
 

 

 

 
 
 
To: All Members of the Personnel Committee 
 
Sir/Madam 
 
You are hereby summoned to attend a Meeting of the Personnel Committee of the Yaxley 
Parish Council to be held on Tuesday 22nd March 2022, after a meeting of the Property 
Committee, expected start time 7.45pm in Queens Park Hall, Daimler Avenue, Yaxley, 
PE7 3LX.  
 

 
Helen Taylor 
On behalf of Yaxley Parish Council           15th March 2022 
 

 
THE PUBLIC AND PRESS ARE ALWAYS WELCOME 

 
AGENDA 

 
PER48.     APOLOGIES FOR ABSENCE 
  To receive and accept apologies for absence. 

 
PER49.     DECLARATIONS OF INTERESTS IN AGENDA ITEMS 

To receive Declarations of Disclosable Pecuniary and Other Interests, as set 
out in Chapter 7 of the Localism Act 2011 and the nature of those interests 
relating to any Agenda Item. 
 

PER50 . MINUTES 
To approve as a correct record the Minutes of the meeting of the Personnel 
Committee held on Tuesday 16th November 2021 – attached.   
 

PER51. PUBLIC PARTICIPATION 
A maximum of 15 minutes is permitted for members of the public to address 
the Council. 
 

PER52. REVIEW OF PERSONNEL POLICIES 
  To review the contents of: 

• Asbestos Management Policy 

• Lone Working Policy and Risk Assessment 

• Alarm Activation Policy 
 
PER53.  STAFF TRAINING  

 To receive a report by the Clerk - attached. 
 

PER54. 2021/22 NATIONAL SALARY AWARD 
  To consider a report by the Clerk - attached. 
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PER55. PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 EXCLUSION OF 

THE PRESS AND THE PUBLIC 
To resolve that in accordance with Section 1(2) of the Public Bodies 
(Admission to Meetings) Act 1960 and by reason of the confidential nature of 
the remainder of the business, the Press and the Public be excluded from the 
Meeting. 
 

PER56. PAYMENTS FOR CLOSING UP OUT OF NORMAL WORKING HOURS 
 To consider a report by the Clerk - attached. 
 
PER57. STAFFING UPDATE 
 
PER58. PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 

RE-ADMITTANCE OF THE PRESS AND THE PUBLIC 
 

To resolve that the confidential business having been concluded, the Press 
and Public be re-admitted to the meeting. 
 
 
 
 
Cut off time for the meeting 9.15pm. 

 
 
 

 



 

 

Minutes of the Meeting of the Personnel Committee held in Queens Park Hall, 
Daimler Avenue, Yaxley on 16th November 2021 at 7.40pm. 

 
Present:-  Councillor K Gulson – Vice Chairman in the Chair; 
 
Councillors D Chapman, E Gilchrist and D Hitchcock,  
 

 In attendance: H Taylor 

PER39. APOLOGIES 

Apologies for absence from the meeting were received and accepted from Councillors J 

Lusted, P Russell, S Sanderson and A Wood (all personal). 

PER40. DECLARATION OF INTERESTS 

 No declarations were received. 

PER41. MINUTES 

Councillor E Gilchrist proposed approval of the Minutes of the Personnel meeting held on 

12th October 2021. This was seconded by Councillor D Hitchcock and unanimously 

RESOLVED.  

PER42. PUBLIC PARTICIPATION 

No Member of the Public wished to speak. 

PER43. BUDGET 2021 - 2022 

 Members were presented with a budget report as at 30th September 2021 (a copy of 

which has been appended in the Minute Book). Having discussed the various budget 

headings, actual spend against predicted and the proposed figures for 2022/23, it was 

proposed by Councillor D Chapman that the budget be recommended to Full Council for 

approval.  This was seconded by Councillor D Hitchcock and unanimously RESOLVED. 

PER44. PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 EXCLUSION OF THE 

PRESS AND PUBLIC. 

That in accordance with Section 1(2) of the Public Bodies (admission to Meetings) Act 

1960 and by reason of the confidential nature of the remainder of the business, the Press 

and Public be excluded from the meeting. 

