Appendix A

EARLEY TOWN COUNCIL
Treasury Management Strategy

Introduction

This policy is created under guidance issued by the Secretary of State for Communities & Local
Government in accordance with the Local Government Act 2003 and as amended by the
Levelling-up and Regeneration Act 2023. This plan also complies with guidance within the
Practitioners’ Guide 2026/27 — Governance and Accountability for Smaller Authorities in
England.

A treasury management plan, or strategy, is a framework that outlines how an organization
manages its liquidity, cash flows, and financial risks. It ensures the Council always has the
necessary funds to meet financial obligations while optjnizing surplus cash and mitigating

market risks.

This strategy establishes formal objectives, policies and practices and reporting arrangements
for the effective management and control of the Council’s treasury management activities and
the associated risks and should be read in conjunction with the Council’s Financial Regulations.

Strategy

The guidance requires local councils to prioritise security, liquidity and yield in that order of
importance:

e Security — protecting the capital sum invested from loss
e Liquidity - ensuring the funds invested are available for expenditure when needed

s Yield - potential revenues

In addition to its treasury management and investment activities, the Council will maintain an
appropriate level of funds in general reserve, along with appropriate ear marked reserves for
specific projects and investment in facilities and services.

Investment Objectives

The Council’s investment pricrities are — the security of its reserves, the adequate liquidity of its
investments, the return on its investment — the Council will aim to achieve the optimum return
on its investments commensurate with proper levels of security and liquidity.

The Department of Communities and Local Government maintains the borrowing of money
purely to invest or to lend and make a return is unlawful and the Council will not engage in such

activity.

The Council’s investments may include funds allocated to specific ear marked reserves or
general reserves but not yet required.



The Council will monitor the risk of loss on investments by reviewing credit ratings on a regular
basis. The Council will only invest in institutions of high credit quality — based on information
from credit rating agencies such as Fitch Ratings, Standard and Poor’s and Moody’s Investors
Service.

Specified Investments

Specified investments are those offering high security and high liquidity, made in sterling and
with a maturity of no more than a year.

For the prudent management of its treasury balances, maintaining sufficient levels of security
and liquidity, Earley Town Council will use:

e Deposits with banks and building societies (currently Barclays for day to day banking)
e Other approved public sector investment funds (currently CCLA Public Sector Deposit
Fund)

The choice of institution and length of deposit will be at the approval of the Policy & Resources
Committee.

The Council will aim to achieve the optimum return on its investments commensurate with the
proper levels of security and liquidity. ) Q{

Non-Specified Investments ’4?'}‘,:;

These investments have greater potential risk, examples include investment in the money
market, stocks and shares. The Council currently has no funds in non-specified investments.
Given the unpredictability surrounding such investments the Council would seek professional
advice before considering such investments and give due consideration to the proper levels of
risk, security and liquidity.

Liquidity

The Policy & Resources Committee in consultation with the Town Clerk/Responsible Financial
Officer will determine the maximum periods for which funds may prudently be committed so as
not to compromise liquidity.

Investments will be regarded as commencing on the date the commitment to invest is entered
into rather than the date on which the funds are paid over to the counterparty.

Long Term Investments

Long term investments are defined as greater than 12 months.

The Council does not currently have any long term investments.
Short Term Investments

The Council currently has short term investments with the following:

e Barclays - current account

s Barclays ~ deposit account

o NS&I

e CCLA Public Sector Deposit Fund www.ccla.co.uk
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Investment Reporting

Regular monitoring of investments is reported to the Policy & Resources Committee by the
Responsible Financial Officer. Information will also be included in the Council’s end of year

Unaudited Financial Statements.

Review & Amendments

Each financial year Earley Town Council will review this strategy which should be approved by
Full Council. Any material change during the year would also require approval at Full Council.

The Council reserves the right to make variations to the Treasury Management Strategy at any
time subject to the approval of Full Council. Any variations will be made available to the public.
The Strategy will be published on the Town Council’s website www.earley-tc.gov.uk

June 2026
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Policy & Resources Committee Meeting — 10™ June 2026

Agenda Item 10 - TOWN COUNCIL GRANTS — TRANCHE 1 - MAY 2026

To consider the following grant applications for the financial year 2026/2027: -

Organisation

Berkshire Muslim Arab Community Association

Amount requested

£3000

Reason for request

To sponsor a Diverse Youth Empowerment Programme for young
people aged 11-18yrs from diverse cultural backgrounds.

No. of FEarley Residents

120 approx

Comments

15t Application. Accounts not supplied. Additional information
requested about sessions and breakdown of how grant will be spent.

Organisation

Community Chess for Wellbeing

Amount requested

£1500

Reason for request

To fully fund the setting up of a new initiative to provide weekly
chess sessions free of charge to adults, children, including SEND
that will offer social interaction and reduce social isolation.

No. of Earley Residents

Estimated figures provided of 100 — 150 per year

Comments

1%t application

Organisation

The Cowshed

Amount requested

£3000

Reason for request

To contribute towards the salary of the Donations Supervisor

No. of Earley Residents

61 within past 12 months

Comments

2025/26 Award - £2000 to help maintain existing vehicles

Organisation

Earley Community Bus

Amount requested

£850

Reason for request

Support for office administration costs

No. of Earley Residents

667 (Wokingham Borough) unable to give exact numbers for Earley

Comments

2024/25 Award = £750 towards office administration costs.

Organisation

Earley Cricket Club

Amount requested

£7500

Reason for request

Purchase for two sight screens, pitch mower and repair/upgrading of
cricket nets

No. of Earley Residents

50+

Comments

Previous unsuccessful applications




Organisation

Epilepsy Berkshire

Amount requested

£1000

Reason for request

Towards funding for hire of premises to hold meetings and the
purchase of gazebo and table in order to attend events.

No. of Earley Residents

12 from membership numbers

Comments

1% Application. Safeguarding policy provided.

Organisation

Heal Harmony England CIC

Amount requested

£3500 and the provision of a venue free of charge once a month to
host 5 Multi-cultural Open Mic evenings

Reason for request

To hire sound systems, microphones, compere and towards basic
operational costs to host 5 x Open Mic evenings either free of
charge or at a low cost to the public to help strengthen and promote
community connection

No. of Earley Residents

Estimated 180 — 200 have participated in Open Mic events held in
Earley in the past year

Comments 15" application
Organisation Keep Mobile
Amount requested £3887

Reason for request

To assist towards service provision costs due to shortfall to help
increase availability and maintain affordable fares.

No. of Earley Residents

426 registered members

Comments

2025/26 May Award - £2000 to help cover provision costs.
Update report provided.

Organisation

Laurel Park Netball Club

Amount requested

£4500

Reason for request

To contribute towards running costs for court hire, kits, staff
coaching/umpiring qualifications

No. of Earley Residents

42 from membership records

Comments

2021/22 Award = £250 for equipment and coaching/umpiring
courses. Safeguarding policy provided.

Have requested a copy of accounts and breakdown of how grant
will be spent.

Organisation

Link Visiting Scheme

Amount requested

£2500

Reason for request

155 within past 12 months

No. of Earley Residents

To help towards the funding, monitoring, management and
supervision of volunteers

Comments

2025/26 May Award - £2000 towards monitoring, management and
supervision of volunteers and update report provided.
Safeguarding policy provided.




Organisation Salvation Army Lower Earley

Amount requested £2000

Reason for request To improve the seating facilities in community garden

No. of Earley Residents | Estimated figure provided of 26,875 over the past year based on
bookings, weekly programmes and walk-in visitors.

Comments 2023/24 Award - £2000 towards kitchen garden and vegetable
troughs.

NOTE:
ETC’s budget for Grants 2026/27 = £40,000
Total requested for Tranche 1 = £33,237

Full application details will be provided to the Committee.

