NORTH CLAINES PARISH COUNCIL 
You are duly summonsed to the Meeting of the Parish Council of North Claines, is to be held on Monday June 11th 2018 at 19.30hrs in Fernhill Heath Baptist Church, Okeys Lane, Fernhill Heath.
Clerk; Mrs C. Shinner                                                           The Old Library Centre

Telephone; (01905) 770226



            65 Ombersley Street East

Email; clerk@northclainesparishcouncil.gov.uk

Droitwich Spa









Worcestershire









WR9 8QS

AGENDA
1. To receive apologies for absence and to approve reasons for absence.
2. Declarations of Interest  
a) Register of interests; Councillors are reminded of the need to update their register of interests.

b) To declare any other Disclosable Pecuniary Interests in items on the agenda and their nature.

c) To declare any Other Disclosable Interests in items on the agenda and their nature.

d) Written requests for the council to grant a dispensation (S33 of the Localism Act 2011) are to be with the clerk at least four clear days prior to a meeting. 
Councillors who have declared an interest must leave the room for the relevant items as per the code of conduct and the North Claines Parish Council standing orders.

Failure to register or declare a Disclosable Pecuniary Interest may be a criminal offence.
3. To consider the approval of the minutes from the Annual Parish Council Meeting that was held on Monday May 14th 2018.

4. Progress reports from the previous minutes and any matters arising for information (if not considered elsewhere on the agenda) (Appendix A)
5. The Brum 

Opportunity for Councillors to raise matters with regard to the Brum and

report on actions from the previous minutes.
6
Highways, Footpaths and Lighting.
6.1
Update on any highways actions from or since the last meeting.
6.2
Opportunity for Councillors to raise any matters with regard to highways, footpaths or lighting.
6.3
Request for a litterbin by the bus stop on Ombersley Road opposite Bevere Lane requested by parishioner.

6.4
The Japanese Knotweed has returned.  Just beyond the rear garden wall of 
Danes Green House. It was supposed to have been removed last year. 
However, the vegetation, including the Highways Japanese Knotweed, was 
just cut back and chipped during the road widening, kerb, fence and culvert 
work undertaken by the development contractor at the Taylor Wimpey site 
along Dilmore Lane. The road work was part of the agreed development plan.
6.5
County Cllr AM has offered wildflower seed for the parish council to use 
around the parish.  Does the Council have suggestions for areas to use the 
seed?
7. 
Correspondence for information only.

(See appendix B attached)
8
Planning
8.1
Neighbourhood Plan Committee 
8.2
Planning applications for decision 

18/00724/HP

29 Morton Road


Fernhill Heath


Worcester


WR3 7UB


Ground floor extension


18/00843/LB


Oakfield House


270 Droitwich Road


Fernhill Heath


Worcester


WR3 7ST


Removal of part of greenhouse, removal and rebuilding of superstructure of greenhouse.


18/00849/FUL


Land adjacent


Oak farm


Bevere


Additional information received – noise abatement.


18/00911/HP


14 Fir Tree Road


Fernhill Heath 


WR3 8RE


Single storey rear extension and first floor side extension over garage.


18/00927/FUL


Kings Hawford school


Hawford Lock lane


Claines


WR3 7SD


Conversion of a double-decker bus to a static library.

8.3
Planning application decisions by Wychavon.
8.3.1
Approval;


18/00075/FUL – Daniels Farm, Vicarage Lane, Claines WR3 7RP.  Erection of 
a stock shed.


18/00674/HP – 61 Dilmore Avenue, Fernhill heath, Worcester WE3 7TH.


Take down and replace conservatory.

8.3.2
Refusal;

18/00265/HP – 101 Station Road, Fernhill Heath, Worcester, WR3 7UW.  
Erection of double garage with annexe at first floor for relations.


18/00264/OUT Hillside, Kennels Lane, Fernhill Heath, WR3 7RY


2 No four bed dwellings.

9
Report from District and County Councillor.
9.1
Report from A Miller
9.2
Report from L Duffy

10.
Newsletter and website
10.1
Update on the newsletter. 

Discussion to be had on how best to distribute the newsletter over the parish 
and associated costs.
10.2
Update on the website.


The website is to be upgraded and made more user friendly by Atif Ashak.


Website Content.