 It was proposed by Councillor D Hitchcock, seconded by Councillor E Gilchrist and 

unanimously RESOLVED that the meeting should be closed to the public and press at 

7.46pm. 

PER45. STAFF MATTERS 

By way of a verbal report by the Clerk, Members were pleased to note that a new 

Grounds Maintenance Operative had been appointed and that she would start on 29th 

November.   

 

 



 

 

PER46. FINANCE OFFICER  

 With the aid of a report by the Clerk (a copy of which is appended in the Annex to the 

Minute Book) the Committee considered the renewal of the contract between the Council 

and Freelance Business Services for providing book keeping services and preparing 

financial statements and reports including the Annual Report and Budget.   Having 

appreciated the valuable work undertaken over the year by Mrs Porter, it was proposed 

by Councillor K Gulson that the Parish Council renews its contract with FBS for the 

provision of accountancy and bookkeeping services, for a further year. This was 

seconded by Councillor E Gilchrist and unanimously RESOLVED. 

PER47. PUBLIC BODIES (ADMISSION TO MEETINGS) ACT 1960 RE-ADMITTANCE OF THE 

PRESS AND PUBLIC. 

 That in accordance with Section 1(2) of the Public Bodies (Admission to Meetings) Act 

1960 and by reason of the confidential nature of the remainder of the business being 

concluded, the Press and Public be re-admitted to the meeting. 

It was proposed by Councillor D Chapman and seconded by Councillor D Hitchcock that 

the press and public should be readmitted to the meeting. 

Meeting closed at 7.55pm 

 

 

 

Signed …………………………………………………………… Chairman. 
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Policy Statement 
 
Yaxley Parish Council acknowledges the risks to health arising from exposure to asbestos 
fibres.  It accepts that its activities and undertakings have the potential to expose employees, 
contractors and others to asbestos fibres.  Therefore, everything that is reasonably 
practicable will be done with the Council to protect all such persons from risks to their health 
from exposure to asbestos. 
 
Yaxley Parish Council accept their responsibilities under the Control of Asbestos 
Regulations 2012 relating to the control of risks and exposure to asbestos.  They also accept 
their responsibilities under The Construction (Design and Management) Regulations 2015 
relating to the provision of information to contractors and others affected by works carried 
out to properties owned and managed by Yaxley Parish Council. 
 
We will comply with all Regulations and associated Approved Codes of Practice and 
Guidance Notes issued by the Health and Safety Executive in respect of controlling the risk 
of exposure to asbestos by their employees and anyone else who may be affected by their 
undertakings. 
 
This Policy requires the full cooperation of the Parish Council, staff and stakeholders to 
ensure its success. 
 
Policy Aims and Objectives 
 
Yaxley Parish Council shall take steps, as far as is reasonably practicable, to prevent the 
exposure or likely exposure to asbestos fibres of their contractors, residents and any others 
not at work from work-related activities. 
 
Asbestos containing material present within Yaxley Parish Council properties which are 
sound, in good condition, not releasing fibres and not subject to abrasion or damage will be 
left in the property and managed.  Asbestos containing material that is in poor condition or 
has the potential to release fibres or be subject to abrasion or damage will be removed from 
the property.  However, if this is not feasible for a structural or customer care reasons 
(financial reason is not sufficient) it will be encased and managed. 
 
No employee of Yaxley Parish Council shall carry out the work on asbestos containing 
materials unless they have received appropriate training. 
 
Yaxley Parish Council will only employ reputable and suitably qualified licensed asbestos 
contractors to work with licensed asbestos. 
 
No new asbestos containing materials shall be used within new or existing owned, leased or 
managed properties. 
 
Where asbestos containing material is discovered during works that was not evident during 
the refurbishment survey, the works will be stopped and specialist advice will be sought. 
 
 
 
 
 



 
 
Responsibilities within this Policy 
 
Yaxley Parish Council. 
 
Approve major amendments and revisions of Yaxley Parish Council Asbestos Management 
Policy. 
 