Members to RESOLVE as appropriate.
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EARLEY TOWN COUNCIL
ANTI-FRAUD & CORRUPTION POLICY

Introduction

Earley Town Council is committed to ensuring effective safeguarding of the public money
and all other assets and resources for which it is responsible. Therefore the Council is
committed to the prevention, detection and investigation of all forms of fraud and corruption
which could threaten the security of its assets or its reputation.

In administering its responsibilities, Earley Town Council will operate financial control
systems which mitigate against fraud and corruption, whether it is attempted from outside or
inside the Council. The Council is committed to an effective anti-fraud and corruption

strategy designed to:

¢ Encourage prevention
¢ Promote detection
¢ Identify a clear pathway for investigation

The Council expects to lead by example and the propriety and accountability of members
and staff at all levels will ensure adherence to all legal requirements, rules, procedures and

practices.

The Council also expects those individuals in outside organisations (e.g. suppliers,
contractors) with which it comes into contact, to act with integrity and to assist the Council in
implementing measures designed to prevent fraud and corruption.

The Council's anti-fraud and corruption strategy is based on a series of comprehensive and
interrelated procedures, designed to frustrate any attempted fraudulent or corrupt act. This

covers:

o Culture

e Prevention

e Detection and Investigation
e Training

The Council is subject to a high degree of external scrutiny of its affairs by a variety of
bodies and people, including:

Internal Auditor

External Auditor

The Public — Annual inspection of the accounts.
HM Revenue and Customs

As part of the Auditors’ duty, they are required to ensure that the Town Council has in place
adequate arrangements for the prevention and detection of fraud and corruption.

Culture

Earley Town Council is determined that the culture and tone of the organisation is one of
honesty and opposition to fraud and corruption. There is an expectation and requirement



that the individuals and organisations associated with the Council will act with integrity, and
that Council members and employees at all levels will lead by example in these matters.

The Council's employees are an important element in preventing fraud and corruption, and
they are positively encouraged and expected to raise any concerns that they may have on
these issues where they are associated with the Council’s activities. This they can do in the
knowledge that such concerns will be treated in confidence, properly investigated and fairly
dealt with. Members of the public are also encouraged to report concerns through the Town
Clerk or via Councillors.

The Town Clerk is responsible for implementing the investigation of any allegation of fraud or
corruption. Where appropriate they will appoint an independent investigator and will inform
the Police at the appropriate and earliest possible stage of the investigation. The Town Clerk
will also:

Deal promptly with the matter

Record all evidence received

Ensure that evidence is sound and adequately supported
Ensure security of all evidence collected

Contact Auditors

Implement Council disciplinary procedures, where appropriate

The Town Clerk is expected to deal swiftly and firmly with those who defraud the Council or
who are corrupt and the Council, including members, will be robust in dealing with financial
malpractice.

There is, of course, a need to ensure that any investigation process is not misused and,
therefore, any abuse, such as raising unfounded malicious allegations, will be dealt with as a
disciplinary matter and is likely to be viewed as Gross Misconduct.

No information will be given to the media regarding fraud and corruption investigations until
such times as the matter becomes public knowledge, usually through criminal proceedings in
the courts.

Prevention

Employees

The Council recognises that a key preventive measure in the fight against fraud and
corruption is to take effective steps at the recruitment stage to establish, as far as possible,
the previous records of potential employees, in terms of their propriety and integrity. In this
regard temporary and contract employees will be treated in the same manner as permanent
employees.

Employee recruitment will be in accordance with the procedures laid down in the Council’s
Recruitment and Retention Policy and, in particular, the Council will obtain written references
of potential employees before employment offers are made.

The role that all employees are expected to play in the Council's framework for internal
control is explained as part of the induction process. Employees are expected to follow
guidelines contained in the staff handbook and the financial regulations.

Employees must disclose any financial interests in contracts relating to the Town Council.
Employees are also reminded that they may not accept any fees or rewards whatsoever,
other than by proper remuneration.
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The External Auditor has the power to independently investigate fraud and corruption, and
the Town Council may use their services for this purpose.

Training

The Council recognises that the continuing success of its anti-fraud and corruption strategy,
and its general credibility, will depend largely on the effectiveness of programmed training
and the responsiveness of employees throughout the organisation.

To facilitate this the Council supports the concept of induction training, together with detailed
and specific training for employees involved in internal control systems, to ensure that their
responsibilities and duties in this respect are regularly highlighted and reinforced. The
possibility of disciplinary action against employees who ignore such training and guidance is
made clear within this strategy.

Conclusion

The Council has in place a clear network of systems and procedures to assist in the fight
against fraud and corruption. It is determined that this arrangement will keep pace with any
future development, in both preventative and detection techniques regarding fraudulent or
corrupt activities that may affect its operation or related responsibilities.

Date of adoption: 15th March 2023
Reviewed: March 2026
Date for next review: March 2029



New employees will be asked to disclose any criminal convictions as part of the recruitment
process. Existing employees should also declare any convictions whilst employed by the
Council. DBS checks may be carried out on existing and new employees.

Members

Members are required to operate within the constraints of the following regulations:

e The Councils adopted Code of Conduct

e  Chapter 7 of the Localism Act 2011

e The Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012 (S.I.
2012/1464).

Internal Control Systems

The Town Clerk has a statutory responsibility to ensure the proper arrangement of the
Council's financial affairs and has developed financial codes of practice and accounting
instructions, which underpin financial regulations and outline the system, procedures and
responsibilities of employees in relation to the Council’s financial activity.

The Council has developed financial systems and procedures which incorporate efficient and
effective internal controls. This includes adequate separation of duties to ensure that, as far
as possible, financial impropriety is prevented. The Town Clerk will ensure that such
controls, including those in a computerised environment, are properly maintained and
effective, including documentation and review of the controls.

An external qualified accountant independently monitors the existence, appropriateness and
effectiveness of these internal controls.

Detection and Investigation.

The internal control systems within the Council have been designed to provide indicators of
any fraudulent activity, although generally they should be sufficient in themselves to deter
fraud. It is the responsibility of the Town Clerk to ensure that arrangements are in place to
give reasonable assurances of detection and prevention of fraud. However, it is often the
alertness of employees and the public that identifies that fraud or corruption may have been
committed or is in progress.

If fraud and/or corruption is reported then the following responses will occur:

Consistent and confidential treatment of information regarding fraud and corruption
Investigation by an independent and experienced person

When appropriate, submission of a full report to the Police

Implementation of a fraud response investigation plan

Optimum protection of the Town Council’s interest

Depending on the nature and the anticipated extent of the allegation, the Internal Auditor will
normally work closely with the Town Clerk and other agencies, such as the Police, to ensure
that all allegations and evidence are properly investigated and reported upon and, where
appropriate, maximum recoveries are made for the Council.

The Council’s disciplinary procedures will be used where the outcome of the investigation
indicates improper behaviour. Where financial impropriety is discovered, the Police will be
called in. The Crown Prosecution Service determines whether a prosecution will be pursued.
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EARLEY TOWN COUNCIL

CREDIT MANAGEMENT POLICY

This document presents a basic set of good practice guidelines for the sale of Earley Town
Council’s goods and services.

Charging For Goods and Services

Goods/services should only be provided on receipt of an official order or booking from the
customer.

Charges will be reviewed at least every twelve months. Officers should be notified of any
changes and customers made aware in writing where appropriate.

Before undertaking any additional works or supplying any supplementary goods/services, it
is essential to obtain written authority from the customer, including acceptance of the

additional costs involved.

An invoice should be raised once the service has been received or goods delivered except in
circumstances where payment in advance is required. If the charge is to include Value
Added Tax (VAT), this must be made clear to the customer. All VAT charges will conform to
the requirements of the HMRC.

