against a decision affecting the interests of the Council and 
responding to appeals against action taken by the Council.  

 
10.3. Represent the Council at Court or any Tribunal or to make arrangements for 
appropriate representation. 
 

10.4. Negotiate and settle the terms of documents to give effect to a decision of the 
Council or any of the Committees or of any Officer acting under delegated powers.  
 
10.5. Apply the affixing of the Common Seal of the Council to documents in 
accordance with Standing Orders.  
 
10.6. Be the responsible Officer for the co-ordination and operation of the legal 
requirements under the Data Protection Act and the Freedom of Information Act.  
 
10.7. Serve Requisitions for Information.  
 
10.8. Prepare a draft budget for consideration by the Council.  
 
10.9. Prepare the final accounts for each financial year. 
 

Date of Adoption  
 

This Scheme of delegation was revised by the Personnel Committee on 2 March 
2022. 



Appendix 2 

HAWKINGE TOWN COUNCIL 

AUTHORITY TO AMEND NATWEST BANK MANDATE 

 

 

 