· Photographs of all Councillors are needed, could Councillors send the clerk a 
new photo or a photograph can be taken at the Council meeting.

· All Councillors are also asked to submit a small piece about themselves and the work that they do for the Council.  This is to be placed on the website too.

· To update the website, Atif would like to purchase a theme – which will cost in the region of £80.

· Do the Parish Council want local businesses to be listed on the website?

11 
Finance.

11.1
Invoices for consideration and payment at the Council meeting. 
11.2
Monies received.  None to date.
11.3
Application for a business debit card for the use of the Clerk for various parish 
financial transactions.  

The Clerk has the forms required for completion.  The card will be used to 
purchase small items of stationary, postage, virus 
protection and other 
online purchases. The financial regulations adopted by the Parish council in 
2015 state that the Clerk can spend up to £500 for 
transactions as long as 
they are evidenced within the minutes following the transaction.
11.4
Annual Governance Statement 2017/18


To consider and sign this annual statement.

11.5
Accounting Statement 2017/18


To consider and sign this annual statement.

12
Parish Maintenance 
12.1
Are there any parish maintenance requests to consider?
13
Co-option

13.1
The Clerk has received no applications for co-option at the date of this 
agenda.  The applications need to be received prior to the agenda being sent 
out, so that the applicant’s names can be on the agenda.

14
GPDR compliance for North Claines Parish Council


The Clerk has met with Ben Malley – the data protection officer for the 
Council.


The Clerk suggests a gradual implementation of the changes necessary as per 
the data protection assessment that was performed in April 2018.


The items for consideration for June 2018 are as follows;

· Adoption of the Retention Policy for the documents that NCPC produces.
· Adoption of the Privacy Policy for NCPC

15
Councillors items for consideration.
16
Dates of the next Parish Council meetings.


July 2nd and September 3rd 2018
Signed Clare Shinner

Dated 1 June 2018
Abbreviations


AM – County and District Cllr A Miller

AMM -
Cllr A McManus 


BH – Bob Hollis


Cllr – Councillor


JC – Cllr John Carter


LD - County and District Cllr L Duffy 


MD - Cllr Margaret Drinkwater





MF - Cllr Meg Farmer


NCPC – North Claines Parish Council

NPC – Neighbourhood planning committee


PP - 
Cllr P Philips 


WCC – Worcestershire County Council


WDC – Wychavon District Council
Appendix A 
Actions from the May meeting

11 
Dispute re access over Lyndale to the Memorial Club;


Cllr AMM has met with Peter Hamilton submit the application to WCC 

12
AMM would look at the kissing gate to see if it was suitable for safety purposes and 
should be re-considered at the next NCPC meeting.

12.1
exercise group is using the Brum The Clerk 

is to seek further advice from CALC with regard to insurance liabilities.

13
It was agreed that a meeting with Highways with regard to the modelling of the traffic flow for these lights would be sought – due to intense public concern. AM/Clerk

18.
Parishioner Atif Ashak and the Clerk were working on the website to bring it up to a 
better 
standard.

18.2
Newsletter and events booklet will be sent out shortly. MF/Clerk

It was agreed that flowers could be sent to Mrs Thomas the retiring head of Hindlip 
School, as she lives in Fernhill Heath.MF/AMM
Appendix B Reports to WCC/prismian
Correspondence for information – Appendix C
Mr Foster writes to the Council for assurance that all evidence held by the Countryside access team leader will be used in consideration of the case

St John Baptist Church - magazine.

SWDP Call for sites for development.
Red Ensign Fly the red ensign.
Malvern Hills District, Wychavon District, VFRTS Methodology 

Review of South Worcestershire Development Plan (SWDP) 

Background evidence updates- Village Facilities and Rural Transport Survey (VFRTS)
Road verge management and biodiversity in Worcestershire – information note.
Invoices for Payment – Appendix D
Top Cut Mowing services – Contract for May 2018