Responsible Person (Duty Holder: Parish Clerk) 
 
Receive and agree reviews of the Asbestos Management Policy and if these involve major 
amendments and revision, refer these to the Yaxley Parish Council for approval. 
 
Asbestos Duty Holders 
 
Review annually the implementation of Yaxley Parish Council Asbestos Management Policy. 
 
Monitor the level of funding required to implement the Policy. 
 
Yaxley Parish Council will be the corporate duty holder under the Control of Asbestos 
Regulations 2012 (Regulation 4).  The responsibility for exercising this duty is delegated to 
the Parish Clerk. 
 
Yaxley Parish Council Clerk will: 
 

• Assess and review the content of the Asbestos Management Policy and associated 
procedures to ensure full compliance with legal requirements and recommendations. 

 

• Establish training needs and prepare training programmes in compliance with the 
provisions of this Asbestos Management Policy. 

 
Policy Authorisation and Review 
 
This Asbestos Management Policy is a document approved by Yaxley Parish Council. 
 
This Asbestos Management Policy will be reviewed every 3 years.. 
 
Should changes in the statutory provisions require any interim change to the Policy the 
document will be amended as they occur. 
 
Any interim amendment to the Policy will be approved and authorised by the Parish Clerk. 
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LONE WORKING POLICY 
 
Introduction 
 
The following Policy and Procedures have been written in order to minimise the risks for 
Yaxley Parish Council staff when working alone. 
 
Under the Health and Safety at Work Act 1974 and the Management of Health and Safety at 
Work Regulations 1999 it is the employer’s duty to assess risks to lone workers and take 
steps to avoid or control risk where necessary.  Employees have responsibilities to take 
reasonable care of themselves and other people affected by their work and to co-operate 
with their employers in meeting their legal obligations. 
 
The Parish Clerk will review the Policy and Procedures to ensure its implementation and to 
ensure that it is relevant to working practice. 
 
Policy  
 
To enable the Council to comply with its statutory duties with regard to lone working, the 
Council will through procedures adopted at all levels avoid the need for lone working 
wherever possible. 
 
Where employees have to undertake lone working, personal safety will be of paramount 
importance. 
 
Lone Working must not be viewed in isolation, other relevant policies will also apply, such as 
the Health and Safety Policy which will identify the protective and preventable measures 
necessary for employees to undertake lone working activities. 
 
The following details although mostly common sense are provided to reinforce the need for 
everyone to take lone working and their safety seriously at all times. 
 
Definition of Lone Working/Lone Workers 
 
Lone workers are those who work by themselves without close or direct supervision.  For 
example: 
 
People in Fixed Establishments (Office or Other Base) 
 
A staff member working alone in an office or other base. 
 
People working outside normal hours, e.g. staff working late/attending evening meetings, 
locking up buildings etc. 
 
Mobile Workers working away from their fixed base 
 
A staff member is required to travel alone to and from a fixed base to another place of work 
or to meetings etc. 
 
Working practices that may require staff to work one to one with children and young people. 
 
Environment works, such as grass cutting or Ground Staff activities and setting up for 
football matches. 
 
 
 



Potential Risks 
 
Some of the main risks have been highlighted below, however, this list is not meant to be 
exhaustive. 
 

• Accessibility by members of the public, contractors etc e.g., open access/unlocked 
doors. 

 

• Requirement to lock up when leaving a building. 
 

• Poorly lit entrances/exits. 
 

• Being taken ill whilst working alone. 
 

• Lack of knowledge regarding Health and Safety Procedures. 
 
Assessing the Risk 
 
The purpose of assessing the risk of lone working is to establish two main facts: 
 

• Whether the work can be done safely by a lone worker. 
 

• What arrangements will ensure that an individual is not exposed to unnecessary and 
unacceptable risk. 

 
In drawing up and recording an assessment of risk the following issues should be 
considered as appropriate to the circumstances: 
 

• The environment – location, security, access. 
 

• The context – nature of the task, any special circumstances, the individuals 
concerned, indicators of potential or actual risk. 
 

• History – any previous incidents in similar situations. 
 

• Any other special circumstances. 
 
All available information, including previous events which have caused problems, should be 
taken into account and checked or updated as necessary. 
 
