Cyngor Tref Treffynnon Holywell Town Council

Bank Place Offices,
Holywell,
Flintshire, CH8 77J

Swyddfeydd Bank Place,
Treffynnon,
Sir y Fflint, CH8 7TJ

Tel/Ffacs: (01352) 711757 Tel/Fax: (01352) 711757

e-bost/e-mail: town.clerk@holywell wales
Gwefan/Website: www.holywell-town.gov.uk

1 November 2018
To: Members of the Audit Sub-Committee

Mayor {ex-officio) and Councillors L.A. Carter, J.M. Johnson, P.A. Johnson,
E.B. Palmer and B. Scragg.

Dear Councillors,

Notice is given that a meeting of the AUDIT SUB-COMMITTEE will be held in the
GROUND FLOOR MEETING ROOM, COUNCIL OFFICES, BANK PLACE, HOLYWELL on
Tuesday 6" November 2018 at 5.30pm to transact the business specified in the
Agenda set out below.

Yours faithfully

P all %

J.Baker
Town Clerk & Financial Officer

AGENDA

1. APOLOGIES FOR ABSENCE

2. DECLARATIONS OF INTEREST

Members are reminded that they must declare the existence and nature of
their declared personal interests.

3. BANK RECONCILIATION 2018/19 — QUARTER 2

To receive and note the attached bank reconciliation statement for the
period to 30" September 2018.

Clerc y Dretf JASON BAKER Town Clerk
a'r Swyddog Cyllid and Financial Officer



MANAGEMENT ACCOUNTS 2018/19 — QUARTER 2

To receive and endorse the attached income and expenditure account for the
period to 30" September 2018.

INTERIM INTERNAL AUDIT OF THE COUNCIL'S ACCOUNTS 2018/19

Clerk to report on the arrangements for the forthcoming interim internal
audit on Thursday 22" November 2018.

COUNCIL POLICY REVIEWS

Members to agree new and/or revisions to the attached Council policies:

e Welsh Language Scheme

o Document Retention Policy
¢ Grievance Policy

¢ Social Media Policy

Clerk to report on future review arrangements at meeting.

FUNDING OPTIONS

Members to consider funding options for larger projects aligned to the
current business plan. Clerk to report further at meeting.

PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 EXCLUSION OF PUBLIC
AND PRESS

To consider passing a resolution to exclude the public and press for Agenda
item 9, on the grounds that publicity would be prejudicial to the public
interest by reason of the confidential nature of the business to be transacted
arising from the personnel information to be reported.

STAFFING ISSUES

Members to consider a report from the Clerk outlining the current staffing
issues. Further details will be provided at the meeting.



Holywell Town Council 2018/2019

Bank - Cash and Investment Reconciliation as at 30 September 2018

Confirmed Bank & Investment Balances

Bank Statement Balances

30/11/2017  Moneymaster Afc 81096516 0.00
31/08/2018 Current Bank A/c 11008722 108,364.69
20/04/2016  Moneymaster Afc 0.00
30/09/2018 Moneymarket Bond 21,031.62
129,396.31
Unpresented Payments
437.60
128,958.71
Receipts not on Bank Statement
0.00
Closing Balance 128,958.71
All Cash & Bank Accounts
Current Bank A/C 11008722 107,927.08
Moneymarket Bond A/C 00710997 21,031.62
Moneymaster A/C 81096516 0.00
Other Cash & Bank Balances 0.00

Total Cash & Bank Balances 128,958.71
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Date: 10/10/2018 Holywell Town Council 2018/2019 Page 1
Time: 13:19 Bank Reconciliation Statement as at 30/09/2018 User: JB
for Cashbook 1 - Current Bank Afc 11008722
Bank Statement Account Name (s) Statement Date Page No Balances
Current Bank Alc 11008722 31/08/2018 108,364.69
Moneymaster A/c 81096516 30/11/2017 0.00
108,364.69
Unpresented Cheques (Minus) Amount
14/05/2018 105703 Ysgol Maes y Felin 50.00
16/08/2018 105731 BPH Plant 117.60
31/08/2018 105737 Radio Deeside CIC 100.00
31/08/2018 105739 J. Amoid 160.00
17/09/2018 105746 Tom Butler 10.00
437.60
107,927.09
Receipts not Banked/Cleared (Plus)
0.00
0.00
107,927.09
Balance per Cash Book is :- 107,927.09
Difference Excluding Adjustments is :- 0.00
Adjustments to Reconciliation
06/04/2018 VIS l.abel bar balance -35.00
06/04/2018 VIS Label Bar 35.00
' 0.00
Unreconciled Difference is :- 0.00
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Holywell Town Council 2018/19

Income & Expenditure Account to 30th September 2018 |
| ’ | | | ! |
B A B C D (B-C) E F (D+E) G
l_ Account [ Cost Centre Detail Actual Year Current Variance Committed Projected +/- £400
To Date Annual Bud Annual Total Variance Variance
1 INCOME |
2 Income - Grants -4,911 0 -4,911 0 -4,911 ®
3 Income - Bank Interest -55 0 -55 -55 -110 ®
4 Income - Miscellaneous -6,005 0 -6,005 -2,450 -8,455 ®
5 Income - Events -410 0 -410 0 - -410 e
6 Income - Council Offices -60 0 -60 -180 -240 @
7 Income - Wales In Bloom -302 0 -302 0 -302 e
8 Income - Local Tax Precept -155,667 -233,500 77,833 -77,833 0 ot
9
10 Income -167,410 -233,500 66,091 -80,518 -14,428
11 EXPENDITURE o [
12  Establishment ) o
13 Staff Salaries - Basic Pay 23,179 60,000 -36,821 23,226 -13,595 L]
14 Staff Salaries - Paye/NI 6,374 0 6,374 6,384 12,758 ]
15 Staff Salaries - Pension - 554 0 554 558 1,112 °
16 Training - Staff 250 ) 500 -250 250 0 ]
17 Subscriptions B L 80 200 -120 120 0 ®
18 Printing & Stationery i 967 - 3,500 -2,533 2,500 -33 ®
19  Audit Fees . -275 780 -1,055 710 -345 °
20 Postage o 97 570 -473 100 -373 ®
21 Travelling Expenses - Staff B 234 670 -436 250 -186 ®
22 Office Equipment 1,915 3,450 -1,535 500 -1,035 L
23 Website B 198 1,250 -1,052 1,080 28 ®
24 Legal & Professional Fees 543 1,030 -487 500 | 13 ®
25 Refreshments 212 0] 12 185 97| e
26 Photocopying Charges 323 800 -477 400 77| @
27  Staff - Subsistence Costs 55 | 0 55 50 105 ®
28 Election Costs - 0 5,000 -5,000 1,000 -4,000 ®
29 Conference & Seminars 112 500 -388 100 _ -288 ®
30 Translation Fees 162 500 -338 B 200 -138 ®
31 PWLE Loan Repayments - 0 5,220 | -5,220 5,220 0| e
32 ICT Support Costs 657 1,500 -843 700 -143 @
33 Bank Charges 10 0 10 10 20 ®
34 o
35 Establishment 35,647 85,470 -49,823 44,043 -5,780
36 Council Offices | |
37 Insurance } 1,496 | 3,090 -1,594 100 149 ®
38 Photocopier/Drinks Machine Lease 819 520 299 300 | 599 *
39  Room Hire 300 1,000 -700 600 | -100 °
40 Licence Fees 79 0 79 B 0 79 e
41 Office Consumables 47 o 0 47 50 97 ®
42  Grounds & Building Maintenance B 335 3,500 -3,165 3,700 535 L
43 Offices - Alarm & Security 1,367 750 617 -300 317 ®
44 Offices - Fire Safety Costs 8 250 -242 0 -242 ®
45 Offices - Business Rates 9,895 10,400 -505 0 -505 L]
46 Offices - Water 8 250 -242 200 - 42 ®
47  Offices - Electricity 293 | 600 -307 500 193 @
48 Offices - Gas 201 1,200 -999 1,000 - 1 @
49 Offices - Trade Waste 74 250 -176 150 -26 b
50 Offices - Telephones/ICT 572 1,500 -928 800 -128 ©
51 Offices - Garage Rent 395 350 45 | 0 45 ®
52 Offices - Cleaning Costs 30 800 =770 | 800 30 °
53 \
54 Council Offices 15,919 24,460 -8,541 7,900 641
55  Community | |
56 Community Engagement o [¢] 500 -500 500 0 °
57 Newsletter o 322 850 -528 650 122 ®
58 Community Endeavour Awards 0 B 200 -200 200 0 L
59
60 Community 322 1,550 -1,228 1,350 122
61 Civic B
62 Annual Meeting 436 470 -34 0 -34 ®
63  Civic Service 438 a7 -32 | 0 =32 e
64 Mayors Allowance 2,194 1,940 254 | ) 0 254 o
65 Civic Regalia 1,114 520 | 594 | 0 594 ®
66 |
67 Civic 4,182 3,400 782 0 782
68 Grants/Donations |
69 General Grants 2,500 5,000 | -2,500 2,500 0 L
70 Grants - Fron Park Bowling Club 250 250 0 0/ 0 ®