Raising Invoices
If payment can be secured before goods are supplied, then this should be done.

All sales of goods/services must be identified and invoices raised accordingly. Responsible
Officers must ensure that all income due has been claimed and that appropriate invoices
have been raised. There must be a valid, documented reason for any uninvoiced
work/service and these must be approved by the relevant committee.

Unless stipulated otherwise, all invoices must be raised as soon as practicable after the
goods or service has been delivered.

All invoices must be in the format output from the accounting system (Rialtas), no manual
invoices should be issued.

If the goods/services are subject to VAT, this must be shown and coded separately on the
invoice.

All invoices should be checked for accuracy, as this will reduce the number of credit notes
that the Council will need to issue.

Credit Notes

If an invoice is raised in error it must be cancelled with a credit note. Adequate
documentation or information should be supplied to support the credit note. The credit note
and supporting information should be filed accordingly in the ‘RBS Sales Ledger Invoices’
folder.



A credit note will also be raised as part of refunding a customer, this will be either a full or
partial refund depending on the particular circumstances.

Write Offs

A debt should only be written off when it is a valid debt and the Council is unable to secure
payment.

If a debt is to be written off, it must be approved by the Policy & Resources Committee if
greater than a value of £100 and referred to Council if greater than £5,000. The Responsible
Financial Officer (RFO) shall only write off a debt below the lower threshold after notifying
the Chair of the Policy & Resources Committee, who may ask for the matter to be brought to
the Committee.

All write offs should be supported by the relevant documentation/information as to the
reason for write off.

In accordance with HM Revenue and Customs regulations, VAT will be reclaimed by the
VAT return.

Debt Recovery
All staff must recognise the importance of recovering outstanding debts.

The Town Council's standard payment terms are 28 days. If a payment becomes overdue, a
statement of account and a request for payment will be sent via email and/or post.

This process will be repeated after a further 14 days unless payment in full has been
received or alternative arrangements have been made with the debtor.

If, after a further 14 days, payment in full has not been received, a further email and/or letter
will be sent requesting payment within 7 days.

The Town Council may, at any stage listed above, follow up with a phone call if no response
is received to the email or letter.

If the debt remains outstanding and no payment arrangements have been agreed between
the debtor and the Council, the debtor will be advised that the Council may choose to take
court action if payment remains outstanding.

It is the responsibility of the Finance Officer to regularly update the Town Clerk (RFO) on any
outstanding debtors and steps taken to secure payment.

For debts below £500 the RFO shall determine the appropriate action to take in consultation
with the Chairman of the Policy & Resources Committee and report the same to the next
meeting of the Committee.

For debts above £500 the Policy & Resources Committee/Council shall determine the
appropriate action to take.

At every stage of the collection process, full records must be kept of any discussions or
correspondence between the Council and the debtor.
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In respect of all overdue payments, the Town Council reserves the right to suspend all future
bookings/services at any point during the collection process until payment in full has been

received.

The Town Council reserves the right to add a charge to cover lost interest on the monies
outstanding, where the value is greater than £100.

If a dispute or query is raised in respect of the invoice then further recovery should be
suspended, until the matter is resolved. This should be done swiftly.

Excess Payment

A payment made in excess of the debt invoiced will result in one of the following actions as
appears reasonable:

a) It may be returned to the payer with a request for the correct payment

b) It may be accepted and the appropriate refund made in respect of the excess

c) It may be accepted and, with the agreement of the customer, held on their account
and allocated against a subsequent invoice.

Conduct In Collecting Debts
The Council will not use oppressive or intrusive collection methods.

The Council will not act in a manner intended to embarrass the debtor.

The Council will be discreet when attempting to contact the debtor, whether by telephone,
email or letter.

The Council will ensure that all attempted contact with debtors is made at reasonable times
and at reasonable intervals.

Unless instructed otherwise by the debtor, the Council will not discuss or disclose to anyone
the customer’s information. Notwithstanding this provision the Council may disclose
customer information to any agent or body instructed to obtain payment on its behalf.

The Council will not use improper means to obtain the telephone number or address of the
debtor.

Review and Amendment of Practice

It shall be the duty of the Policy & Resources Committee to review this policy every three
years.

Date of policy: 15" March 2023
Reviewed: March 2026
Next review: March 2029
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EARLEY TOWN COUNCIL
SICKNESS ABSENCE POLICY

Introduction

Earley Town Council is committed to the health, safety, and wellbeing of all staff. The council aims
to encourage all its employees to maximise their attendance at work whilst recognising that, from
time to time, employees may be unable to come to work due to ill health.

The sickness absence policy aims to ensure that absence is managed in a consistent, supportive
and effective way so that operational and service levels are maintained. This policy applies to all
staff with a contract of employment and is in line with ACAS guidance.

The Sickness Absence Reporting Procedure outlined in this policy provides information for all
employees on how to report their sickness absence to their line managers and failure to follow the
sickness absence reporting procedure may lead to disciplinary action.

Definitions

“Management Team” — for the purpose of this policy, the “Management Team” includes the Town
Clerk, Deputy Town Clerk or Operations Manager.

“Line Manager” — for the purpose of this policy, the “line manager” includes the Town Clerk, Deputy
Town Clerk or Operations Manager. It may also include other staff in a supervisory role if the duty is
delegated by a member of the Management Team.

Sickness Absence Reporting Procedure

Where a member of staff is unable to attend work due to unforeseen circumstances, the member of
staff is required to contact Earley Town Council on the first day of absence. This contact should be
made as close to their start time as possible and no later than one hour after their normal
commencement time. Where possible, the member of staff should speak directly to the Management
Team. In the event of their unavailability, the staff member should either speak to a member of the
administrative team or leave a message on the answer machine.

During the call the member of staff should explain:

Why they are unable to come to work;

How long they think the sickness absence might last;

What action they are taking to mitigate the effects of the iliness, e.g. visiting the doctor;
Where they can be contacted during the day should their line manager need to get in touch
with them;

e Any outstanding or urgent work that needs to be dealt with.

It is not acceptable to leave messages reporting absence with colleagues who are not responsible
for absence reporting. Only in exceptional circumstances should a relative or friend telephone if the
member of staff is not able to do so themselves.

The Management Team (or member of staff taking a message) will complete a First Call Reporting
Form on day one of a member of staff informing them of their absence. This information will be
passed to the Deputy Town Clerk for recording on the absence monitoring system, and the form will
be stored on the individual's personnel record.



If a member of staff falls ill during a working day and needs to leave work, the staff member should
inform the Management Team and seek permission to leave work. A First Call Reporting Form will
be completed and the absence recorded as detailed above.

All injuries, accidents, illnesses or diseases arising from work activity must be reported to the
Management Team as soon as possible after the incident regardiess of their severity. The employee
or manager should ensure that the details of the incident including the remedial actions taken are
completed on either an Incident Form or in the Accident Book depending on the severity.

Contact during Sickness Absence

All members of staff are expected to maintain contact with their line manager during their sickness
absence to update them on the expected return to work date.

Where the absence is not covered by a fit note, the member of staff would be expected to contact
their line manager on a daily basis, unless otherwise agreed by the line manager.

Where the sickness absence is likely to be long-term, the line manager must ensure that they
maintain contact with the member of staff during the period of sickness absence. This frequency of
contact will be agreed between the line manager and staff member.

Days 1 — 7 of Sickness Absence (includes any non-working days)

If an absence lasts for seven calendar days or less, on the first day back at work, employees will be
required to complete a Sickness Self-Certification Form giving the reasons for absence. The
Certificate will be countersigned by the line manager and kept in the individual’s personnel file.