Where there is any reasonable doubt about the safety of a lone worker in a given situation, 
consideration should be given to sending a second worker or making other arrangements to 
complete the task. 
 
While resource implications cannot be ignored, safety must be the prime concern.  If at any 
time the lone worker is uncomfortable with their position, they should call for assistance or 
remove themselves from the risk. 
 
 
Prohibition of Lone Working 
 
Certain situations require that employees cannot work alone, these include: 
 

• Young persons under instruction and training on machines. 
 



• Certain fumigation activities and other work with substances hazardous to health. 
 

• Working with harness systems and using unsupported access equipment. 
 
Responsibility and Personal Safety 
 
It is your responsibility to keep yourself safe.  Staff should take all reasonable precautions to 
ensure their own safety as they would in any other circumstances. 
 
Keeping track of individual movements is sometimes difficult but it is the responsibility of the 
staff member and the line manager to identify potential risks in carrying out the work and to 
minimise these risks by maintaining regular communication. 
 
Staff must not assume that having a mobile phone and a back-up plan is sufficient safeguard 
in itself.  The first priority is to plan for a reduction of risk. 
 
Before working alone an assessment of the risks involved should be made in conjunction 
with the line manager as set out above. 
 
Staff must inform their line manager or other identified person when they will be working 
alone giving accurate details of their location and following an agreed plan to inform that 
person when the task is completed.  This includes occasions when a staff member expects 
to go home following a visit rather than returning to their base. 
 
If a member of staff does not report in as expected an agreed plan should be put into 
operation, initially to check on the situation and them to respond as appropriate. 
 
Where staff work alone for extended periods and/or a regular basis, managers must make 
provision for regular contact, both to monitor the situation and to counter the effects of 
working in isolation. 
 
Procedures for staff working fixed bases 
 
Staff should always adhere to the following guidelines in order to minimise risks when 
working alone at any fixed base. 
 

• Avoid unnecessary ‘out of normal office hours’ working wherever possible. 
 

• Familiarise yourself with the layout of the building/floor.  Ensure you have keys.  Lock 
all doors that allow direct access to the building and/or office you are working in. 
 

• Familiarise yourself with the Fire Safety Procedures and identify escape routes. 
 

• Do not answer the door to unexpected visitors e.g., in the case of contractors, ask for 
identification and don’t let them in until you have checked it out if you are at all 
unsure. 
 

• Practice setting the alarm system. 
 

• Practice the locking up procedures. 
 

• Do not use lonely exit routes if there are safer alternatives 

• If possible, avoid parking your car in badly lit areas, move it nearer to the place you 
exit the building if possible. 
 



• Ensure you have access to a torch and a personal alarm if working late especially 
after dark. 
 

• Notify people at home when you intend leaving working and what time to expect you 
home. 
 

• Leave contact numbers at home so that the Parish Council can be contacted if there 
are concerns for your safety. 
 

• Should you feel ill whilst working alone – seek help immediately – dial 999 if 
necessary. 
 

• If you are based in a host agency/community organisation, check out their 
procedures for lone working and personal safety. 
 

• Undertake a risk assessment for lone working with your line manager.  Report any 
concerns, hazards or potential risks to your line manager immediately. 

 
Procedures for Mobile Workers working away from their fixed base 
 
All staff should leave details of their movements and give an idea of how long they are going 
to be away from base and when they expect to be back.  If plans change the staff member 
must ring in to let their Line Manger know. 
 
Details of venues being visited, and a contact number should always be provided. 
 
Think about the location of the place you are going.  Check out the venue and prepare for 
the visit beforehand. 
 
Meet unfamiliar people in public areas. 
 
Parking 
 
Park your car in a well-lit area – especially if you intend returning to it after dark.  If possible, 
ask someone you know to accompany you to the car.  If this is not possible carry a small 
torch and personal alarm with you. 
 
Buildings /Meetings at unfamiliar venues  
 
Report to reception on arrival and always sign and out of the building. 
 
Ask the receptionist to notify the person you are meeting. 
 