Holywell Town Council 2018/19
| | 3 | ,! [
Income & Expenditure Account to 30th September 2018
| l
A B C D (B-C) F (D+E) G
Account / Cost Centre Detail Actual Year Current Variance Committed Projected +/- £400
To Date Annual Bud Annual Total Variance Variance
71 Grants - Greenfield Football FC - 500 500 0 0| 0 ®
72  Grants - Holywell Town FC 500 | 500 0 0 0 ®
73 Grants- Flintshire_ CAB 0 1,000 -1,000 1,000 0 L
74 Grants - Estuary Car Scheme 600 600 0 0 0 ®
75 Holywell Walkers Are Welcome - 0 } 1,000 -1,000 1,000 B 0 ®
76 \
77 Grants/Donations 4,350 8,850 -4,500 4,500 (4]
78 Members ] | | N
79 Travelling Expenses - Members - 36 B 0 36 | 100 ﬁ_ .
80 Members - Subsistence Costs 96 1,290 -1,194 250 -944 ®
81 Members - Financial Loss 0 1,000 -1,000 250 -750 | ®
82 |
83 Members 132 2,290 -2,158 600 -1,558 a
84 Environment ‘
85 Litter Bins 0 2,000 -2,000 0 -2,000 *®
86
87 Environment 0 2,000 -2,000 0 -2,000
88 Events i |
89 EventPrizes 36 0 36 0 36 e
20 E)wn Centre Projects 7,806 4,000 3,806 7,000 10,806 L]
91 Line Dance Festival 1,595 1,550 45 0 45 e
92 Well Inn Music Festival 9,263 10,000 -737 0 -737 ®
93 Other Events 1,579 | 3,000 -1,421 1,400 -21 ®
94 Twinning Costs 0 500 -500 0 -500 ®
95 |
96 Events 20,279 19,050 1,229 8,400 9,629
97 Play Areas B |
98 Playscheme Programme 0 8,080 -8,080 8,991 911 e
99 Play Area Upgrade 10,000 10,000 0 10,000 10,000 ®
100 ]
101 Play Areas 10,000 18,080 -8,080 18,991 10,911
102 Wales in Bloom | |
103 Walesin Bloom 6,323 | 6,000 323 ' 170 493 ®
104 | [
105 Wales in Bloom 6,323 6,000 323 170 493
106 Christmas Lights |
107 Christmas Lights Set Up 0 20,000 -20,000 20,000 0 ®
108 Lighting 0 780 -780 780 - 0 ®
109
110 Christmas Lights 0 20,780 -20,780 20,780 0
111 Woodland ‘
112 Grounds & Building Maintenance 0 1,270 -1,270 1,270 0 °
113
114 Woodland 0 1,270 -1,270 1,270 0
115 cCv
116 CCTV Maintenance 0 19,800 -19,800 19,800 0 °
117 -
118 CCTV 0 19,800 -19,800 19,800 0
119 Community Asset Transfer (CAT) ) ‘
120 Legal & Professional Fees 0 500 -500 0 -500 ®
121 Contribution Holywell Leisure Centre 13,333 20,000 -6,667 6,667 [ 0 ®
122
123 Community Asset Transfer (CAT) 13,333 20,500 -7,167 6,667 -500
124 | | | \ |
125 Total Income -167,410 -233,500 66,091 -80,518 -14,428
126 Total Expenditure 110,487 233,500 -123,013 134,471 11,458
127 Net Income over Expenditure -56,923 0 -56,923 53,953 -2,970
128 B '
129 |Projected Movement to/(from) General Reserve -2,970 -
130 |Bank Balance 31/03/2018 -71,638 - o
131 |Projected Bank Balance 31/3/2018 -74,607 o L
132 |20% Of Precept (As Per Reserves Policy) -46,700




640 T 93ed

JINJHOS IOVNONVT HSTAM
OIVHINAD HLIVI NNTINAD

TIONNOJ NMOL T1IMAT0H
NONNA44341 4341 HOONAD

8T0T 42403120 paiepdn
awayds a8endue ys|am



640 ¢ 98ed

8T0T 41900300 patepdn
awsayas aden3ue] ys|pm

S9Ipoq

BPISIN0 pUE |EJ0| SNOJIWNU 0] S9AIFRIUISaIdRI Julodde
!spJeoq aon0u pue 3uness 31gnd J314e 300| O

‘sallleys pue suonesiuesio
Adejunjon snoliea Joj auelsisse |elpueuly apiaosd o

“1eah Ausas s1y8i| sewsuy) apinoad
‘Ayunwwiod sy psenSages 03 aoijod 3y} Yyum yJom ¢
‘'shemysiy SuipeSas syuswanoidwi 31sa88ns

‘suseniew Buluue|d Japisuod
'9Je S31INP UleW S, [1PUN0) wE, 3s8uowy |

‘Joue|je oe |03]|| JJAS 0 Jaj1u Je JAm|oIydAIuAD Ipouad
‘snppaoyAs soSuepp.Je neppiAq e ppaisia neppas we njejos ¢
‘louuasn|a
OB [OPPOLIIMS NepeIpNy 0 JaJIU | [oUUBLE YMOWAD I0Yyd O
‘loppAuAly uA ijopeN nepens|o8 niediep
‘PaunwA3 i ,nj@3oipp 1 nppay J,e oiyiempAd
‘PpaAyLIyd e pnaumwA uA neuuejjams nwAiSme
‘oun||uAd uoraiew paliAisA
:9ew J03uA) 4, neppAmsiajApp juud sp__r_c.;

‘AHunwwios sy ur a8en3ue| ysjspn 2y3 40 asn sy 98einodus 03
'9210Y2 [euosad 03 Suipiode ‘ysi3u3 Jo Ys|aan 4o wnipaw
343 YySnouy) os op 03 ss920.d 211RII0WIP BY3} 0} SINGLIIUOI
40 S321AJ3S S,[12UN0D Y1 SISN IO SBAIDIBI OYM SUOAISAD 3|geua 0]

'SWIE [12UN0) 3] ‘BWaYIS SIY} 01 UoIIeRJ U]

'‘PaunWAS A uA SaelwAg 4,0 ppAujap J,0ppAnidy o
‘uAjo8iun
JA jouosiad simap |9 UA Bausaes J,nau SaeiwAD A SumiiAg Amay
uAy pnaum | ppielessowspp s3so.q A 3 nuuesAd u nau JoSuk)
1,epA3 pojeip nau yiseuesems oippAugap uA ppAs gmed 1Son|jes

:MA umy unjjuAy Je seuAylad umaw so8ui) A pop

119UN0) 3Y3 yum s3uijeap

ui @sn 03 agendue| yaiym asooya 01 S ay1 d1gnd syl 430 240j2JaY]
[IIM [I2Uno) 3y ‘28ejuenpesip |eaJ e 1e d1ignd ay3 jo siaquiaw

2oe[d p|n0od 3y3i JBY] JO |BIUSP U3 JBY] PUE UOISSSIUOI B UBY] JaY]el
92110e.d poos jo Janrew e s| agenSue| patsaaud J19yl asn 01 wayl
3uljqeua jeys ‘e8engue| passajaid 119U} Ul J9113q SPISU PUR SMIIA
J19y3 ssaudxa ued a1jgnd ay3 Jo siaquiaw 1eyy sasiugooal [1PUN0Y 3y

'J2 8e ulpwA yium oippAugspp m 1 yiter ed simapp

I |mey JA ppaoyAs 41 Biuuhd uA Ajay sJo8uh) A ppAg |oisiaiuejue
BJ|]A}3S UMaW 10YJ N3 Yile] SIMap na olppAuapp | |mey 4,npems |es A
Je alel simap n,o1ppAuapp | 13on|e8 na mA yamieSjappos eu yoenAy
UA ep JajJe 0 J1BW BW ‘Y3iel SIMBP N3 UA ||2m UA uoluaySuey n e
uieq ns Igsuhy ppaoyhd 4 nepojse ||ed A poqeupAa uA JoSuiy JseN

‘|l@mAjoH i 3)jgnd ay3 03 $321A95 Jo uojsino.d ay3 ul 9didurid

1843 JusWB[dWI ||IM |1DUNOD 3yl MOY 1IN0 5135 dWaYDs siyl ‘Aljenba
JO siseq e uo ysij3u3g pue Ys|a\ 18343 [|IM 11 S9|BAA U] SSaulsng d1jgnd Jo
}Npuod sy3 ul 1eyl a|dpulid 3yl paidope sey 1DUNo) UMo] ||PMmAjOH

"UouuALa4] uA ppaoyAd 4,1 neyleeuesems

niediepp yum ouuoy JoppAmSa J,npasyieams uA Jo8ui) A ppAq

Ans ipou uA umy unjjuAa J,aejn “JelsesAS uA poq na jies A Je Sausaes
4,2 3aedwAg A uly uA ppAg A ‘nuwAysN SuA snppasoyAa sausnq [eUUAS
Yum ‘JoppAm3a 4 npeisAmgew ipam uouuAyal] Jai1 JoSuh) sepy

JNFHOS IDVNONYT HSTIM

TONNOD NMOL TTIMATOH

NONNAZ443HL 4341 HOONAD

DIVHINAD HLIVI NNTINAD




6 J0 € 98¢e4

8107 429030 paiepdn
2WaYyds a8en3ue ysiem

"sawleu [endul|iq 40 3snh
ay1 p4oddns ||im [1DUNOD Byl ‘s9l1else Mau pue suuawdo|anlap
‘5199435 JO SulWeu 3yl U0 PaYNSUOd S| |IDUNOD YLl UBYM

‘eaJe 8y} O a4njeu 213sIngul| syl 01 Suluisal Ag s19yewuadns
pue sdoys pue s3ssauisng ‘S2J10 SB YINS  SUOJIRIO|
ul Ajjen8uljig suSis 19813 01 sjuedidde a8eunoaus ||Im |12UNOD
9yl ‘suonedydde Buiuueld uo pPa}NSUOI S| |1IDUNOD) YT UBYM

‘nau oyuaIAmp nemua olppAujap

180u4a2 UA J03uAD A ppAg ppAmau nepeisA oe nepe|SA|giep
‘PpaopAas nemus e uh|Buh 1oBuA) J,e JluoySuASwA ueq
‘|lepde JA joppAylal unleu 1e ol1RIAS AMup ppaopeuydlejydle
Je nedols e nesausng ‘ppAaippAms siSaw ppaoa|jes

Je SoyyeiAmp uoippAmie 1pod | JAmsia8wA Bouue uA 108uiy
A ppAg ‘orun)juAs nepeisiag Je 108uA) 4 e JuoySuASwA ued

‘pailuswsa|dwi aie ASyl uaym saAie}ul pue s3idljod mau 01

paldde aJe awayds 3y3 Ul PaUIBIUOI S2INSEAW Y3 1BY] 2JNSUD

‘ITOT 24nsean

(se1em) @8endue ysjopn oYl pue £66T WY 28en3ueq ysiam

3Y31 Jepun sal|iqisuodsad s,[12uUno) 3Y3 JO pue ‘DWaYds Ay} Jo
aJeme aq ||Im Adijod Suile|nwJo) Ul PRA|OAUL 9SOY1 1BYY JNSUD