Sickness Absence that Exceeds 7 Days (includes any non-working day)

For absences that exceed 7 continuous calendar days, staff members are required to submit a fit
note, usually provided by their GP. From this point onwards medical certificates must be submitted
in a timely manner to cover any further periods of absence. Sick pay may be withheld in the event of
non-receipt of medical certificates.

Post-dated certificates, covering a period prior to the doctor's appointment will only be accepted in
exceptional circumstances.

Non-Working Day

In reporting sickness absence it is important to understand the relevance of the “non-working” day,
particularly for those who do not work the standard week (i.e. Monday to Friday). For example, for
a part time member of staff who normally works Monday to Wednesday each week, and who rings
in sick on the Monday, Tuesday and Wednesday, the 8" day of absence will be the following Monday,
i.e. the eighth calendar day, when a fit note will be required. If the employee returns to work on the
8" day and it is her/his first day of fitness, only the normal working days (in this case Monday,
Tuesday and Wednesday) would be recorded as absences against the sickness record.

Unauthorised Absence

Unauthorised absence is when an employee is absent from work without permission. Unless the
absence is an emergency, unauthorised absence is a breach of contract. Absence that has not been
notified in accordance with this policy will be treated as unauthorised absence, unless a reason is
subsequently given which the line manager considers acceptable.

If a member of staff does not report for work and has not reported their absence following the above
procedure, their line manager should make all reasonable efforts to contact them e.g. by telephone
or in writing and should record any action taken.
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Failure to report sickness absence in accordance with this procedure may result in the loss of sick
pay and may invoke the disciplinary process.

Persistent Short-Term Absences

Where there appears to be a problem of persistent short absences, either due to a variety of reasons
or a persistent medical condition, the line manager should explore with the member of staff whether
there are any underlying problems that are causing the absence and would normally request a
referral to Occupational Health unless a reason exists for not doing so.

As a guideline the following will normally be regarded as persistent short-term absences and will
trigger this procedure:

Three periods of sickness absence in a 6-month period

12 days within a 12-month period

Regular absence on certain days

An employee may also be considered to have an unacceptable level of persistent short term
absence where a combination of odd days, longer periods and patterns of absence cause
the line manager concern.

Pregnancy Related Sickness

Pregnancy-related sickness absence should be recorded separately and should not be taken into
account when looking at targets for absence levels.

An employee who is absent due to a pregnancy-related iliness during the four week period prior to
their due date will be required to start their maternity leave on the date that they go off sick, and will
be entitled to maternity pay and not sick pay. Odd days of pregnancy-related illness during this period
may be disregarded if the employee wishes to defer the start of their maternity leave period, and a
risk assessment does not indicate that carrying out work will endanger their pregnancy.

Disability Related Sickness

Staff who are absent due to an underlying health condition which is covered under the Equality Act
2010 may be managed in line with the principles of this policy. However, the Council recognises the
need for the policy to be applied flexibly in those circumstances in order for staff to be effectively

supported.
Return to Work — Return to Work Interview

On returning to work, employees may be required to attend a return-to-work interview with their line
manager to discuss their absence. A return to work interview should take place for all periods of
absence of 4 days or more. Where the employee is returning from long-term sickness absence, a
discussion regarding their return to work plan should have already taken place, however, it is still
recommended that the line manager meet with the returning employee. These interviews should
ideally be done on the employee’s first day back at work. Return to Work forms will be kept in the
individual’s personnel file.

Where the line manager is unavailable another member of the Management Team should undertake
the interview but the employee’s views should be taken into account if they only wish to speak to
their line manager.

In the interview the line manager will ask the member of staff about their iliness and how well they
have recovered. The purpose of the return to work interview is:



e To establish the reasons for the absence and complete the necessary sickness certification
form

e To give the manager the opportunity to check that the employee is fit enough to return to
work

e To give the member of staff an opportunity to discuss any concerns they may have

e To signpost the member of staff to any relevant advice or support services available

» To raise the option of the member of staff seeing Occupational Health via a management
referral if appropriate

e To make the employee aware of any changes that may have occurred during his/her absence

e Todiscuss any return to work programme or action plan, as appropriate

Employees are expected to return to work as soon as they are fit to do so.

If the employee has been absent for 1 month or more, or they have mentioned they have a medical
condition or their absence was a result of an accident at work then the employee may be referred to
Occupational Health before their return to work.

Formal Sickness Absence Review Meeting

At any point where an employee’s sickness absence record becomes a cause for concern, a formal
sickness absence review meeting will be arranged with the line manager and employee concerned.

The employee should be given at least 5 working days’ notice of the meeting in writing (unless the
employee agrees to less). He or she may choose to be accompanied at the meeting by a trade
union representative or work colleague.

The objectives of the sickness absence review meeting are:

* To give the employee and their manager the opportunity to review the attendance record of
the employee

» To ensure that the information on the sickness absence record is up-to-date and accurate
and that the employee agrees with the facts, i.e. the nature and duration of the iliness in each
case, the likelihood of the iliness returning or some other illness occurring.

e To give the employee the opportunity to discuss the reasons for their periods of absence and
review any previous efforts to assist the employee and to discuss any further assistance that
may be possible to help reduce the level of absence.

e To explain to the employee the difficulties in providing services to residents and the de-
motivating effects experienced by colleagues which arise from the employee’s absence.

After taking the above information into consideration the line manager should:

e Inform the employee that a clear improvement in attendance is required over a specific period
(no longer than three months).

e Establish with the employee a programme to reduce the level of absence. Progress should
be monitored at regular intervals.

e Consider referring the employee to Earley Town Council's Occupational Health provider to
obtain a medical opinion on the person's fitness. This should particularly be considered
where the employee suggests that an underlying medical problem is, or may be, a
contributory factor.

e In cases of suspected abuse of the sickness absence procedure or where there is a concern
about the level or type of absence a member of staff may be required to provide a fit note for
each absence regardless of duration. Earley Town Council would in these circumstances
cover the costs incurred by the individual in gaining such medical fit notes, for absences of
less than 7 days.
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Review Process

During the review period the employee’s attendance should be closely monitored and the line
manager should discuss all sickness absences with the employee in line with absence policy.

At the end of the specified review period the line manager should decide whether or not there has
been a clear improvement in the employee’s attendance.

Where there has been a clear improvement the employee should be advised of this in writing and
informed that no further formal review will take place as long as the improvement is maintained.

Where there has not been a clear improvement in the review period, i.e. the pattern of sickness
continues or the required levels of attendance are not met, the Disciplinary/Capability Procedure

may be invoked.
Sickness during a Period of Paid Holiday or Unpaid Leave

Occasionally, a member of staff may become ill whilst they are taking a period of paid holiday or
unpaid leave and wish to have this absence classed as sick leave. This is possible as long as the
member of staff can provide a “fit note” from their GP, confirming that they would not have been fit
enough to carry out their usual duties at that time. Staff who provide a “fit note” can claim back
annual leave, but not Christmas closure days, which fall during the absence period. It is important
that you contact the Management Team on the first day of sickness and keep the council up to date
during the period of sickness.

Long-Term Absence

For the purposes of this procedure, long-term sickness absence is defined as being continuous
absence of a month or more or cumulative absence which aggregates to a month or more within a
‘rolling’ period of 12 months in respect of a particular medical condition(s).

In these circumstances it is likely that a management referral to Occupational Health will be
recommended which will provide advice on the impact of the iliness, a likely date of return and any
rehabilitation advice.

Referral to Occupational Health is likely to entail contact with the employee’s GP or consultant, which
will require consent under the Access to Medical Reports Act 1988. Where this is necessary the
employee will have the procedure explained to them by Occupational Health and will be asked to
complete the appropriate consent form.