£2917.20
Clerk - Salary for May 2018






£1098.25
HMRC – Clerks NI and tax for May 2018




£182.53
Nest Pensions Clerks pension for May 2018



£31.81

Came and Company - Parish Council insurance for 2018-19

£814.59
Wychavon DC Bin clearing – Brum/Posters Mill/Dilmore Avenue

£356.40
Wychavon DC Bin clearing – Butchers walk



£89.10
Wychavon DC Bin clearing – Dog bin – Dilmore/Danes Green

£89.10

Wychavon DC Bin clearing – Mildenhall Mill – Egg Lane


£89.10
Fernhill Heath over 60’s Club Donation




£200
DM Payroll Services Ltd – Provision of data protection services

£600
NORTH CLAINES PARISH COUNCIL

RETENTION OF DOCUMENTS POLICY

Retention of documents

Attached is an Annex indicating the appropriate minimum retention periods documents. Documents should be retained for audit, staff management, tax liabilities, and the eventuality of legal disputes and legal proceedings.  
Retention of documents for legal purposes

The below table lists the limitation periods of time where legal claims may be brought under the Limitation Act 1980 (as amended). The 1980 Act provides that legal claims may not be commenced after a specified period. 
Category 




Limitation Period

Negligence (and other ‘Torts’) 

6 years

Defamation 




1 year

Contract 




6 years

Leases 




12 years

Sums recoverable by statute 


6 years

Personal Injury 



3 years

To Recover Land 



12 years

Rent 





6 years

Breach of Trust 



None

Where the limitation periods above are longer than other periods specified in the attached annex, the documentation should be kept for the longer period specified. 

Data Protection and Freedom of Information Considerations

The Lord Chancellor's Code of Practice on the Management of Records issued under section 46 of the Freedom of Information Act 2000 applies to public authorities and also bodies which are subject to the Public Records Act 1958 (the 1958 Act). Although local councils are not subject to the 1958 Act, they should familiarise themselves with the contents of the Code of Practice so they can formulate their own system of records management. 
The General Data Protection Regulations (GDPR) will be applied from 25th May 2018.  

Under the GDPR, the data protection principles set out the main responsibilities for organisations.

Article 5 of the GDPR requires that personal data shall be:

a) processed lawfully, fairly and in a transparent manner in relation to individuals;

b) collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes; further processing for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes shall not be considered to be incompatible with the initial purposes;

c) adequate, relevant and limited to what is necessary in relation to the purposes for which they are processed;

d) accurate and, where necessary, kept up to date; every reasonable step must be taken to ensure that personal data that are inaccurate, having regard to the purposes for which they are processed, are erased or rectified without delay;

e) kept in a form which permits identification of data subjects for no longer than is necessary for the purposes for which the personal data are processed; personal data may be stored for longer periods insofar as the personal data will be processed solely for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes subject to implementation of the appropriate technical and organisational measures required by the GDPR in order to safeguard the rights and freedoms of individuals; and

f) processed in a manner that ensures appropriate security of the personal data, including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures.
ANNEX TO RETENTION OF DOCUMENTS POLICY
RETENTION OF DOCUMENTS REQUIRED FOR THE AUDIT OF PARISH COUNCILS

DOCUMENT 


MINIMUM RETENTION 
   
REASON

PERIOD
Personnel

Personnel records

3 years after employee leaves
Limitation Act 1980 (as 










amended)
Disciplinary/grievances
Review 6 years after last action
Management

Recruitment documents
6 months 



Management

Wages records

6 years 



Audit

Pension records                     12 years                                             Superannuation

Timesheets 


Last completed audit year

Audit (requirement)





3 years



Personal injury (best










practice)
Members allowances

6 years + current


Tax Limitation Act 1980 register







(as amended)
Audit
Scales of fees 

6 years + current


Management

Receipt and payment

Indefinite



Archive

account(s)

Receipt books 

6 years + current


VAT

Bank statements

Last completed audit year 

Audit

Bank paying-in books    
Last completed audit year 

Audit

Cheque book stubs 

Last completed audit year 

Audit

Quotations and tenders 
6 years + current


Limitation Act 1980 (as

amended)

Paid invoices 


6 years + current


VAT

Paid cheques 


6 years + current


Limitation Act 1980 (as

amended)

VAT records 


6 years + current year generally 
VAT

but 20 years for VAT on rents

Petty cash


6 years + current year


Tax, VAT, Limitation 










Act 1980 (as amended)
Investments 


Indefinite 



Audit, Management
Contracts and Procurement

Unsuccessful tenders

2 years



Audit

Successful tenders

6 years + current year


Audit
Administration
Minute books 


Indefinite 



Archive

Insurance policies 

While valid 



Management

Certificates for


40 years from date on which

The Employers’ Liability

Insurance against

insurance commenced or

Compulsory Insurance Liability for employees
was renewed



Regulations 1998 (SI. 