‘JuswaaJde s,J3U0ISSIWWO) 3yl INOYHM

paJ31je g jou ||im awayas ay] ‘Apoq agnd Jayio Aue jo

aWaYIs Yl Jo ‘DUWIBYIS 3yl Joa4e |[Im 1eyl sjesodoud Suip.iesal
2JUBAPE Ul J3UOISSIWWOo) adendue] Yys|a/n 24l YHm }nsuod
‘Arluniioddo Asana 1e

Ajing Azljenba jo sidipunid ay3 Sunnuawsajdwi 03 43502 A0W |[IM _
pue 3jqissod JaAsiaym Ys|aAA JO 95N 3y 91eli|1de) pue 3jowoid ¢ _
‘awayas aden3ue ysi@an 943 YHM JUS31SISU0D |

aJe Aayi 1eyl aunsus pue 193}4a 213sINBul| J1IBY3 SSasse

JJIm [12UN0) Y3 SRAIRIHUI pue s31a1j0d mau BuisiAap uj

"Ylem Je ppAmau nesjusw e nejsijod 104 Yy1m

npaJyuams na [aea uA unjjuA) A uA neansaw ppAg A neysais
‘T10¢

(nawAy) SeeswAg A unsajy e 66T SaeJWAD yile| JA Jppaq
uep o J03ulA) J,neqap|o4ljA8 o o unjjuAd 4,0 jopogAmuwA
uA nejsijod otunj| e pnaumwA uA ppAs jmes A pog neyJals
‘me|| uaejwA ppAuAisiwo) A gapuniAg gay umy

unjjuAd A Jipimau 1N jjede snppaoyAd o8 mAyaun unjjuAo
nau ‘umy unjjuA) A Je olyuays u,leppAs peramy mAyaun

ge uA|BuA me|| use|wA 3seawAo A ppAudisiwoy) e 1ioySuASwA
‘mepp e 3JA> goq ume|| uA gop|oppeJpA8 o JoppAmSa
J1,npaJiyliam 1e sau uA pnwAs uA oe ‘|gisoq u AuuAy ppAg

A SeuuAq pAid SseawAo 4 o1ppAujap osnjAmy e oppAmiAy
‘Yuep unjjuiy

J,e uosA3 uA poq na njejo ued joppAyial yyeyay na nsase

‘ ‘UA |

J08uA) A ppAg ‘ppAmau nesyuaw e nejsijod paliAIsA nau olun| Yy

SaAI1BIlUl pUB S31d1j0d

NeJjusw e nejstjod |

"B3JE 3] Ul spiepuels 3ulAl] 9yl aAosdwl 01 Spaau [BJ0]| 0}
puodsa. pue safjiAlde |e120s pue Juswdojanasp Allunwwod sjowoud o] |
gunjiom si 12UNOD By ALUNWWOI BY3 4O 341 3Y3 Ul 1ed uauiwoid e |
Aejd 1ey3 sdnoJ3 Aljunwiwod pue [eJn3|n2 ‘|BID0S JO JBqWINU € 3J. 3Jay]

"3WI1 Med SHJOM }J3]) 3yl pue ‘Siaquiawl paldala T Sey [1Puno) ayL

‘|lepJe JA UA mAq |

neuojes e|[@m3 uAmw Ja |03|| uoluaysue | ga1ewA ued joseyuapwAd
neppasedyilams e jopaunwAid nepe(SAjqiep oppAmIAY | o1yriems

UA J0BUA) 12BN “|EpJe JA pAMAW WA me||ude|) ueys seiemyd

uA jopaunwAyd e jouuel|Amip ‘joseypapwAd neidmis o Jajiu sep

"laswe ueyd u,olyrams
uA 243|D J,2eW 28 ‘SIp3J0Y3I3 Nepojae o T JoSuA) A ued aepy




640 7 a8ed

8T0T 439010 paiepdn
swayas a3en3ue] Ys|sp

"21|gnd ay1 01 321AJ3S [BNSUI|IQ B J34J0 UBD [1DUN0)
3yl eyl os 3jqelisap aq ||im s||1ys [en3uljiq 18y Sujwaipuod
pasiiianpe aq ||im 1 1UBIBA S3W023( 350d S I3 9yl USYMA

‘PpaoyAd

1,0 SoyisiAmp yiseuesems S1uuAd njje Jo8uh) 4,1 uAmuw

Ja [ounwAp uA SoyusiAmp nel|i8s poy Ipou ues ngasAgsiy
13 UA Jo8uA) A ppAg Sem uA 21310 A ppAms mepp ued

"YS[PM Ul wioj usnium ul Aiinbus J1sy3 ul pusas Jo ysij8u3 ui |ed
3Y3 Y3IM BNUIIUOD 03 BLUOI|3M S| [BNPIAIPUI Y3 JBY) Ule|dXa [[1m
Y4312 3Y3 Ys|a/W deads 01 saysim 21jqnd ay3 Jo Jaquisw B usaym
JBASMOH °185IN0 3Y3 WO YS[9/W Ul S||BD YIIM |E3P JOUUED
[12UN0) 3y3 ‘yYs|an deads Ajpuauund 10U s30p I3|D Byl SY

JAYIA| Amul SaelwAg

uA peljoywaA 12 uojue nau ausaes uA pemje J4,epAS neyleq
uAjo8iun 1,1 0s3040 poq o1uoqgsa uA 213|) A ppAq SaeiwA)
peJeis ounwAp uA ppaoyAs 4,0 pojae o4 ued puQ 'je3uAd

9| A uA SaelwAg uA nepem|es e oljap S1uuAS Jo8uA) 4,1 ppow
$30 piu ‘pAiq 0 uAy Je SseawA) pesers uA 213D 1 mA peu ueg

uoy} A soip ngaayieyhy |

sjiea suoydsjpl | 6
‘doynaiAmpp
‘len3uljig a9 [|1m d1jgnd 3yl 01 S19113| PJEPUE]S 4O JBINJUID ||V uA ppaoyAa 1,1 jouotes JAYIA|| B JAYIAIYDIAD god ppAg
'sAqsAy u AuuAy oq 3|| yilel simapp/simap
"'umouwy| 4| agengue| paJiajauad Jay/siy ul pajeiiul 12 UA ppaoyAd 4,0 pojae Se yiseigayosd god sinasydag
2q ||Im 21|gnd 3Y3 JO JsqUIBW B Y3IM 32U3puodsallod ||y ‘Goeawig A
US| Ul 3G [IM ‘YS[PMA UA yisepojeap A pAmileyuAya eu |gisoq u,sew 42 ‘SaelwAcg uA
$O Wnipaw ay3 ysnouyi pjay uaaq aAey jou Aew UOISSNISIP 3Y3 uosiad yyiel simap mA SaeiwA 1 lew pAm|pAsas 3| pojiesAs
y3noyyje ‘uosiad ayi jo a8en3ue| passasaid ay3 s ys|IM 181 nau gauAm uA gauAm nau ugyy sim8s UA|Ip UA y1aeiqayos ppAg
Paysi|qe1sa sem 1 a4aym 3u1199W e Jo YS|SAA Ul UOI1BSI3AUOID
928}-01-2784 J0 duoyds|a] e uImo||0) 92UBPUOdS3II0ID ||y ¢ ‘8aeiwAin
US| Ul PRJSMSUER 3 [[IM YS|3/\, Ul PaAIadal Ja113| AJang uA gaie 19 y41es Saeswho A uA yiseigayosd JuuAgusp so
Aejop Aue 01 peg) ‘Ipao
#2531 Ul 10U ||IM YS[3AA JO Winipaw 3yl y3noJy3 souspuodsalio) Isoyoe uA aeiwAo A SumiiAS Amay yiaeiqayos gaie ppAy IN
HEL ‘Bousaes
4o ysij3u3 Jayye ul UspUOdSa.I0D IWOIBM [|IM [I2UNOD) BY] ¢ 4,nau 3aeswAg A uA yiseigayos nmesaoud uA 108uh) A pphg ¢
(l1ew-a pue jrew) uoneElUNWWO UM (1so0g-2 2e 1sod) Bipauajli8sA ngayoo
2lgnd Supjeads-ys|ap ays yum Suieagq = g gaeJwA) peseis uA ppAs ppaoyAd 1 e upwa
"jdwoud Ajjenba pue piepueis ‘yyter Ampp A uA uojpAig Jow un
y3iy Ajjenba ue jo aq |im ysiE 4o ysiiSug ul papiaoud s321AI3S JA o€ |3yan uojes un 4,0 yieeuesem3 niediep uA JoSuiy A ppAg
Ajenb jo spiepueis | ¢ pPpmesue neuojes




610 g a3eq

810C 429010 patepdn
awayos aden3ue ysi@m

[ ‘ysn8u3 Jo ys|ap JaYaR Ul 21[gnd Sy Y1M SSUIISIW BLOIPIM
[I!M ]12Uno) ay3 ‘|enSul|iq 8Je SISQUIBIAI PUEB 3] 343 Uy

J4,nau FaeiwAp A uA ppaoyAd J,epAS ppAporiejhs nmesaoud
uA 103ul) A ppAg ‘BoyusiAmpp uA nepojay de 213 0} ueq