It should be noted that in circumstances where an individual refuses to give their consent to the
referral to Occupational Health, a decision may have to be made about their future employment
without the help of a medical opinion, which may be to their disadvantage.

The line manager should maintain regular contact with the employee by the most appropriate means
e.g. letter, telephone, email or home visits. A record must be kept of all contact made and this should

be placed on the employee’s personal file.

It is important to point out that a home visit can only take place by prior agreement with the employee
and there is no obligation on the employee to agree to a home visit. If a home visit is unwelcome,
the line manager should suggest an alternative location. The line manager may be accompanied at
a home visit by another member of staff.

Still Unfit to Return to Work

Where the advice from Occupational Health confirms that the employee is still unfit to return to work,
no immediate action is necessary other than to continue to monitor the situation. This approach will



be appropriate where a full recovery is likely within a timescale that will not cause unacceptable
operational difficulties.

If the employee has been off work for 3 months or more, the line manager should arrange to meet
the employee to discuss how their recovery is progressing, to discuss any concerns that he or she
may have about their absence from work and to review the support that can be provided.

Return to Work Plan/Rehabilitation

If the medical advice is that the employee would be able to return to work on a limited basis or if
appropriate adjustments were made to the place of work and/or to the way in which the work is
conducted, full consideration will be given to whether this can be reasonably accommodated.

The employee will then be invited to a meeting with their line manager to discuss the return to work
plan. The employee may choose to be accompanied at the meeting by a work colleague or trade
union representative if they so wish.

Redeployment

If the advice from Occupational Health is that the employee will no longer be able to undertake the
role for which they were appointed, consideration will be given as to whether there is any alternative
post to which the person may be transferred.

Careful assessment of redeployment opportunities within Earley Town Council will be undertaken.
There can be no guarantee of identifying an alternative post into which an employee can be suitably
redeployed. If in the event no suitable redeployment is found, payment of salary will be made in
accordance with the employee’s notice entitlement.

Where possible, consideration will be given to providing any training which the employee may require
in order to meet a person specification.

Suspension on Medical Grounds

There may be occasions where it is necessary to suspend an employee from work on full pay on
medical grounds where there are concerns about their health and safety at work or the safety of
others.

Where it is the nature of the work that gives rise to the concerns over safety, consideration will be
given to the possibility of any other work that the individual could carry out on a temporary basis.
Where it is not possible to find alternative employment for the member of staff on a temporary basis,
they should be informed of the decision to suspend them on medical grounds on full pay. This
decision must be confirmed in writing.

Permanent lll-Health/Early Retirement

Any application for early retirement on the grounds of ill-health is determined under the rules of the
relevant pension scheme.

Where a member of staff is considered by Occupational Health to be permanently unfit to return to
their current post, and redeployment is not a feasible option, the possibility of an early retirement on
the grounds of ill-health will be discussed with the member of staff. Further details are available in
the Earley Town Council Pensions Policy.
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Dismissal On The Grounds Of Medical Incapacity

If the medical evidence confirms that the employee will be unable to return to work in the foreseeable
future, or within an acceptable timescale, consideration will be given to the termination of their

employment.

In these circumstances, the management team will arrange a meeting with the employee. The
employee will be given the opportunity to be accompanied at the meeting by a trade union
representative or work colleague.

If no new information is forthcoming to challenge this conclusion the employee will be given written
notification that if they are not able to return to work by a given date then they will be served with
notice of the termination of their appointment. The termination date will normally be after entitlement
to sick pay has expired, though may be earlier where appropriate.

If at the end of the stated period the employee has not returned to work there will be a further meeting
with the employee. [f there have been any significant developments it may be necessary to obtain
further medical reports before any final action is taken. Where a return to work in the foreseeable
future still appears unlikely the appropriate notice would be given to end the employee’s employment.

The employee would also be notified of their right to appeal.

Where an employee wishes to exercise the right of appeal he/she should write to the Town Clerk
setting out the grounds of the appeal. This should be done within 10 working days of receipt of the
written notification of the outcome of the meeting.

Where the appointment is terminated, Earley Town Council would be willing to consider a future job
application from the member of staff if his/her health has improved sufficiently. Before any offer of
employment is made, Earley Town Council would seek the medical opinion of Occupation Health
specialist who will consult with the individual's GP/consultant, as appropriate, to determine the
individual’s ‘fitness’ for the post.

Appeals

In the case of dismissal on the grounds of medical incapacity the employee has the right to appeal.
Appeals will normally be limited to a review on the following grounds:

e That there is new relevant medical evidence available

e That there was a material procedural mistake or omission at any stage of the formal
procedure

e That there has been unreasonableness and unfairness in the investigation or capability
process including the conclusions of the Chair

Any appeal under this procedure must be made in writing within 5 working days of the date of the
written notification to the employee of the decision. The appeal should state the grounds upon which
it is made and shall be made to the Town Clerk.

The appeal meeting will be held as soon as practicable. Notice shall include who will hear the appeal
and time, date and location of the appeal meeting. Any documents which need to be exchanged
must be provided at least 5 days prior to the meeting.

The employee shall have the right to be accompanied by a work colleague or trade union
representative. The role of the companion is to accompany the employee, and the companion may
put forward and sum up their case if required by the employee. The employee must inform the
Appeal Chair of the identity of the companion in advance of the appeal meeting. If the companion
is unable to attend the date and time arranged, the meeting may be postponed by up to 5 working

days.



The relevant documentation to be presented at the appeal, copies of all paperwork or original
proceedings, will be circulated in advance to both parties. Any new evidence upon which the
employee wishes to reply must be provided to the Appeal Chair 5 days prior to the appeal.

The outcome of the appeal shall be notified in writing to the employee by the Appeal Chair as soon
as possible following completion of the appeal. A written record will be made of the appeal and will
be available to the employee.

Pay Whilst Off Sick

Sick pay entitlement is detailed within an employee’s contract of employment and awarded in
accordance with the National Joint Council for Local Government Services National Agreement on
Pay and Conditions of Service as set out in the Green Book.

The Council may, at its discretion, extend the period of allowance in an individual case if the
circumstances so justify.

Medical and Dental Appointments

Requests for time off to attend such appointments will be dealt with sympathetically, however, it is
expected that you attend medical or dental appointments in your own time where possible. Where
this is not possible, appointments should be arranged to minimise any absence from work, for
example, at the beginning or end of your normal working day. You may be asked to provide your
appointment card or evidence of medical or dental appointments.

Date of adoption: 31% March 2021
Reviewed: March 2023, March 2026
Next review: March 2029
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EARLEY TOWN COUNCIL

STAFF RECRUITMENT & RETENTION POLICY

Recruitment of Staff

Although there is no requirement to do so, the Town Council will normally advertise staff
vacancies. Such vacancies as may arise may be filled by whatever method the Town
Council sees fit to use.

Advertlsements of staff vacancies will be posted on the Town Council noticeboards, website
- the Wokingham Borough Council website, and any other appropriate
platforms for the vacant role (e.g. SLCC, NALC, Grounds Management Association). The
closing date for receipt of applications and the mtervxew date will be included in the advert.

Application for vacancies will be by means of application form, CVs will not be accepted.

All received applications will be viewed and assessed in accordance with the person
specification and job description of the vacancy. A shortlist will be drawn up for those
candidates selected for interview.

Candidates will be selected taking full account of the provisions of any anti-discriminatory
legislation in force at the time.

Interviews will normally be conducted either on the same day or over two consecutive days.
A list of questions will be drawn up to assess specific skills, knowledge, aptitude and
attitudes of each candidate.

Interviewing officers will usually be the Town Clerk and the appropriate Line Manager. If the
recruitment is in relation to the role of Town Clerk or Deputy Town Clerk, then the interview

panel may include up to three Councillors.