2753), Management
Litigation


6 years after folder closure

Limitation Act 1980

Title deeds, leases,

Indefinite



Audit, Management

agreements, contracts

For Halls, Centre, Recreation Grounds

application to hire


6 years + current year

VAT

lettings diaries

copies of bills to hires

record of tickets issued

For Allotments

register and plans 


Indefinite 


Audit, Management
Plot holder tenancy records

6 years + current year

Audit.

For Burial Grounds

Register of fees collected


Indefinite

Archives, Local 


Register of burials



Indefinite

Authorities Cemeteries 

Register of purchased graves


Indefinite

Order 1977 (SI.204)

Register/plan of grave spaces                       Indefinite

Register of memorials



Indefinite

Applications for interment


Indefinite

Applications for right to erect memorials
Indefinite

Disposal certifications



Indefinite

Copy certificated of grant of exclusive
Indefinite

Right of Burial

This policy will:

· Be publicised to staff and made available for reference

· Apply to all the council’s records, regardless of how they are held

· Be reviewed annually, amended and re-issued as necessary and members of staff notified accordingly

· Operate in conjunction with the council’s existing policies on Data Protection (Privacy Policy) and Freedom of Information.
North Claines Privacy Policy

Your personal information is being processed by North Claines Parish Council.  We are devoted to managing personal information in line with current legislation and best practice, this includes the new General Data Protection Regulation (GDPR) which is active from May 25th, 2018. Whenever you provide personal information, we will treat information in accordance with our privacy policy.

Description of processing

The following is a broad description of the way this organisation processes personal information: 

Reasons/purposes for processing information

We process personal information to enable us to provide …

Type/classes of information processed
We process information relating to the above reasons/purposes. This information may include: 

· personal details 

· family, lifestyle and social circumstances 

· goods and services 

· financial details 

· education details 

· employment details

We also process sensitive classes of information that may include: 

· physical or mental health details 

· racial or ethnic origin 

Who the information is processed about
We process personal information about customers and clients, advisers and other professional experts and employees.

Who the information may be shared with
We sometimes need to share the personal information we process with the individual them self and with other organisations. Where this is necessary we are required to comply with all aspects of GDPR. What follows is a description of the types of organisations we may need to share some of the personal information we process with for one or more reasons. Where necessary or required we share information with: 

· business associates, professional advisers 

· family, associates and representatives of the person whose personal data we are processing 

· suppliers 

· local and central government 

· financial organisations 

· ombudsmen and regulatory authorities 

· healthcare professionals, social and welfare organisations 

· current, past or prospective employers 

· examining bodies 

· service providers

Retention policy 

	Retention Period


	Our retention policy can be obtained by contacting the clerk, or visiting our website.

	Where stored:
	Electronic, paper

	Authority:
	North Claines Parish Council

	Information Asset Owner:
	North Claines Parish Council

	Location Held:
	Electronically  or Secure File

	Permanent Preservation:
	No

	Sensitive Personal Data:
	No


Rights of Data Subjects

	The right to be informed
	Data subjects should be clear about what, why and in what way, Personal Identifiable Information (PII) will be processed. 

	The right of access
	Data subjects have the right to learn what PII is held on them by whom and why

	The right of rectification
	Data subjects can request corrections to their PII

	The right to erase
	Data subjects can request to be forgotten

	The right to restrict processing
	Data subjects can ask organisation to stop processing their PII

	The right to data portability
	Data subjects can ask for their PII in machine readable format or to have it sent to another organisation 

	The right to object
	Data subjects can object to organisation processing their PII

	Automated decision making and profiling
	Protection against targeted marketing and decision making


If you wish to require more information regarding rights, you can do this by consulting the Information Commissioners Office (ICO) website.  

Please sign and date below to confirm you understand and agree with our privacy policy.

Signature:

Date:




Meeting Adjourned for public question time


The time allocated is at the discretion of the council/chairman.  Residents are invited to give their views and question the parish council on issues on this agenda, or raise issues for further consideration at the discretion of the chairman.  Members of the public may not take part in the parish council meeting itself unless the Chairman allows.  This period is not part of the formal meeting; brief notes will be appended to the minutes as an aide memoire.