2llgnd ay3 yum sSupsaw ade4-03-ade4 | 71 PpPaoyAd 4,epAs qauhm uh gauAm ppAposiejiy
"Ysijdua ul 2q ||Im sainuiw Y "gausaes uA uolpouyod A ppAg
"ysigua ‘Sousaes
3¢ [[!M s3ulle3W S |12UN0) 3Y] Joj epuady pue 3oUBYL O uA J03uA) A ppApouiejAs o ua|Seyy e peisAgsAy god ppAg
ssuileaw [1DUNo) Aleuipig | TT 103uA) A |osape popiejiy
‘|len3ul|ig aq [|IM SUOIII|D "8oyaIAMpp UA |03|| peljoylast/perjoy3a we yisepogAm
-Aq/su01393[3 |B20] INOGE UOIIBWLIOUI JO XE] [I9UNOD ‘U0IIeINPS nau Jo8uA) A yia.y ‘SseswAo SsAppe ‘SaeawAg A pojesy
winipaw ys|ap ‘@8engue| ysiaan ay3 1noge sgujzsaw aignd ul uAs snppaoyAd poyieshs umaw olppAusep na |sed u As neipia|s
pasn a.e eyl s21e130. JO S19|Je3| Se Yyans S|elialew usnum Auy nau |uua|je} sidaw SipauaidsA ppAunapp mAyun ppAg
‘S|qe|leAR Uaym S321AJ3S uollelaldisiul 01 UOIIUR)IR, S9apuUalle |9ed Je o ued pAid A se nyiayAd yeeuesem e JAMYIAUAW
_ MeIp |[eys JleyD ayi ‘Suileaw syl Jo 1els ayl 1y M]As uAmp uA ppAaisped A ppAq ‘pogiesha A UAMYIAS Yy
"sjuswaduelle uolie|sues a1endoidde ‘jopolid nyuaijAa
3ulpiroad Ag pajdadsal ag pinoys siyl ‘ysijSug ul pa3anpuod nepejujaJi A pnaum Amaz AuuAy nyaued piiAp ‘Gausses yueiun
20 3siMmJaylo p|nom eyl uiisaw a1ignd e uj Ys|aan yeads 03 UA |[ede |34 1eppAs snppaoyAd poylejhs umaw SeeawAh) peders
SaYsIM 21|qnd By} JO JaqUWIaW B 1BYy] BJBME S| |I2UNOY) YL USYAA ounwAp uA ppaoyAd 1,0 pojse poy 108uA) 4,1 SAqsAY u,04 ueg
‘|12un0) 3y3 Jo Jjeyaq uo Jo "J08uA) A ued Je nau ued
Aq pa8ueuse s3unaaw a1jgnd Joy ‘pasu 03 Suipiodae ‘siaxeads Jiuja.p e snppaoyAd popiesAd umaw ‘mes A |0 uA ‘GaeawAn
-YS|2/\\ UOU 104 3131|108} UOIIER|SURL] 3pIACd ||IM [1DUNOD) BY L -1p A 19A3 Je ny1s1yAd Jayo niediep uA JoSuiy A ppAg
"YS[oM Ul pay 34 [|im Buileaw sy ‘Ys|apn yeads juasaud "dorJWAD UA popieyhs A Jilayuho Baeawhy pelers uA |[ouuasalqg
9501 ||B 1eY3 FuildaW e Jo SuluuiSag Yyl 18 JUBPIAS SI 1 4| uAs gmed pog popiejAd A uAmyaAS Je sAgsAy u mA sg
"JoyuaiAmpp
‘len3uliq a9 |j1m s3uieaw i jgnd Joy Ayongnd |1y uA yieyj 1,0 snppaoyAd poyieAd we ppAmisnppaoyid qod ppAg
‘[en3ul|ig a4 ||im suonaa|e-Ag/suoaa|e |edo| Suipiedal ~ "SoyusiAmpp UA |03 peljoylasi/peljoyis
UoewIojul Aue JO Xe] [12Un0) ‘UOIIBINPS WNIPaW ys|am we yiaepogAm nau 103uA) A y1a11 ‘Sseswhn 3sAppe ‘Gaeswio
‘a8en8ueT ysjap 2yl ssnasip 03 pjay si 1ey3 Sunesw a11gnd Auy A pojeup 1 4j)|nuAS e snppaoyAd poyiejAS mAyaun ppAg
. "Junsaw ay3 asplgnd Jo WJojul Jey3 S32[R0U ay] Ul "pojejAd 1,ngasAgsAy u,nau mied u As neanded A A 4|8 uA
Alies|d paiess aq |im siyj "|1ouno) aya Aq play sSuieaw 211gnd UAY J1sump “Jo8uA) A ues JijayuAs e snppaoyhs ppAposiejAd
18 Ys[3u3 40 YS|aAN JBYIIS Ul PAWIOI[SM BJE SUOIINGLIIUOY UMIW Sausaes 4,nau SaeJWAD A UA nepejuelAd JIMBSI0I)
[uno) ay3 o jjeyaq uo Jo Aq pasiuesio sSunaaw Jgnd | Of 1o8uA) A ued Je nau ues Jjugalp e snppaoyhs ppApoLiejAy




6409 aleqd

8T0T 1290100 paiepdn
awayds s8en3ueT Ys|op

"ysij3u3
pue ys[a/n ul |enba aq ||Im 1xa1 Jo ouautwold pue Aj1qi8s)
‘Alljenb ‘az1s sy] "ysi|8u3 ay3i anoqge Jo 13| ay3 03 Sulieadde

UOISJBA YS|3/\\ @Y1 yum ‘apis Aq apis seadde |im sadensue|

0oM3 3y] ‘3|qisuodsal S| [12UN0D BY3 Y2IYM 404 SUSIs uojjewoul
211gnd Jayjo Aue |im se ‘|en8uljig aq |m Apsadoud j1ouno)

uo sugis snoiaaad uide|ds. 950y JO SUSIS UOIIBWIOUI MBU ||y

‘Gausaeg _

A uA oe SseswAg A uA |enaejAS UA unisay A ppAmuBAjwe

Je JapJn|3a ‘ppmesue quiew ppAg ‘8ausaes A uagyomn

nau yumuyd A Je 3seswAg umisiay 4, e Jyoo uA Jyso soSueppwA
uA yater Ampp A ppA} a4 JuAuepwe |0411JAS UA J08UA) 4 2BW
A||1ess snppaoyAs yisepogAms uoippAmie mAysun pAsay
Aj124 2e ‘SoynaiAmpp uA Jo8uh) 4 ,oppia Je ppAmie uay )|

uA nau jeluAd on A we aipo8 e yisepogAms ppAmie qod ppAg

98eus|s 3310 |1PUNO) | ST 408Ul 1,ejppAms uoippAnuy
"ys!|3ug pue ys|a\, 40 YS|a/\ Ul q 03 S| dWBU S,|10UN0) 3y "‘8oy11e1Ampp u,nau SaeawAD UA J08UA) J,mud ppAg
Amuspi ajesodio) | T |oyiaelo)4i08 Yisejueuny
"Yysn8u3j ul aq [|im "8ausaes u,nau 8aelwAog
[I2UNOD 3Y3 40 J|BYyaq U0 13UJ31Ul Y3} U0 SPEBW SIUBWIIUNOUUY UA am A Je J03uA) A ues se aipum e nepelppaoyAd ppAg ¢
SIS EIpau |e120s pue sa)sqaM | €1 joseyiiepwAd o1yiampAmya ppaosjjes e uejamon

"YS[9M Ul WJo} uslium ul Alinbua

J19y3 Ul puas Jo ysijSu3 ul Jo33BW 3Y3 ssnasip 01 Allunyioddo
dY1 |BNPIAIPUI 3Y31 U310 pue uoilenlis ay3 uie|dxa Ajauijod

[I!M X13[D 341 ‘YS|oM yeads 01 Sulysim [12uno? ay3 S19e1U09
2ljgnd ay3 JO JaquiBW B UBYM JIABMOH "YS|IA Ul 21jgnd

3Y1 JO siaguiaw yum s3ulleawl 93e4-03-20e4 apjAcId JouueRd
[19UN0) 3yl ‘YS|2/\ yeads 3,uop SIDGUUBIA PUB YJIB[D 3Y3 UBYM

"FoeswAp uA SipsualligsA
UA perjoywA 12 uojue nau Sausaes uA Jazew A pojelp
1 uAjoBiun 4,1 31342 A SiuuAyd e BipaJes uA eyjjAyes 1,01uogsa
uA 243D A ppAq ‘8selwA) peuels ounwAp uA Jo8uhy 1e NyjjAsAd
uA ppaoyAa 1,0 pojse o4 ued ‘AuuAy 43 ‘SaewAD UA ppaoyAd
1,epA3 gauim uA gauAm ppApoyiesAd SiuuAa njjes uA JoSuiy

1, MA piu 8seiwAi) peJels nepojay 4,eu i3 A jjle BU LR )

"[IPUNOY) 343 Jo Jaquiaiy |en3uljiq

B Y3IM OS Op 01 YS|9AA Ul SI811BW SSNISIP 03 SBYSIM OYMm

211gnd ay3 Jo Jaquiaw Aue 3jgeus 03 uayel ale sjuswaduedse
2iedoudde jeyy aunsua |[Im 343D ay3 pue ‘ysijSug

10 Ys[@n Jayia ul agjgnd ay3 yum s3uileaw saWodjam |1dunoy
9U3 ‘YS|9M ul Si31eW SSNISIP 03 Yysim oym djjqnd ay3 jo
siaquiaw Yiim 133w 03 Sulj|im aJe pue |enduljiq d4e SIaqUIBIA]
3wios 1sed| 1. 1nq ‘YS|a/W\ Neads jou sa0p }J43[) BY3 Uaym

"J08uA) 1,0 SoyyIAMp

po|se SepAs AuuAy pnaum | 8aeswAn A uA uolisrew

pojely neisia ppAs ppaoyAa 4,0 pojae mAyaun iSonjje | pnaums
na |9ed uA nepeilulall poy njejos uA 243D A ppAg e ‘Sausaeg
J,nau FaeawAo A uA ppaoyAa J,epA8 ppApotieshs nmesaoud

uA 108uA) A ppAq ‘SaeswiAn uAh pojeus neisia ppAs ppaoyhs
1,0 pojae 3e poyiejAs | poseq uA de SoyiaiAmpp uA nepojae
4,0 ieyd jeid| o puo ‘SoyyaiAmpp uh 23|) 4,mA peu ued

"0S Op 01 ysim Aayi p|noys ysjaap Ul 343D
34l Yyilm sianew ssnasip 03 21ignd ay1 jo Jaqwaw Aue 3jgeus
0} ua>e) aJe spuswaguelle sleludoidde Jey3 aunsua |jim pue