Offers of employment following the interview process described above will normally be made
initially by telephone and followed up by a formal letter.

All offers of employment are made subject to satisfactory references being received and are
subject to a six month probationary period on both sides.

As part of the recruitment process, new employees will be asked to disclose any criminal
convictions. Appointments may also be subject to a satisfactory DBS check and/or medical
check, this requirement will be made clear within the recruitment pack.

All staff employed by the Town Council are expected to sign the Town Council’s formal
Contract of Employment on appointment.

All staff employed by the Town Council are paid in accordance with the nationally negotiated
local government pay scales in force at thetime.

All qualifying employees with a contract of employment for at least 3 months will be
automatically enrolled into the Local Government Pension Scheme (LGPS) under



Regulations pertaining at the time of appointment. Employees can choose to opt out of this
scheme at any time.

Retention and Training of‘ Staff

All staff employed by the Town Council will be subject to the Town Council's annual
appraisal scheme.

The appraisal scheme has been formulated to provide a method of identifying any further
training needs as well as monitoring staff performance and aiding in the retention of valuable
members of staff.

The Town Council sees the provision of training as enhancing individual employees’
opportunities for personal advancement, primarily within the organisation, where those
opportunities exist. Staff training will also enhance the aim of high quality service provision
by the Town Council.

When staff vacancies arise, employees already employed by the Town Council will be
welcome to apply. Any ‘promotion’ will be considered on merit. Length of service with the
Town Council, and the loyalty that this implies will be taken into account but will not be an
over-riding issue for consideration.

Where appropriate, the Town Council will meet the cost of training, with the proviso that such
costs will be refunded if the employee leaves the Town Council’'s employment within a period
of two years of completion of such training. This will ensure that the full benefit of the training
funded by the Town Council is retained.

Where appropriate, and provided it meets the current business requirements of the Town
Council, it will seek to provide opportunities whereby staff can extend their personal and
career development prospects by assuming additional responsibilities on a temporary or
time limited basis. A system to encourage innovative thinking may be used to further this
aspiration.

Employment Legislation

All staff employed by the Town Council will be treated in accordance with prevailing
employment legislation. Such legislation will include, but is not restricted to, the following:

Equality Act 2010

Health & Safety at Work Act 1974
Employment Rights Act 1996
Employment Rights Act 2025

Date of policy: 10t February 2023
Reviewed: March 2026
Date for next review: March 2029
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EARLEY TOWN COUNCIL

WHISTLEBLOWING POLICY

Policy

It is important that any fraud, misconduct or wrongdoing by staff or others working on behalf
of the Council is reported and properly dealt with. We therefore encourage all individuals to
raise concerns they may have about the conduct of others in the Council. This policy sets out
the way in which individuals may raise any concerns that they have and how those concerns

will be dealt with.

Background

The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to provide
protection for workers who raise legitimate concerns about specified matters in the public
interest. These are called "qualifying disclosures". A qualifying disclosure is one made by an
employee who has a reasonable belief that:

e a criminal offence
e a miscarriage of justice
¢ an act creating risk to health and safety

e an act causing damage to the environment
e a breach of any other legal obligation; or
¢ concealment of any of the above;

is being, has been, or is likely to be, committed. It is not necessary for you to have proof that
such an act is being, has been, or is likely to be, committed - a reasonable belief is sufficient.
You have no responsibility for investigating the matter - it is the Council’s responsibility to
ensure that an investigation takes place.

If you make a protected disclosure, you have the right not to be dismissed, subjected to any
other detriment, or victimised, because you have made a disclosure. We encourage you to
raise your concerns under this procedure in the first instance.

Principles

e Everyone should be aware of the importance of preventing and eliminating wrongdoing
at work. Staff and others working on behalf of the Council should be watchful for illegal
or unethical conduct and report anything of that nature that they become aware of.

e Any matter raised under this procedure will be investigated thoroughly, promptly and
confidentially, and the outcome of the investigation reported back to the person who
raised the issue.

e No employee or other person working on behalf of the Council will be victimised for
raising a matter under this procedure. This means that the continued employment and
opportunities for future promotion or training of the worker will not be prejudiced
because they have raised a legitimate concern.

e Victimisation of an individual for raising a qualified disclosure will be a disciplinary
offence.

e If misconduct is discovered as a result of any investigation under this procedure our
disciplinary procedure will be used, in addition to any appropriate external measures.



e Maliciously making a false allegation is a disciplinary offence.

e Aninstruction to cover up wrongdoing is itself a disciplinary offence. If told not to raise
or pursue any concern, even by a person in authority such as a manager, you should
not agree to remain silent. You should report the matter to the Town Clerk or the Chair
of the Council.

Procedure

If you believe a Councillor has breached the councillor Code of Conduct, then raise it with the
Chair of the Council. Concerns relating to an alleged breach of the councillor Code of Conduct
may be referred to the Monitoring Officer for investigation.

This procedure is for disclosures about matters other than a breach of your own contract of
employment, which should be raised via the Grievance Procedure.

Stage 1

In the first instance, any concerns should be raised with the Town Clerk. It is important to note
that you should not discuss your suspicions with anyone else. The Town Clerk will arrange an
investigation of the matter. The investigation may involve you and other individuals involved
giving a written statement. Any investigation will be carried out in accordance with the
principles set out above. Your statement will be taken into account, and you will be asked to
comment on any additional evidence obtained.

The Town Clerk (or delegated officer) will take any necessary action, including reporting the
matter to the Council, or any appropriate government department or regulatory agency. The
Town Clerk (or delegated officer) will also invoke any disciplinary action if required. On
conclusion of any investigation, insofar as confidentiality allows, you will be told the outcome
and what the council has done, or proposes to do, about it. If no action is to be taken, the
reason for this will be explained.

Stage 2

If you are concerned that the Town Clerk is involved in the wrongdoing, has failed to make a
proper investigation or has failed to report the outcome of the investigations to the relevant
person, you should escalate the matter to the Chair of the Council. The Chair will arrange for
any necessary enquiries to be made or a review of the investigation to be carried out.

Stage 3

If on conclusion of stages 1 and 2 you reasonably believe that the appropriate action has not
been taken, you should report the matter to the relevant body. This includes:
* HM Revenue & Customs
The Health and Safety Executive
The Environment Agency
The Serious Fraud Office
The Charity Commission
The Pensions Regulator
The Information Commissioner
The Financial Conduct Authority

You can find the full list in The Public Interest Disclosure (Prescribed Persons) Order 2014:
www.gov.uk/government/uploads/system/uploads/attachment data/file/496899/BIS-16-79-
blowing-the-whistle-to-a-prescribed-person.pdf
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Data protection

When an individual makes a disclosure, we will process any personal data collected in
accordance with the data protection policy. Data collected from the point at which the individual
makes the report is held securely and accessed by, and disclosed to, individuals only for the
purposes of dealing with the disclosure.

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

Date of adoption: 25t November 2020
Reviewed: January 2023, January 2026, March 2026
Date for next review: January 2029
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EARLEY TOWN COUNCIL

ANNUAL LEAVE POLICY

Annual leave entitlement

Annual leave entitlement is awarded in accordance with the National Joint Council for Local
Government Services National Agreement on Pay and Conditions of Service as set out in the Green

Book.

Your paid leave entitlement is set out in your contract of employment. The basic leave entitlement
for a full-time member of staff is 28 days per annum, rising to 26 days after five years of continuous
service. The entitlement as expressed applies to five day working patterns. For alternative working
patterns an equivalent leave entitliement will be calculated.

Part time employees receive a pro-rated entitlement according to their hours of work.