Isolated locations/unfamiliar people 
 
Avoid meetings in isolated locations; suggest a public place to meet such as a coffee bar 
etc.  If this cannot be avoided, then where possible do not go alone and always notify office 
based staff when you arrive and leave. 
 
Check out the person/people you are meeting 
Avoid walking alone at night. 
 
 
 
 



Planning 
 
By thinking things through and planning for the unexpected it will help you to remain 
confident when faced with an emergency. 
 
If you work alone on a regular basis, assess any risks with your Line Manager and identify 
any measures needed to ensure your personal safety. 
 
Out of Hours Call Out 
 
Staff who are called out to alarm activation incidents out of hours will follow the Alarm 
Activation Procedure. 
 
Communication 
 
Managers must consider whether communication is adequate and in particular: 
 

• What level of supervision is intended and how is it to be carried out. 
 

• Has the lone worker been equipped with a system of maintaining contact, mobile 
telephone or radio. 

 
Do not forget to communicate your whereabouts – this is crucial – tell someone about your 
plans. 
 
Reporting an Incident 
 
It is important to report any incident that occurs to you, whether it is aggression, violence, a 
transport breakdown or a personal accident to your Line Manager.  In this way, a full 
investigation can be made to assess any further potential risks and identify any additional 
safety procedures needed in order to prevent a similar incident happening to somebody else. 
 
Working Alone Procedure 
 
If you will be working alone or out of normal hours you will be expected to follow this 
procedure. 
 
Verbally inform your Line Manager/family member where you will be working and at what 
times, give an expected time of return. 
 
If you normally return to the office or fixed base for a break but are unable to do so contact 
someone, preferably your Line Manager and let them know. 
 
If someone does not turn up for a usual break, the Line Manager will contact the person to 
ensure they are alright. 
 
If you are working late or at your fixed base alone make sure you are safe.  Lock the main 
entrance door, if you are not expecting any visitors.  When you have locked up and left the 
premises text or phone someone to let them know you are on your way home. 
 
If you do not intend to return to the office after a site visit or meeting let your Line Manager of 
the office know that you are finished for the day and will be going straight home. 
 
 
 
 



What to do if someone has not returned at the expected time 
 
Do not panic. 
 
Give them an extra half hour, don’t forget this is just an estimated time of return. 
 
If the person still hasn’t returned after the extra half hour – telephone them. 
 
If you are unable to contact them straight away – leave a message on their phone and ask 
them to contact you as soon as possible. 
 
If they have not returned you will call within 20 minutes, ring them again and leave another 
message. 
 
If their anticipated location(s) are close by send someone to and look for the person. 
 
If they are not there and they have still not contacted anyone – contact the Parish Clerk via 
the office telephone number or mobile if out of hours. 
 
 



 

 

 



Yaxley Parish Council   RISK ASSESSMENT 

RISK ASSESSMENT LONE WORKING 

LONE WORKING 

DESCRIPTION OF 

ACTIVITY 

 

o Opening and unlocking facilities 

o Setting up for the Football 

o Attending evening meetings 

o Attending to alarm call outs 

o Working on premises alone 

 
 

WHO IS AT RISK? 
Employees 

 

 EXPLANATION OF RISK RATING: PROBABILITY 

Risk Rating = Probability X Severity 

 
Unlikely 

1 

Likely 

2 

Certain 

3 

S
E
V

E
R

IT
Y
 1 Minor injury or damage 1 2 3 

2 Major injury or damage 2 4 6 

3 
Severe injury or serious illness or 

death. Severe damage 
3 6 9 

 

ACTIONS RESULTING FROM RISK RATING:        
RATING  

1-3 
LOW RISK: Carry on with activity, ensuring controls are in place.  No further controls 

required. 

4-6 
MEDIUM RISK: Impliment further controls if practical to reduce risk to an acceptable 

level.  Monitor risk level to ensure no increase.  

9 
High Risk: Stop activity immediately.  Impliment further controls to reduce risk if 

possible.  Find alternative method. 
 

AREAS IN WHICH 

ACTIVITY TAKES 

PLACE 
All council owned facilities. 