"249]) J,epAd SaeawAg A uA uolalew pojelp |
AuuAy pnaums ounwAp u As ppsoyAs 1,0 pojae mAyaun 13on)je
| pnaum3 na [sed uA nepejujaJl poy njejos uA Je ‘Gausases




640 £ 28ed

8T0¢ 42q0320 paiepdn
awayds a3en3ue ysiam

0} uoj3e|a4 Ul dduelsisse |edlpoeld pue IApe apiaosd ued yilel
Jajuaw |edo] ay3 1eys 1uedidde syl Ajijou osje ||im [12UNO) YL

e ufj3uA josssewA yuowAyd e 103uid niediepp || [03]] Yilel
Ja1uaw A we ppAsiaSwA 1 nsAqsAy uA pAgay Jo8uh) A ppAg

‘uones|dde

J13Y3 ul S2ualpne Jiayl pue AJunwwod sy Jo ainieu aRsINSul|
9U3 pa123|ja. Aj@ieludoidde aney syuedrdde 1Y) 24nsua [|Im
[12uno) ay3 ‘suonediidde Suliapisuod usypp ‘Moddns [eloueuly
a4inbas Asy3 yoiym Joy (sa1)AAnoe ay3 Ul SduUsIpNe 11yl pue
Allunwiwos ays Jo aunleu [enul|iq 3yl 193|434 03 pualul Aayl
Moy 2q14asap 03 sjuedjjdde 1o pasu S| 513y} JBY3 JE3[D 1 3¥ew
[I1M ]12UN0D U3 ‘SIIHIAITOE |BIO| SPJEMO] 3IUBISISSE |RIJURULY
1o} Ajdde 01 Suipuajul asoy3 03 Juas S| ey} uolewJoul @yl uj

S1ea na UA jopoliq

UA eypia|InuAa n e paunwA3 A joppAyial snjeu nyosAma|pe
Ipam JAms1a3WA po) ney.ais uA Jo8uA) A ppAg ‘nepeisian
Insaw e 0sAmq yupn “(1uAjole Seny jouuele yyaeSouas

we uAjoS uA Jusew A (ne)ppasedyiriams A uA eypiajnuA

ne paunwAsg A joppAyial unjeu nyauAmalpe nperimg uA Jusew
A 3ns oyuBsipp JAmsia8wA 1 usBue poy 118 uA pnaums uA
108uh) A ppAq ‘|09|| neppaseSyliam 1e Seny jouueise pejuesyAs
we oisia8wA npeumg u,As [eys 4,1 Jippod e uoljAuew A up

22ue)sisse [elpueuly pue syuels Sulpiemy | /T Jouuelie yrowAys e nejjuess o>§.59.sw
‘3ausaeg
_ "ysij3u3j ul 310U3004 B Y}m uA uApoupaouyl epAg SaeswA) nepeippaoyAd umaw Siun
| suoneaignd a8engdue| ys|an ul Ajuo ys|aan ul pue suonealgnd uA SaeawAio uh se SoyysiAmp/ausaes nepeippaoyid umaw
7 [en3ul|iq/ysi|guz ui Ajjlenduljiq Jeadde [|im syuswasiziaape qor doyuaiAmpp uA soSueppwA uA IppAms uoigasAgsAy ppAg o
| "Soya1Ampp
‘lengul|iq 34 ||Im Wnipaw Jay3o Aue Jo spJeoq 32130U Uo UA ‘|lese SumijA mAyaun umaw nau nepplAisAgsAy Je ‘Gsem
‘ssa.d ay3 ul pade|d 3¢ 01 — $22130U PUE SIUSWISILIBAPE |I2UNOD) A uA posod m I - 108uh) A nepejsAgsAy e uoigasAgsAy ppAg
‘ "§0Y1IBIAMpPP UA |03]| peljoyiasi/peljoyia
, ‘|lenguljiq 8¢ ||Im suona3|3-Aq/suoi3d3|3 |e20] IN0Ce we yisepogAms e s03uh) A y1au] ‘SaeiwAio SsAppe
uoljewJoul ‘xe3 |12uUnNo) ‘UoiIEINPR WnIpaw ys|ap ‘@8ensue, ‘daeJwAD J e pnaumwA u As uousiew ppAg ppAmisnppaoyiyd
Ys|oM 243 yum 3uijeap sannianae Aldiignd pue SuisnisApy e ngasAgsAy neppasedyiiams unisap-pAysu Sup
‘2B M|
'3|g1ssad0e ppmey Jow un JA JueppAq e ppA|i8 1,epAS nyuiegsop na |aed
Allenbs aq pue say1a8o) painguiisip aq ‘Ajsnoaueynwis Jeadde UA ‘pAid un JA se soBueppwA uA umisiay nepp A ppAq ‘ueyem
[1!m Aay3 Ajaesedas paysiignd aJe suoisiaa ysiiSug pue ysiom 4 Je IppaoyAa na |3ed uA Sausaes e SaeswA) neuhisiay ppAgso O
'92/0y2 a@8en3ue| J3}J0 pue UoIINGISIP ‘93U3I130. "yyel simap siuuAyd e nypueqsop ‘ouiajA8sanid
-55042 Asea a1e1i|ioey 01 a|qissod aiaym apis-Ag-apis pajurid osnjAmy uAmuw Ja |qisoq u,0q 3|| JYI0 UA Jyd20 umisia) nepp
2 |[!M SUOISIZA Y| "JUBWNI0P 3UO Fuluo) suolsian a8engue) A aiyjeaBay "uaySopp un JA UA soSueppwA uA yiel AMpp J,epAS
4109 yum [endul|ig 39 ||Im swaoy uelS Jo |ealew Aloleue|dxa doyuaiAmpp uA quess 1uus|pny nau jopeluogsa ppAunap
‘sjuswnaop se yans aijqnd ayj e pawie suonedgnd ||y ‘neuusydop sigaw ppaoyAd A 1e Jijaue e ppAunap qod ppAg
siuawnoop 21jqnd uysijqnd pue mEu:_uo._n_ 9T snppaoyAd neippAunap |ppaoyAyd e oE:_._




640 g @3ed

8T0¢ 42403120 paiepdn
awayos a8en8ue ys|am

"Ajae|ngdas awayas ay3 asIjgnd [jIm |1UN0D YL

‘Ppiejo=ayl
uA unjuAa 4,1 ppAmisnppaoyAd 1oys uA Jo8ui) A ppAg

'9214J0 |e20|

9yl ul oday ay1 Jo Adoo e Suipe|d Aq ‘panocadwi ag p|nod 1
MO PUE 32IAJ3S 31 U0 SMIIA JI3Y] J34J0 0] Suapisal Supjeads
YS|9/W\ [B20] 31IAUI [|IM [I2UNOD) 3Y3 OS]y "J2UDISSILIWOD
a8en3ueq ysjpn 2yl 011uas Suiag Adod e yum [uo os

pue o.4q unded Ajyiuow ‘spieoq uollew.ojul |eaof ‘ssa.d [eao|
a1 ‘ajdwexa Joj) Ajjedo| pade|dsip aq ||1m 1By SWaYIS 3y}
gunuswajdwi uo 1odal [BnuUE JaLIq B 3AI33M ||IM |I2UNOD 3YL

‘ejppAms A uA pelppoupy 4,0 snppaoyAa idoa

mped AmJy ‘e[lam 12 411198 A 1ns e yiseuesems A we uieq na
S1uuAZ | |epae JA SaeswA) uoljo8l ppoyems uA pAgay Jo8ui)
A ppAg ‘3seswAg A ppAuAisiwog je ouoyo 1dod sjuojue

Je ‘[gAAe |osiw ouq unded ‘|03|| so8ueppJe neppJAq ‘|o3| Ssem
A *2'9] |103]| U Ippa0yAS 13 |9e2 UA ppAy B ‘unjjuAD A peipaiyiiom
Je JAq joppAuA|q peippoupy uAqiap uA JoBui) A ppAg

‘[PUNOY 3yl Jo 312D
Y3 YIM 3152J ||Im aLuayas syl Suioyiuow Jog Anjigisuodsay

‘un|[uA)
A peipaiyiiams oJiiuo) we |o4144AS uA ppAy so8uAy A ousp)

'3Wayas ay3 Jo uoleusws|dw|
3U31 Ul P3AJOAUL 34 OYM ||B 01 3|gB|IBAB 3¢ ||IM SUOIIDNJISUI
pue saullaping 1.y} 24Nnsua ||IM 3J3|D 3yl ‘paau 03 Sulpioddy

"unjjuAy J,npaiyiioms
e pnaumwA uA ppAs gmeq | |9e8 se nepeippAmieAyd
B neme|jued poq neyuais uA aua) A ppAg mies A |0 uj

"[19UN0D 3yl ulyMm siseq Aep-o1-Aep e
uo awayds ayi Sunuswsa|dw Jo 3|qisuodsal aq |[IM }J3]D YL

"108uA) A umay o ppApp
I PRAPP © un|uAD A peipasyiiam we |o414A8 UA ppAsoiaD A

“[19Uno) ay1 jo oddns [Ny 3yl sey awayas siyl

"108uA) A ume| yisedouss umy unjjuA) A ues aep

|

Sulioliuow pue sjuWISUEBIIE BAIIRIISIUILIPY

61

oJljuow e joppAutems nepelual] 7

"J8133| Aq awayds ay1 Jo s193dse Juenaa|ad ay
Yim palidwod sey 3 3eyl Wwpuod 03 pasu |im Axed paiy) ayy

"JAYIA| Amay unjjuA) J,0 joseuyisad neansaw J e olpnywApAs
Ipam poj 19 neyusepes 1ued ppApAiy 4,1 usBue ppAg

'SuoIed110ads 30eJiu0d Jo ulispus)
9Y3 Ulyum o3 aiaype o1 aaey [im Ased paiyl syl swayds ay;
Ul S2UNSE3W JUBAI[2J Y2IYM SUI[INO [|IM |I2UNOD 3Y] *|I2unod)