Public Bank Holidays

Employees shall be given public bank holidays, e.g. Bank Holiday Mondays, Easter and Christmas
in addition to annual leave entitlement. If an employee’s day off falls on a Bank Holiday, time off in
lieu will not be given.

Extra Statutory Holidays

Employees shall have an entitlement to two extra statutory days holiday, the timing of which may be
determined by the authority in consultation with the employees or recognised Trade Unions with a
view to reaching agreement or added to annual leave by local agreement.

Leave year

The leave year runs from 1st April to 31st March. It is your responsibility to manage your leave in
such a way that you are able to take it all during the leave year.

The annual leave entitlement of employees leaving or joining the Town Council is proportionate to
their completed service during the leave year.

Carrying over leave

Other than in exceptional circumstances, it is not possible to carry over unused days of leave from
one leave year to the next, nor will any payment be made for leave unused at the end of a leave
year. Thus, leave untaken at the end of a leave year is lost.

Where it has not been possible to take all your leave in the current leave year, and only with prior
consent from the Town Clerk (or the Council in the case of the Town Clerk), you will be permitted to
carry forward up to 5 days leave. This must be taken within the first two months of the new leave

year.
Requesting leave

An Annual Leave Request Form should be completed and submitted to the Deputy Town Clerk or
Town Clerk with as much notice as possible and at least 4 weeks prior to the date being requested.
This will allow the council to plan workloads. Before granting leave we will consider;



e The team’s workioad,

¢ The need for office or team cover, and,

e Whether other staff have the same time off (requests for leave will be considered on a first
come, first served basis)

Any leave requests received with less than 4 weeks' notice will be considered on a case-by-case
basis.

The council will balance your needs against the needs of other staff before agreeing to leave. If you
take leave without such permission it will be treated as unauthorised absence and dealt with under
the Disciplinary Procedure.

Sickness during leave

If you become ill during a period of paid annual leave and wish to have this sickness absence
discounted from the period of paid leave taken, you must comply with the requirements of the
sickness reporting and certification procedure and you must provide a fit-note confirming that you
would not have been fit enough to carry out your usual duties during this time. It is important that
you contact the Deputy Town Clerk or Town Clerk (or the Council in the case of the Town Clerk), on
the first day of sickness and keep the council up to date during the period of sickness.

Payment of annual leave

The council does not offer payment in lieu of leave entitlement unless you are leaving the council
and have not taken leave entitiement that you have accrued at the time of leaving.

Payment in lieu

If you leave during the course of a leave year and cannot take any outstanding accrued leave before
your last day, you will receive a payment in lieu of any outstanding accrued leave. In such a case, a
calculation will be made of the amount of paid leave due to you, on a pro rata basis, for that part of
the leave year up to the date of termination of the contract. Holiday pay will be based on your current
rate of pay including any regular overtime.

If, however, you have taken more paid leave than is due by this calculation, then a deduction will be
made from your salary payments for an amount at your basic daily rate for the days in question.
Such a deduction will be deemed to be a contractually authorised deduction.

Date of adoption: 31 March 2021
Reviewed: March 2023, March 2026
Date for next review: March 2029
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Policy & Resources Committee Meeting — 10" June 2026

Agenda Item 13 - DEVOLUTION

There has been much talk about WBC considering devolving some elements of its assets and
services to town and parish councils. Each town and parish council would need to decide if it
had the resources or the appetite to take on responsibility for some, or all, of these areas
before any meaningful discussions could take place.

The Chair of the Policy & Resources Committee, Cllr David Hare, requests committee
members have a high-level discussion on devolution and the possible impacts on, and the
response of, the Town Council. This is intended to be a general debate on the topic, focussing
on principles and goals rather than specifics or details.

Some suggested discussion points:

What is the appetite of town councillors for the devolution of assets and/or services?
What factors would need to be in place for ETC to take over an asset/service?

Scale of the benefit to Earley residents — measuring this

Atre there things that the Town Council do better?

Questions on funding and ownership

The Amenities & Leisure Committee discussed these same questions at their meeting on 20™
May. For information, the draft minutes from that discussion read:

The Chair led a discussion on general ideas around devolution to gauge whether ETC would have the

appetite and resources to take on additional responsibilities if WBC were to consider devolving
some elements of its assets and services to town and parish councils. Such devolution is part of
a national trend towards town and parish councils delivering more services, where possible.

Members were encouraged to think widely about the possible impacts of devolution and were

generally positive in principle but agreed that the subject was complex.

Points raised included:

ETC'’s Green Infrastructure Policy points in the direction of delivering more services

Staffing resources would be key

How will residents gain firom any transfer of services or assts? How would the benefits be

measured?

What would be the cost to ETC? Would a transfer require additional equipment, vehicles,

insurance elc.

Should ETC expand what it already does or take on something completely new?

Members agreed that ETC should engage with WBC when requested but that officers would
need to work out the pros and cons of any transfer before a decision could be taken. Members
of the Policy & Resources Committee will also have a discussion on the principles of devolution
at their next meeting.



Number
8817
8818
8819
8820
8821
8822
8823
8824
8825
8826
8827
8828
8829
8830
83831
8832
8833
8834
8835
8836

ORDERS FOR PAYMENT - BY BACS TRANSFER

Supplier

Armour Arbor

Berkshire Youth Ltd

Bowak Ltd

Bowak Ltd

The Community Heartbeat Trust
Connecting Communities in Berkshire Ltd
HD Plants Ltd t/a Hedges Direct
ICCM

ITQED Ltd

IT QED Ltd

IT QED Ltd

IT QED Ltd

IT QED Ltd

Neil Curtis & Sons Funeral Contractors Ltd
Ricoh UK Ltd

Trademark Windows

Travis Perkins

Tri Security

Watco UK Ltd

Wokingham Borough Council

Date Prepared: 24/04/2026

Purchase Description

Removal of Red Oak SJP

Youth Sessions at Oct - Dec 25 CP

Toilet Roll & Centrefeed Roll Various Sites

Toilet Roll/Bin Liners/Handsoap/Centerfeed Roll Various Sites
Defib Pads SiP & MPCC

Annual membership Comm Bldgs Advice Service 26/7
Hedges & Rootgrow Cemetery

ICCM Membership Renewal 2026/2027

IT Support April 26

IT Skykick Office 365

IT Azure Sub Mar 26

SJP CCTV April 26

IT PC Monitoring Mar 26

Test Dig of Graves

RH Photocopier rental q/e 30/6/26 + Copies g/e 31/03/26
Deposit for MPCC Remove Old Doors & Install Windows
Treated Timber RH & SJP

Staff ID Badges & Lanyards

Concrete Repair RH Gate

CP Occupation Charge April 26

Appendix J

Amount
£600.00
£2,750.00
£72.17
£186.06
£334.74
£157.50
£2,390.60
£110.00
£450.00
£198.00
£103.67
£15.60
£60.48
£300.00
£460.01
£3,983.50
£47.32
£28.80
£209.46
£293.50

Total: £12,751.41



Apr 2026 Barclaycard

ORDERS FOR PAYMENT - BY BARCLAYCARD

Number
8837
8838
8839
8840
8841
8842
8843

Supplier
Amazon
Zoom
Food Fairy
Adobe
HSQE Ltd
Royal Mail
UCheck

Date Prepared: 05/05/2026

Purchase Description

Pool Ball Set

Apr 26 Subscription

Cakes for Mayors Charity Morning
Subscription M/e 10/05/26

Man Handling & Height Awareness Course GF
Stamps

DBS GF

Total Barclaycard

Amount
£19.98
£15.59
£25.00
£13.14
£32.40

£271.00
£37.20

£414.31



ORDERS FOR PAYMENT - BY DIRECT DEBIT APRIL 2026

Number
8843a
8843b
8844
8845
8846
8847
8848
8849
8850
8851
8852
8853
8854
8855
8856
8857
8858
8859
8860
8861
8862
8863
8864
8865
8866
8867
8868
8869
8870
8871
8872
8873
8874