MINIMUM LEVEL OF 

TRAINING OR 

QUALIFICATION 

REQUIRED 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

EVALUATION 

INDENTIFICATION OF 

HAZARD 
HAZARDOUS EVENT EXISTING CONTROLS TO REDUCE RISK 

(MINIMUM CONTROLS ALWAYS IN PLACE) 

EXISTING 

RISK RATING 

ADDITIONAL CONTROLS TO FURTHER 

REDUCE RISK TO AN ACCEPTABLE LEVEL 

RESIDUAL 

RISK RATING 

P
ro

ba
bi

lit
y 

S
ev

er
ity

 

R
at

in
g 

P
ro

ba
bi

lit
y 

S
ev

er
ity

 

R
at

in
g 

 

Working at height 

 

 

Personal injury or death 

 

Risk assessment of task 2 2 4 

 

No work to be carried out at height 

when singleton working 

 

1 1 2 



Yaxley Parish Council   RISK ASSESSMENT 

RISK ASSESSMENT LONE WORKING 

 

Opening or Locking 

sites or buildings 

 

 

Personal injury or death 

Damage to vehicle and/or other 

buildings 

 

Mobile phones and torches to be used 

in areas of limited external lighting 
2 3 6 

Microguard alarm system to be trialled 

by caretaker 
1 3 3 

 

Verbal Abuse, Physical 

attack 

 

Verbal abuse, physical attack. 

Undetected accident 

 

Inform office of any abusive or 

expected abusive behaviour 

Ensure mobile phone is charged 

Advise others of location where 

working 

Be aware of surroundings 

Inform office/grounds supervisor if a 

deviation from daily route is needed 

 

2 3 6 
Report all incidents of verbal abuse to 

police 
1 3 3 

 

Animal attack 

 

 

Lacerations and possible infection 

from bites 

 

 

Approaching suspect animals to be 

avoided. 

Petting of animals to be avoided. 

Staff who feel under threat should 

remain in vehicle and contact office/ 

grounds supervisor for instruction 

Vaccination Information and 

instruction 

Incidents to be reported to the Office 

 

2 3 6 

Inform appropriate services of stray or 

vicious animals 

 

1 3 3 

 

Trespassers 

 

Verbal abuse, physical attack 

 

Request trespassers to leave site 

 Escort them off site 

Report all such incidents to office 

 

2 3 6 

If they refuse to leave dial 999 on 

mobile phone 

 

1 3 3 

 

 
 
 

 
 

 
 
 

 
 

 



Yaxley Parish Council   RISK ASSESSMENT 

RISK ASSESSMENT LONE WORKING 

PERSONAL PROTECTIVE EQUIPMENT REQUIRED      REFERENCE & GUIDANCE 

Item Symbol Required 
(Ctrl+/) 

Notes   
▪ Health & Safety at Works Act 1974 
▪ Management of Health & Safety at Work Regulations 

1992 
▪ The Provision and use of Work Equipment Regulations 

1998 
▪ Personal Protective Equipment at Work Regulations 1992 

▪ Approved Code of Practice 
▪ Reporting of Injuries, Diseases and Dangerous 

Occurrences Regulations 
▪ Lone Working HSE 

▪ YPC Lone Working Policy 
▪ YPC Alarm Activation Procedure 

 

Safety Boots 
 

✓  
 

Hi-Visability Clothing 
 

✓  
 

Torch  ✓  
 

Mobile Phone  ✓  
 

 

 

 

 
 

 
 

 

• The Clerk and Grounds Supervisor will monitor and review the controls to reduce risk in accordance with the company’s 
Health & Safety Policy.   

• Risk Assessments will be reviewed annually or more often if required. 
• The information contained within this Risk Assessment should be taken as the minimum requirement and is not to be 

considered exhaustive.  
 

 

 

Risk Assessment Completed By:   Helen Taylor 

Date 1st August 2016   

 

Review Date: August 2019 
 



 

 

 



YAXLEY PARISH COUNCIL  
 

Alarm Activation procedure 
 
On receiving a telephone call notifying of intruder alarm activation establish the identity 
of the person making the call i.e. Rose Fire & Security.  
 