3y31 Aq pauljino se swsyds 3y Ul syuawalinbadg o1yads
AY3 Yyum Ajdwiod |jim jjeyaq su uo d1gnd ay3 03 SIDIAIIS JBAIIRP
03 Aued pJiy3 e asn 01 |1DUNOD 3y} Ag spew siuswaduelle Auy

"}oeJ3U08 Nau oJdpual negajAuew A UA myu e olunywApAS
ied ppApAiy 4,1 usBue ppAq A unjjuAj 4,0 joseuyliad

neansaj ed |pou uA Jo8uA) A ppAg 108ui) A ue8 pAm|lsuljwe
e |94 un|juAD A jopouad uoluAjoS e opunywApAd UA

ueJ 19 Je snppaoyAd neyiseuesems niediepp | uojieq ppApAs
olppAujapp | J08UA) A ued Jisum e nepejujaip mAysun ppAg

Avied paiya e Aq papinoad saoinies | ST

1nJed ppApAip ues Juadiepp e neyjseuesemn

‘@sod.ind siy1 10} 3|qejieae syuess
uo uonewuoyul Suipnpul ‘AliAide 3yl Jo 1U3U0D [BnSuljlq Y3

‘umy sedimd A 1e [9e3 Je ppAs nenuesd mAyaun Je yiaepogims
sAmuuA3 ues ‘ppasedyrioms A SoyysiAmp sAmuuiy




640 6 a3ed 810¢ 4990100 paiepdn
awayds a8endueq ysian

's1e2A ¢ AJaAa 3WaYds SIY1 JO SIUBILOD BY M3IAS |[BYS |1DUNOT a2yl "PPaUA|q € gqod umy un|juA) A sAmuuis nSAjope UA JoSuA) A ppAg
MIINSY | T7 nsAjopy

ss|em’||lemA|oy@)3J8]2 UMD}

SO[BM|[SMAIOY@DIIR[2"UMOT ‘L S/ TT/ (ZSETO) "rLZ 8HD 311ysiul4 ‘LSLTTL (ZSETO) "TLL 8HD ‘WIli4 A 1S ‘UouuAyal)
‘lIoMA|OH ‘s301140 32B|4 BjuBg ‘1I2UNO) UMO| [I2MAJOH “143|D umo | ‘20e|d dueqg ppAsppAms ‘UouuAyel) Jaul JoSuAd ‘1210 A 243D

10} passalppe aq p|noys :MJAs [ unjjuA) J e Sipaiy||AsAS

SWaYds Yy Fulpiedas suonsa8sns Jo syulejdwod ‘SpUsWWd Auy u As nepeiwAi8me nau uojuAmd nepemihs mAyaun ourzjAd pijAg

swuejdwo)y Qg uoluAm)y v




HOLYWELL TOWN COUNCIL

DOCUMENT RETENTION POLICY
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HOLYWELL TOWN COUNCIL

DOCUMENT RETENTION POLICY

1. PURPOSE

The council requires a number of documents for transacting its business and is committed
to retaining these documents in an appropriate format and for periods of time that:

e Enables statutory obligations to be met.

¢ Ensures security of documents.

¢ Protects employees’ privacy.

¢ Facilitates access to information.

e Optimises the use of storage space.

¢ |s cost effective,

e Facilitates destruction of redundant documents.

2. SCOPE

This Policy applies to users of the council’s information records, both paper and electronic,
and includes councillors and employees.

3. STATUTORY REQUIREMENTS

Documents subject to a statutory period of retention are identified by their associated
legislation in the table in Section 11.

4. SECURITY OF DOCUMENTS

The council’s records are held in paper and/or electronic format. To minimise the risk of
accidental loss of valuable records, masters or copies {as deemed appropriate) of paper-
documents will be stored off-site.

5. EMPLOYEES' PRIVACY

The privacy of personnel records will be appropriately assured.

6. AVAILABILTY & ACCESS

All records necessary for council business will be retained for a period of time that
reasonably assures the availability of records when needed.
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7. STORAGE SPACE & COST

Redundant records may be destroyed in order to reduce the cost of storage, indexing and
handling the vast quantity of documents that would otherwise accumulate. Destruction of
documents will be undertaken in accordance with the provisions of this Policy to avoid any
inference that a document was destroyed in anticipation of a problem.

8. ELECTRONIC STORAGE

Records maintained on electronic data processing storage media will be subject to the same

rules of retention and security as paper records.

9. POLICY IMPLEMENTATION

The Clerk will be responsible for the implementation of the Policy.

10. MONITORING & REVIEW

The Audit Sub-Committee will review the policy periodically to monitor its effectiveness and

continued suitability.

11. RETENTION PERIODS: STATUTORY REQUIREMENTS & BEST PRACTICE GUIDELINES

Document/Type Minimum Reason Associated
Retention Period Legislation
Agreements, Contracts & Related Correspondence
Contract Executedasa | 12 years e Proceedings Limitation Act
Deed founded on a 1980 Section 5
Contracts with indefinite contract may be
Customers, Suppliers or brought within
Agents these periods
licensing Agreements ¢ Actions for fatent
Rental/Hire Purchase damage may be
Agreements brought up to 15
Indemnities & years after the
Guarantees damage occurs
Other o Audit,
Agreements/Contracts Management
Quotations & Tenders 12 years Statute of Limitation
Property
Deeds of Title Indefinite Audit, Management
Leases, agreements, Indefinite Audit, Management Limitation Act
contracts 1980 Section 14B
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Accounts

Scale of Fees and 6 years Management

charges

Postage & Telephone 6 years Tax, VAT, Statute of

Records Limitations

Receipt & Payment Indefinite VAT

Accounts

Bank Statements, Last completed Audit

Paying in Books, Cheque | audit

Book Stubs

Paid Invoices 6 years VAT

Cheques 6 years VAT Statute of

Limitations

Receipt Books 6 years

VAT Records 6 years VAT

Investments Indefinite Audit, Management

Tax

Supporting 6 years Recaords should be VAT Act 1994

documentation for VAT maintained until any | Section 58 &

returns enquiry into a tax Schedule 11 Para
return is complete 6

Supporting 6 years Income Tax

documentation for {PAYE)

PAYE returns

PAYE related records
not required to be sent
to Inland Revenue

3 years after the
end of the tax
year to which

Regulations 2003
Reg. 97

they relate
Banking Records
Cheqgues, hills of 6 years Audit
exchange and other
negotiable instruments
Bank statements Last completed Audit
including audit year
deposit/savings
accounts
Instructions to banks 6 year after

ceasing to be

effective
Councillor Records
Minute books Indefinite Archive
Declarations of Office 4 years

Document Retention Palicy
Updated October 2018

Page 4 of 7




Members allowances
register

6 years

Tax Statute of
Limitations

Employee Records

Personal Records

12 years after

Health & Safety

Limitation Act

employment records may needto | 1980
ceases be kept longer
Applications for jobs 1 year after Defamation action e Discrimination
where the candidate is | notifying the limit Acts 1975 &
unsuccessful unsuccessful 1986
candidate ¢ Race Relation
Act 1976

e limitation Act
1930

Payroll/Wages

12 years after 31
January of the
following year of

Superannuation

Tax Management
Act 1970 Sections
12&15

assessment
P Forms (P45, etc) 6 years
Expense Accounts b6 years
Labour Agreements 10 years Best practice

Sickness Records

3 years after the
end of each tax
year

Statutory Sick Pay
{General)
Regulations 1982
Reg. 13

Accident Books

3 years from the
date of last entry

Timesheets 3 years from last
competed audit
year
Health & Safety Records | 3 years * Personal injury

actions must
generally be
commenced
within 3 years of
the injury

e The time periods
are extended in
relation to
employees
exposed to
hazardous
substances
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Leave Records 3 years
Time Keeping Records Last completed Last completed audit | Audit
audit year
Insurance
Policies While Valid While Valid Management

Claims correspondence

3 years after
settlement

See NALCLTN 40 Para
7 replicated below

Employer’s Liability
insurance Certificate

40 years from the
date on which
insurance
commenced or
was renewed

The Employers’
Liability (Compulsory
Insurance)
Regulations 1998
(§1.2753),
Management

Accident Reports and

3 years after

relevant settlement

correspondence

Play Area Inspection 21 years

Reports

Donations & Subscription Records

Donations given & 6 years Companies Act

related correspondence

1985 Sections
221-222

Deeds of Covenant

6 years after the
last payment
made

12 years if
payments are still
outstanding or
there is a dispute
with the Deed

Subscription Records

3 years after

Companies Act

cessation of 1985 Section 222
membership
Planning Applications & Associated Documents
Private Applications e HIC's Until the Freedom of
including documents comments &— | development is Information Act
relating to Appeals 6 years completed 2000
{Approved) * Other related
documents —
2 years
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Private Applications 5 years Until the period

(Rejected) within which an
appeal can be made is
expired
Appeal Decision relating | Indefinite NALC LTN 40 refers
to rejected Private
Applications
Major Developments 5 years
Copies of Structure As long as NALC LTN 40 refers
Plans, Local Plans & documentis in
similar documents force
Publications
Guides, Leaffets, Maps, | Subject to HTC's Copy should be The Legal Deposit
Plans needs deposited with the Libraries Act 2003

British Library Board

Meeting Records — Full Council, Committees & Sub-Committees

Agendas 5 years Record Keeping

Minutes Indefinite Record Keeping,
Archives

Correspondence Varies Foraslongasitis
useful/for
administration
purposes

NALC LTN 40 Para 7: Most legal proceedings are governed by the Limitation Act 1980
which provides that legal claims may not be commenced after a specified period. The
tables below sets out the limitation pericds for the different categories of claim.