Supplier

Allstar

Allstar

Allstar

Castle Water

Castle Water

Castle Water

Castle Water

Castle Water

Castle Water

Castle Water

Crown Gas & Power

Crown Gas & Power

Crown Gas & Power

Crown Gas & Power

Culligan (UK) Limited
Culligan (UK) Limited

Elavon (Opayo)

Focus Group

02

PHS Group

SSE Energy Solutions

Virgin Media

Wokingham Borough Councit
Wokingham Borough Council
Wokingham Borough Council
Wokingham Borough Councit
Wokingham Borough Council
Yorkshire Gas & Power
Yorkshire Gas & Power
Yorkshire Gas & Power
Yorkshire Gas & Power
Yorkshire Gas & Power
Yorkshire Gas & Power

Date Prepared: 9th April 2026

Purchase Description

Venhicle Fuel YK60UUJ EN65HDF 01/04
Vehicle Fuel YK60UUJ 06/03

Vehicle Fuel YK60UTY 12/03 EN65HDF 14/03
SJP Water Mar 26

MPCC Water Mar 26

RLCC Water Mar 26

IC Water Mar 26

Allot Water Mar 26

CEM Water Mar 26

RH Water Mar 26

MPCC Gas Mar 26

SJP Gas Mar 26

RH Gas Mar 26

RLCC Gas Mar 26

SJP Water Cooler Rental Mar 26

RH Water Cooler Rental Mar 26

Credit Card Terminal rental Mar 26

RH Telephones Rental Apr 26 + Calls Feb 26
Staff Mobiles Phones 14/03 - 13/04
Sanitary Disposal CP 25/04-24/07
Street Lighting Electricity Mar 26
Broadband RH 07/04 - 06/05/26

RH Maintenance Dept Rates Apr 26 (1 of 2)
MPCC Rates Apr 26 (1 of 10)

RLCC Rates Apr 26 (1 of 10)

CEM Rates Apr 26 (1 of 2)

RH Rates Apr 26 {1 of 10)

Trac Shed Electrcity Mar 26

MPCC Electricity Mar 26

RLCC Electricity Mar 26

SJP Electricity Mar 26

IC Electricity Mar 26

RH Electricity Mar 26

Appendix J

Amount
£176.74
£71.02
£127.49
£111.65
£169.10
£72.28
£55.33
£67.33
£26.45
£17.56
£771.18
£211.33
£194.27
£808.45
£55.43
£110.86
£22.80
£250.50
£171.60
£18.02
£735.37
£49.20
£178.29
£212.00
£476.50
£1,149.40
£1,478.00
£36.86
£387.47
£94.10
£238.14
£142.76
£298.98

Total Direct Debits £8,986.46



Number
8875
8876
8877
8878
8879
8880
8881
8882
8883
8884
8885
8886
8887
8888
8889
8890
8891
8892
8893
8894
8895
8896
8897
8898
8899

Supplier

Alan Hadley Ltd

Berkshire Association of Local Councils
Bracknell Pest Control Limited
Country Supplies

DLS Contract Cleaning Ltd
First Fence Ltd

GLS - Findel

GLS - Findel

IT QED Ltd

Lister Wilder

Minuteman Press Reading
OALC

OALC

Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Trade UK - Screwfix

Trade UK - Screwfix

Web Marketing Matters
Wokingham Borough Council
William Luck

Date Prepared: 09/05/2026

ORDERS FOR PAYMENT - BY BACS TRANSFER

Purchase Description

Yard Skip Exchange Cemetery

NALC Membership 26/27

Pest Traps Allotments

Topsoil & Grass Seed Cemetery

Hall Cleaning CP, MPCC & RLCC

Fencing Materials Cemetery

Hand Towels & Cleaner Spray RH

Cleaner Spray RH Credit

IT Exclaimer Signatures Office 365

Muffler for Woodchipper

5 x Signboards RH

Cemetery Training Memorial Safety & Insepctions JW
Cemetery Training Memorial Safety & Insepctions PW
MPCC Waste and Recycling Collection

MPCC Glass Recycling Collection

RLCC Waste Collection

RH Recycling Collection

Gen Litter Waste Collection

CP Waste Collection

Gen Litter Offensive Hygiene Waste Collection
Sprinkler & Hose Repair Cemetery

Mortar Gyn, Gloves Maintenance Lock & Sprinkler Cemetery

Website Support & Maintenance
Contribution Towards Bus Services
Planning Professional Services

Amount
£336.00
£2,004.83
£60.00
£938.10
£3,316.96
£1,198.91
£184.74
-£12.00
£56.95
£256.30
£630.00
£198.00
£198.00
£195.40
£8.59
£48.64
£48.71
£394.66
£43.38
£173.66
£159.69
£60.10
£216.00
£1,293.21
£279.90

Total: £12,288.73



Number
8900
8901
8902
8903
8904
8905
8906
8907
8908
8909
8910
8911
8912
8913
8914
8915
8916
8917
8918
8919
8920
8921
8922

Supplier

Amazon

Arrazen-

Arpazon-

ArmourArbor

Bourne Amenity

Bowak

Bowak

Creating Technical Solutions
GLS - Findel

ITQED Ltd

IT QED Ltd

IT QED Ltd

IT QED Ltd

IT QED Ltd

S & B Stone Masonry

Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Select Environmental Services
Trade UK - Screwfix

Travis Perkins

Date Prepared: 26/05/2026

ORDERS FOR PAYMENT - BY BACS TRANSFER

Purchase Description

Pool Table Ball Pocket Catchers CP PAID BY BARCLAYCARD
Lockable Distribution Board Enclosure Grey Door PAID BY BARCLAYCARD
Lockable Distribution Board Enclosure Grey Door PAID BY BARCLAYCARD
Tree Works - Fallen Tree of Bulmershe open space

Hoggin Bulk Bag MELNR

Caretaking Supplies RH & SIP

Centrefeed RH

Vehicle Replace tyres x 2 YS06 BSO

Heavy Duty Sacks & Hand Towls SJP, MPCC & RH

IT Support May 26

IT PC Monitoring April 26

IT Azure Subscription April 26

SIP CCTV May 26

IT Skykick April 26

Cremated Remains Digging Service Cemetery- Recharged
Gen Litter Offensive Hygiene Waste Collection Apr 26

Gen Litter Waste Collection Apr 26

RH Recycling Collection Apr 26

RLCC Waste Collection Apr 26

CP Waste Collection Apr 26

MPCC Waste and Recycling Collection Apr 26

Various Supplies MPCC, Maintenance, CP & RH

Building Sand, Cement RH & Safety Glasses

Total:

Appendix J

Amount
£34-98
£45-08
£45:08

£350.00
£187.74
£88.44
£60.36
£160.80
£263.88
£450.00
£56.70
£102.49
£15.60
£202.50
£120.00
£173.66
£500.21
£33.24
£47.46
£69.38
£183.62
£222.72
£78.22

£3,367.02



IIMPREST ACCOUNT - Payment Requests 1181-1188
Vouchers between 11th April 2026 - 27th May 2026

Number Details Amount
1181 Damage Deposit Return SF £100.00
1182  Damage Deposit Return GJ £50.00
1183 Damage Deposit Return HX £50.00
1184  LGPS Pension May 26 £13,825.74
1185 HMRC PAYE & NI May 26 £14,005.53
1186  Salaries May 26 £36,766.95
1187 Damage Deposit Return LB £50.00
1188 Damage Deposit Return JC £50.00

Total Payments £64,898.22