Arrange with either a member of your family or other responsible person to call 
the Police to the premises if they have not heard to say that all is well. This call 
should be made between 30 to 45 minutes after the estimate time of arrival.  
 
What to take:  
  
Identification of who you are, for example an employee badge. This helps if police do 
attend the scene or are later called to the scene.  
 
A torch of a reasonable size and power.  
 
Your mobile phone. 
 
On arrival at the premises  
 
If the Police are in attendance make sure they have checked all sides of the building. 
Then enter with the Police and check all areas.  
 
If the Police are not in attendance walk slowly round as much of the premises as 
possible checking for forced entry e.g. broken glass, prised doors, windows etc. 
including the roof and walls. Evidence of flash lights being used or other lights left on 
within the building; noise from within the building or outside; suspicious/unfamiliar 
vehicles parked in the immediate area. If in any doubt leave the site and call the Police 
by dialling 999.  
 
If all appears to be quiet, enter and check premises. Switch on appropriate lights and 
proceed to re-set the alarm. If there are signs of a break in leave at once and call the 
Police as above.  
 
If in doubt leave the site immediately, even if you have the use of a mobile phone. 
Arrange to meet the Police nearby. This is for your own safety.  
 
On entering the premises:  
 
Carefully note all information displayed on the alarm controls. Take no action at the 
control panel beyond un-setting the protected areas.  
 
Check that the telephones are in working order. If the telephones do not work, it is 
likely that the lines have been cut. If the Police are in attendance they should be made 
aware of the telephone not working.  
 
If alone and, at any point, it is suspected there has been a break-in, then leave the 
premises and call the Police.  



 
If there has been a break-in, re-enter the premises and check carefully with the police 
and following their instructions. Please note that a crime reference number will be 
required for insurance purposes.  
 
After checking the premises:  
 
Notify the member of family or other responsible person, who is expecting to be 
contacted, to let them know that all is in order. Consider arranging to make 
further calls if appropriate.  
 
Arrange for any emergency repairs to be made so the premises can be secured. 
 
If there is no apparent break-in, secure the premises and set the alarm system. 
 
If the reason for the alarm activation cannot be identified it may be necessary to 
arrange with the Office the following day to contact the alarm company to check the 
system for faults.  
 
 
 
 
 



PERSONNEL COMMITTEE      Agenda item: PER53 
 

DATE:   22nd JULY 2022   
 

SUBJECT: STAFF TRAINING 
 
 

1. PURPOSE OF REPORT 
 

To note training arranged for staff. 

 

2. TRAINING 

 

• Michael Tesloff from the Grounds Team has passed the City and Guilds Level 2 Tree 

Felling up to 380mm run by Bedford College; 

• The Clerk and the Officer Administrator joined a refresher webinar on Operation London 

Bridge – protocol for a Death of a Royal; 

• All the Office Staff have attended a webinar by RBS, who provide the Parish Councils 

Rialtus computer package, on major updates to the cemetery package which now links to 

the sales ledger; 

• The Officer Administrator and Bookings Clerk has attended an allotment course run by 

CAPALC. 

RECOMMENDATION 

That the contents of the report be noted.  

 

 
Helen Taylor 
 
Clerk to Yaxley Parish Council 



 

 

 



YAXLEY PARISH COUNCIL PERSONNEL COMMITTEE  Agenda item: PER54 
 

DATE:   22ND MARCH 2022   
 

SUBJECT: 2021/22 NATIONAL SALARY AWARD 
 
 

1. PURPOSE OF REPORT 
 

To note the NJC scales rates for 1st April 2021 to 31st March 2022. 

 

2. AWARD 

 

The pay award for 1st April 2021 to 31st March 2022 has finally been agreed nationally with an 

across the board rise of 1.75%. 

 

As the Council has adopted the NJC rates, back pay for all employees has been paid in the March 

2022 payroll.  Provision had been previously made in the budget to cover this increase.  

 

RECOMMENDATION 

That the NJC scale rates for 1st April 2021 to 31st March 2022 be noted.  

 

 
Helen Taylor 
 
Clerk to Yaxley Parish Council 