Category Limitation Period
Negligence (& other 6 years
TORTS)

Defamation 1vyear
To Recover Land 12 years
Contract 6 years
Leases 12 years
Rent 6 years
Sums recoverable by 6 years
statue

Personal Injury 3 years
Breach of Trust None

All Holywell Town Council Policies are subject to an annual review

Document Retention Policy
Updated October 2018 Page 7 of 7




HOLYWELL TOWN COUNCIL

GRIEVANCE POLICY

Grievance Policy
Updated October 2018 Page 1of 11



HOLYWELL TOWN COUNCIL

GRIEVANCE POLICY

1. Why do we have a grievance policy?

We recognise that, from time to time, you may have a concern or complaint about your
work, working environment or working relationships that you may want to raise so that it
can be considered and, if possible, dealt with. We aim to deal with, and wherever possible,
solve these issues through normal day-to-day discussion and management. In some cases,
help from an independent mediator can help deal with problems, especially those involving
working relationships. This policy and procedure explains how you can raise a work-related
grievance and sets out how we will respond. We will take prompt and effective action to
deal with your grievance, as far as is reasonably possible.

2. Does the grievance policy apply to me in my role?

You need to know the grievance policy and procedures, that form part of your terms and
conditions of employment and part of the legal contract between you and us. This policy
applies to you and everyone else we employ, whether part-time or full-time, fixed term or
permanent. It does not apply to workers who are not employees or past employees who no

longer work for us.
3. Roles and responsibilities
3.1. Your responsibilities

All our employees have a duty to act and behave in line with the employee code of conduct
and our terms and conditions of employment, policies and procedures. You have a personal

responsibility to:

¢ aim to settie grievances informally wherever possible, between you and the other
person involved or if this is not possible, informally with your manager.

e aim to sort out the issues through mediation where appropriate and agreed by both
sides.

* co-operate with investigations and meetings as necessary.

e be fully aware of the conduct and behaviour expected of you and keep to these
standards.

¢ behave in a sensitive way and maintain confidentiality when involved in grievance
matters.

¢ make sure that the person you choose to go with you to meetings is available and
goes to those meetings.

e understand your right to appeal and the associated procedures.
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3.2. Duties of managers

Managers have a particular responsibility to make sure that within their area of controi,

everyone demonstrates appropriate conduct and behaviour. They should lead by example

and be aware that an abuse of their position will send mixed messages about what is

. acceptable behaviour. Managers are responsible for:

making sure they and their employees are aware of this grievance policy and
procedures.

taking prompt action when an employee raises a concern and aiming to sort out
matters informally.

handling all grievances sensitively and confidentially.

letting employees know about other help and support available.

familiarising themselves with any guidance and taking part in any relevant training to
help them deal effectively with grievance cases in line with this procedure.

keeping to the requirements of the policy when dealing with cases.

3.3. Trade union representatives

Trade union representatives are also able to help their members who are involved in

grievance matters by:

promoting appropriate conduct and behaviour in the workplace.

supporting and advising trade union members involved in grievance procedures.
co-operating with investigations and meetings as needed.

behaving in a sensitive way and maintaining confidentiality when involved in
grievance matters.

making sure that they go to scheduled meetings when agreeing to accompany
employees involved in grievance investigations and hearings.

4. The main principles

The following principles support how this policy will work in practice:

All employees will have the opportunity to resolve a grievance in a fair and
appropriate way.

Employees should raise any grievance as soon as possible so the matter can be
sorted out promptly.

Grievances will be dealt with as soon as is reasonably possible and will be moved
forward without unnecessary delay.

Managers and their employees have a joint responsibility to work together to sort
out issues early and informally before they escalate and become more difficult to
resolve.
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¢ Allinformal approaches to dealing with grievances will be used before moving to
the formal procedure.

¢ Mediation should be considered as a way of dealing with the grievance during the
informal stage, before moving to the formal stage and at any time during the formal
stage. However, you can choose whether to take part in the mediation process
or not.

s |fyou are involved in a grievance matter, you can be supported by a companion
(a trade union representative, an official employed by a trade union, or a fellow
employee) in formal meetings throughout the grievance process.

e We will not discriminate against any employee for raising a grievance, being the
subject of a grievance or being a witness in a case.

e All discussions between the people involved with the grievance will be in strict
confidence. If anyone breaks this confidence, we may treat it as a disciplinary
offence. Confidentiality will be maintained at all times unless there is a legal
obligation for us to take action, in which case we will tell you beforehand.

o Raising a grievance that is known to be without foundation, or is in any other way
vexatious or malicious or in bad faith may be treated as a disciplinary offence.

Matters raised as part of a grievance can be emotional and upsetting. However, it is not
acceptable to be abusive or insulting to others. All those involved should treat each other
with respect and express themselves calmly and professionally. If you do not show respect
and are abusive, insulting, or threatening, we will treat this behaviour as a misconduct

matter under the disciplinary policy.

Grievances dealt with through this procedure may not always produce the outcome the
person making the complaint wants. However, if we use the procedure effectively, it should
lead to everyone involved recognising that the outcome is fair, reasonable, and appropriate

in the circumstances.
5. Procedures
5.1. Mediation

Mediation offers early action before problems turn into major issues for all concerned. It
allows those involved to consider options to deal with situations and reach a mutually
agreeable outcome, by using an accredited and independent mediator.

Mediation is also a process that works well alongside formal arrangements for dealing with
workplace issues, such as concerns and complaints from employees about their work, the
working environment, or relationships. It can also help to sort out complaints of
harassment, discrimination, victimisation, and bullying in the workplace.
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Taking part in the mediation process is voluntary, as everyone needs to enter into it in an
open-minded and constructive way for it to be effective. If the people involved in a
grievance agree to take part in mediation, they will not be disadvantaged, whatever the
outcome.

Given the positive outcomes that can be achieved, we would recommend you and your
managers consider mediation at any time during the informal or formal stage of the
grievance procedure. If you have not done so already, you are strongly encouraged to
consider mediation before moving to the formal stage of the procedure. You can get advice
on mediation from the Clerk.

Where mediation is agreed part-way through the grievance procedure, we will suspend the
procedure and wait for the outcome of the mediation.

Mediation can also be used at the end of the grievance process to repair and rebuild
relationships after a dispute or conflict. Managers should also bear in mind that the action
taken to deal with a grievance might have an effect on other people who may now feel
aggrieved. Mediation may also be an option to help these people deal with the issue.

5.2. Informal stage

Grievances can often be dealt with quickly and informally through discussion with your
manager, and we expect every effort to be made to deal with matters informally. More
often than not issues and concerns can be dealt with at this stage, allowing effective
working relationships to be maintained. As a result, we expect you to raise any concerns or
issues informally with your manager.

Informal discussions with employees are not part of the formal grievance procedure and so
you do not have a legal right to be accompanied by a companion {a trade union
representative, an official employed by a trade union, or a fellow employee) in these
discussions. However, if you ask for this, your manager should aliow you to be accompanied
by your chosen companion.

Your manager will discuss your concerns in confidence, investigate where appropriate, and
deal with the concerns fairly and promptly. In discussing your concern with your manager,
you should relate the facts of the situation, how this is affecting your performance or
personal well-being, and what you expect to be done to sort the matter out.

If appropriate, your manager may want to discuss the matter with your colleagues or others
involved to get to the root of the concern or gather more information to see how best to
deal with the grievance. These people must be told that the information they provide will
form part of the informal process and, if the grievance moves on to the formal stage, will
form part of the information that is given in confidence to any other person who deals with
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the grievance. They should also be reminded that all information is confidential and that
breaking this confidentiality may be seen as a disciplinary offence.

It is the manager’s responsibility to aim to sort out the grievance informally and to let you
know the outcome. This would normally take the form of a summary note of the discussion

and outcome letter.

If your grievance is about your manager, you should raise the matter with another senior

manager.

By aiming to sort out the grievance informally in the first instance, the issue will usually only
move on to a formal grievance if it cannot be dealt with informally.

The informal route may not always be appropriate due to the seriousness of the grievance
and, if appropriate, the matter should move direct to the formal grievance procedure.

5.3. Formal grievance procedure

The grievance must be given in writing (if you did not do this at the informal stage) setting
out the nature of the complaint and explaining how you would like to see the matter
resolved. You should also explain how you have tried to sort the issue out before making a
formal grievance. You should also provide any supporting documents at this time.

After reviewing the details of the grievance, your manager may be able to deal with the
matter without the need to arrange a formal grievance meeting, if there is an agreed

solution.

If this is the case, your manager will confirm in writing to you the action that is to be taken
to deal with your grievance and will confirm that the matter has been sorted out.

If the matter is still not sorted out, your manager will arrange a grievance meeting,
5.4. The formal grievance meeting

You will be entitled to be accompanied by a companion (a trade union representative, an
official employed by a trade union, or a fellow employee) at the meeting.

If the grievance relates to your manager, we will appoint a grievance officer to hold the
meeting. However, we wiil ask the manager in question to attend a separate meeting, so
they can respond to the concerns raised.

During the meeting, you wili be asked to explain your grievance and to state how you want
the matter to be sorted out.
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The person who accompanies you may address the meeting to put your case, respond on
your behalf to any views expressed, ask questions of witnesses, and consult you during the
meeting. This person can also ask for an adjournment of proceedings to consult you.
However, they do not have the right to answer questions on your behalf, address the
meeting if you do not want it, or prevent management from explaining their position.

We may sometimes need to adjourn a grievance meeting part-way through for further
investigation to be carried out. If this is necessary, we will make arrangements with you
about resuming the meeting later.

5.5. Decision-making

When the meeting has finished, the manager or grievance officer will prepare a grievance
report containing their findings. This report will be prepared as soon as possible but the
circumstances of each case will decide how quickly this can be done.

The manager or grievance officer may decide that:

* the grievance is not upheld

 the grievance is upheld, and set out action (if any) that needs to be taken by the
manager or employees concerned to resolve the grievance and avoid it happening
again; or

* the grievance is upheld, and the conclusions reached show that there is a case to answer
which amounts to misconduct or irregularities which should be dealt with under the
discipline policy or that there are issues relating to dignity at work which need to be
dealt with under the dignity at work policy. In which case, the grievance report will form
the basis of the investigation related to discipline or dignity at work.

Your manager or grievance officer will meet with you to discuss the outcome and this will be
confirmed in writing. This letter will include the reasons that led to the decision, details of
the appeal process and a copy of the grievance report.

If the manager or grievance officer says in the report that any managers must carry out any
action to sort out the grievance, they will also meet with them, confirming the outcome and

any action needed.

If the outcome shows that disciplinary procedures should be carried out, you will not be
entitled to be told about the outcome of those proceedings, merely that they have been
started.

The outcome will also be given to the employee who is the subject of the grievance. The
grievance officer will tell any witnesses that the grievance process has come to an end.
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5.6. Failure to go to the grievance meeting

You are responsible for making sure that the companion (a trade union representative, an
official employed by a trade union, or a fellow employee) you have chosen to accompany
you is available to go to the meeting. If they are not available on the proposed date, you
can suggest another date and time as long as it is reasonable.

Once rearranged you will receive a further letter from your manager confirming the revised
arrangements. This letter will also explain that if you fail to go to the rescheduled meeting,
and there is no valid reason for not doing so, we may make decisions in your absence.

If you cannot attend due to a medical reason, we will ask for advice from an Occupational
Health Professional and any reasonable adjustments will be put in place in order to move

forward.

You will be told that, unless there are exceptional circumstances, the rescheduled meeting
will go ahead if your companion (a trade union representative, an official employed by a
trade union, or a fellow employee) cannot attend.

In exceptional circumstances, if a decision will be made in your absence, you will be given an
opportunity to make written comments direct or through someone else (for example, your
trade union representative). A decision will be made based on the evidence available, and
your manager will tell you as soon as reasonably possible.

5.7. Collective grievance

If more than one employee wants to raise the same complaint or express a common
grievance, it will be treated as a collective grievance.

A trade union official on behalf of the peopie involved, an individual on behalf of the group
involved or a work-based colleague of the group involved may provide a collective
grievance.

However, in all cases, all those involved must be named and must give their written
approval, so their representative can take forward the collective grievance on their behalf.

Collective grievances will follow the procedures set out above.

The collective grievance procedure does not replace the regular consultation that takes
place between us and our trade unions in social partnership meetings. Nor does it replace
the normal consultation between management and trade union representatives which
forms part of the employment relations process for, as an example, handling redundancy
situations, proposed TUPE transfers or review of working arrangements and so on. This is
because there is an obligation for social partners to consult with a view to reaching
agreement on matters.
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5.8. Appeal process

If you feel that you have not received a satisfactory solution to your grievance, you may
appeal against the decision.

You should submit your appeal in writing, setting out the nature of your complaint and what
you are hoping to achieve from raising the grievance appeal. We will appoint an appeal
officer who will not have been involved in the case so far.

The Clerk must make sure that all papers relating to grievance decisions and proceedings
are made available to the appeal officer. Any supporting documents should also be sent at
this time including a copy of the outcome letter from your original grievance meeting.

You will receive a letter from the appeal officer inviting you to a meeting to present your
appeal as soon as possible after the letter of appeal is received. You will have the right to be
accompanied by a work colieague or trade union official.

You must confirm you are coming to the meeting and give the name of the person who will
be coming with you. This person’s role will be the same as for grievance meetings.

The appeal meeting will be carried out by the appeal officer. The Clerk will go to the
meeting to provide advice on procedural matters.

At the appeal, you will have the opportunity to explain why you are not satisfied and set out
the reasons for your appeal in more detail. The appeal officer will ask you to answer
questions to get a fuller understanding of your complaint.

After the meeting, the appeal officer will send a note of the meeting to you. You should sign
and date the note and return it to the appeal officer as soon as possible.

Depending on the circumstances and the nature of the complaint, the appeal officer may

either:

¢ uphold the original decision
¢ not uphold the original decision
¢ uphold the original decision but change the agreed action.

The appeal officer will meet with you to discuss the outcome and this will be confirmed in
writing. The appeal decision is final and represents the end of the grievance procedure.

6. Keeping records

We will keep confidential records about the grievance on file and in line with data
protection legislation and our policy on managing records.
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Everyone involved in the grievance matter will have been given the opportunity at the
appropriate point to check the accuracy of any written information, appropriate to their
involvement in the case,

At the end of the process all originals and copies of records {hard copy and electronic} must
be sent to the Clerk for them to keep confidentially and to securely destroy any copies. All
electronic records held by officers involved in a case must be deleted.

The records kept will give details of:

e the grievance raised

» findings made, and details of action taken (if any)

* arecord of the reasons for the action that was taken

« whether there was an appeal and, if so, the outcome

* notes of any formal meetings

¢ any wider subsequent developments. For example, a review of policies and
* procedures or a need for extra training for managers.

7. Information

We will tell all employees about this grievance policy. We will make a copy of the policy

available to employees.
8. Support for employees

We want to provide a workplace that is open and supportive to those who need advice and
support. If you are in any doubt about what to do, you must seek advice from your manager
or trade union representative.

Anyone involved in a grievance matter may find the situation stressful or difficult and may
want to talk things through in confidence with a professionally trained counselior. You can
access this service through the Clerk.

9. Review and monitoring

We will regularly review this policy. We will tell you about any changes agreed and made to
this policy.
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10. Flowchart

Grievance arises

Informal Stage —
Discuss With Manager

No Further Action

Consider whether it is a
minor or more serious

Informal Action

issue

Grievance Meeting —
Grievance Officer appointed,
and date arranged

Decision Making —
Grievance Report

No Further Action Formal Action —

Mediation/Disciplinary

Appeal Process Action

All Holywell Town Council Policies are subject to an annual review
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HOLYWELL TOWN COUNCIL

SOCIAL MEDIA POLICY

1. PURPOSE

The Town Council have decided to utilise social media as a means of improving and enhancing
communication with the Holywell community and external agencies. The social media platforms
include but are not limited to Facebook, Twitter and Instagram.

The following are some examples of how social media will be utilised:

e To post information about and promote forthcoming events, e.g. music festivals, Christmas
tights switch on, etc.

¢ To post relevant information relating to the town, e.g. road closures, planning matters.

e To facilitate debate and consultation, e.g. community matters, community meetings.

e To signpost local residents and the wider public to relevant sources of information.

e To inform the public of the purpose and remit of the Town Council and the scope of its
powers.

e Network with other organisations, e.g. Wales in Bioom, Flintshire County Council and other
Town and Community Councils.

¢ Link to the Town Council website to obtain further information on the Council’s activities.

2. POLICY GUIDELINES

The social media platforms should not be used as a means for complaining by the Town Council
about other organisations or individuals.

The policy does not exist to gag councillars or prevent them expressing views. However,
consideration must be given to any comments made which may be seen as politically sensitive,
divisive or bringing the Town Council into disrepute. Any comments made must not be disrespeciful
or be seen as bullying. All comments made should focus on the issues and not individuals. In
addition, councillors are asked to be mindful of:

a) Personal privacy settings on their own social media pages.

b) Comments made on personal social media pages.

c} Considering adding a disclaimer to personal accounts that views expressed are their
own, not that of the Town Council.

This policy will remain a working document and will be amended as required based on the
experiences and activities which occur when administering the social media pages.
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3. ADMINISTRATION AND MANAGEMENT
The Following guidelines are for the administration and management of the social media pages.

1. The social media pages will be administered and managed by the Support Officer, in

consultation with the Clerk.

The Support Officer will monitor the pages on a daily basis during the week.

Any activity on the pages which occurs over a weekend period will be considered on the first
available working day.

4. The Council Offices and Communications Sub-Committee will consider in detail the activity
on the pages once a quarter and report findings to the Full Council.

5. Individuals who choose to comment on the pages, the general public and councillors will all
be treated equally.

6. The social media pages are primarily used as means of sharing information. The Council will
only respond to comments as deemed appropriate and social media will not be used to
enter into any longer term dialogue with any individual or group of individuals.

7. Any comments made on the pages which are perceived to be offensive and/or unacceptable
will be removed and the individual advised via a personal message.

8. If the same individual has three comments deleted for being in breach of the guidelines, the
Administrator will block the individual from all social media pages. The individual will be
notified of the action and advised of the appeal process.

9. There will be two criteria when determining permanent blocking of an individual from the
social media pages:

e Criteria One — Immediate Block - Where a comment is deemed to be highly offensive,

threatening or discriminatory or where an individual is pretending to be the Town
Council.
e (Criteria Two — Three strikes and out warning system - Where a comment is deemed to

be disrespectful, intimidating or politically sensitive.

4. APPEAL PROCESS

In the event of an individual being blocked from the Town Council’s social media pages they will be
notified via a personal message of the reason for the decision. They will also be notified how to
appeal against the decision.

The individual will have a period of 28 days to appeal from the date of the original notification by the
Administrator that they have been blocked from the site. The individual will be required to provide
a written statement stating their argument for re-instatement to view and comment on the Town
Council’s social media pages.

The Council Offices and Communications Sub-Committee will consider the individuals appeal at the
next available meeting following receipt of the appeal and inform the individual of the outcome in
writing within 28 days of the meeting.
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5. BLOCKING INDIVIDUALS

Blocking an individual limits them from viewing posts you share on your timeline. Most ties
currently held with the individual blocked will be broken. Blocking is reciprocal, so you will not be
abie to undertake activities like starting a Facebook chat or send a message, or view posts on their
timeline.

Removing a block will not restore the friend connection. If an individual is blocked a new friend
request on Facebook will need to be sent to the individual to reinstate them.

6. GENERAL INFORMATION

The privacy settings will be set in accordance with the levels agreed by the Full Councit and will be
reviewed on regular basis.

The password will never be shared with anyone not authorised to administer the site.

Alt councillors and administrators of the site will not post and share personal information —
especially information that could be used to identify or locate them offline, such as addresses and
telephone numbers.

Any content that violates the Facebook Statement of Rights and Responsibilities will be reported to

Facebook.

The Moderation Blocklist — This will be used to prevent keywords from appearing on the Town
Council’s pages. When individuals include bfacklisted keywords in a post or comment on the page,
the content will be automatically marked as spam. The Profanity Blocklist will also be used which
will block the most commonly reported words and phrases marked as offensive by the broader

community.

All Holywell Town Council Policies are subject to an annual review
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