
Unit 1, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 

Tel: 01768 899 773 Email: office@penrithtowncouncil.co.uk 

DATE: 6 July 2020 

You are summoned to attend a video conference meeting of 

PENRITH TOWN COUNCIL 
to be held virtually via video conference on 

Monday 13 July 2020, at 6.00 p.m.  

FULL COUNCIL MEMBERSHIP 

Cllr. Bowen Pategill Ward Cllr. Jackson North Ward 

Cllr. Burgin South Ward Cllr. Kenyon North Ward 

Cllr. Clark South Ward Cllr. Knaggs West Ward 

Cllr. S. Clarke Carleton Ward Cllr. Lawson Carleton Ward 

Cllr. Davies West Ward Cllr. M. Shepherd North Ward 

Cllr. Donald North Ward Cllr. Shepherd East Ward 

Cllr. Fallows East Ward Cllr. Snell West Ward 

Cllr. Hawkins East Ward 

Mrs V. Tunnadine, Town Clerk 

The Town Council resolved from 20 May 2019, until the next relevant Annual Meeting of the Council, that 

having met the conditions of eligibility as defined in the Localism Act 2011 and SI 965 The Parish Councils 

(General Power of Competence)(Prescribed Conditions) Order 2012, to adopt the General Power of 

Competence. 
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AGENDA  

VIRTUAL FULL COUNCIL MEETING 

MONDAY 13 JULY 2020 

Due to the current restrictions in place this meeting will be a virtual meeting and 

therefore will not take place in a physical location. The meeting be held virtually via 

video conferencing using Microsoft Teams. Therefore, this is a meeting in public, not a 

public meeting. 

The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 

Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 

(“the 2020 Regulations”) come in to force on 4 April 2020.  

Section 78 of the 2020 Regulations enable local councils to hold remote meetings 

(including by video and telephone conferencing) for a specified period until May next 

year.  The Regulations apply to local council meetings, committees, and sub-

committees.

WELCOME 
The Chair will welcome everyone to the Full Council meeting before introducing 

himself and then taking a roll call of attendees. Each person in turn will be invited 

by name to confirm they are in attendance and if they have to leave the meeting 

early: 

Cllr. Bowen Cllr. Donald Cllr. Knaggs 

Cllr. Burgin Cllr. Fallows Cllr. Shepherd 

Cllr. Clark Cllr. Hawkins Cllr. M. Shepherd 

Cllr. S. Clarke Cllr. Jackson Cllr. Snell 

Cllr. Davies Cllr. Kenyon 

The Chair will advise which officers are in attendance. 

Officers of the Council will provide procedural advice and manage the virtual 

meeting process. We are unable to guarantee that each participant will remain 

connected to the meeting. 

The Chair will ask attendees to: 

• To have their microphones on mute.

• To adhere to the Councils Code of Conduct, General Standing Orders and the

Teams Meeting Etiquette Guidance to support the chair as he or she manages

the meeting.

• Only unmute when you have been invited in to speak.

• Speak clearly and look into the camera.

• Turn phones to silent.

• Be aware of time lags and allow time for participants to respond.

• Introduce themselves when raising a point.

• Respond to the Chair when their name is called.

• Be aware that some attendees may join by telephone.



1. Apologies For Absence
Receive apologies from members 

2. Confirmation of the Minutes of Previous Meetings

Receive and approve minutes of meetings 

The Chair will read out and propose that Members approve the following minutes as a 

true and accurate record and agree they be signed as such, when permissible: 

a) Virtual Full Council held on 18 May2020

b) Virtual Extra Ordinary Meeting 8 June 2020

a) Virtual Extra Ordinary Meeting 22 June 2020

3. Public Participation and Representations
Receive public representations 

The Chair will read out any questions, petitions or statements received in advance of 

the meeting. 

4. Declaration of Interests and Requests for Dispensations
Receive any declarations of interest of any disclosable pecuniary or other 

registrable interests relating to any items on the agenda for this meeting 

The Chair will read out any declarations of interests received from Members in respect 

of items on this agenda and apply for a dispensation to remain, speak, and/or vote 

during consideration of that item. Members are asked to declare any interests by 

midday on the day of the meeting to office@penrithtowncouncil.co.uk . If a Member 

remembers an interest during the meeting they should declare it when asked if they 

have a question on the agenda item in question. 

5. Dispensation for virtual meetings
Consider providing a dispensation for individual Members who are unable to 

join virtual meetings. (Dispensation form appended) 

6. Excluded: Public Bodies (Admission to Meetings) Act 1960
Consider whether any agenda items should be considered without the 

presence of the press and public, pursuant to the Public Bodies (Admission to 

Meetings) Act 1960 Section 2 as publicity relating to that (any of those) 

matter/s may be prejudicial to the public interest by reason of the 

confidential nature of the business to be transacted or for the other special 

reasons noted in relation to that matter on the agenda. 
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NOTE 7-11 Routine Business Matters Deferred From 23 

March  

7. Chair’s Report
Receive and note a report by the Chair 

8. Reports from Members
Receive and note oral reports from Councillors regarding meetings they have 

attended as representatives of the Town Council 

The Chair will invite oral reports from meetings and briefings attended by Councillors. 

The Chair will ask Members to note that if there is agreement, that if there are matters 

arising from the information shared during this matter, that these items will be 

scheduled on to the agenda of the next most appropriate Council agenda. 

9. Resolutions Report
Receive and note the written report 

10. Parking and Movement Study Report
Receive and note the oral report from the Lead Member 

The Chair will provide an oral report to Members. 

11. Neighbourhood Plan
Receive and note the oral report from the Lead Member 

12. Devolution
Receive and note the oral report from the Lead Officer 

The Chair will invite the lead officer, the Services and Contracts Manager, to provide 

an oral report to the meeting. 

NEW BUSINESS 

13. Newton Rigg
Receive and note the oral report from the Lead Member 

The Chair will invite Cllr. Knaggs to provide an oral report to the meeting. 

Covid 19 

14. Fairhill Playground
Receive and note the oral report from the Lead Officer and approve the risk 

assessment 

15. Stakeholder Group Recovery Plan
Receive and note the oral report from Officers 

The Chair will invite the lead officer, the Economic Development Officer, to provide an 

oral report to the meeting. 

16. Covid-19 Support and Help for Penrith Residents
Consider the report and recommendations contained within 



17. Cumbria County Council launches local COVID-19 Outbreak

Control Plan Consultation
Consider the report and recommendations contained within 

The Local Outbreak Control Plan sets out how Cumbria will respond to outbreaks of 

COVID-19. It describes how the local Test and Trace system works and how this 

connects to the national system; gives further details of the approach being taken to 

support schools and care homes; and outlines how the community will be engaged in 

this work. 

Cumbria County Council is keen to develop and improve the plan further, and ensure 

that the public is engaged with it. 

The County Council has therefore published it as a consultation draft and there is a link 

online to enable people to comment on the plan: 

https://www.cumbria.gov.uk/publichealth/covid19outbreakcontrol.asp 

The consultation is open until 31 July to provide feedback on the plan. In the 

interim the plan is live. 

18. Business Continuity – Covid19
Consider the Report and recommendations contained within 

19. Code of Conduct
Consider the Local Government Associations review of the Model Code of 

Conduct report and recommendations contained within 

20. Matters from Finance Committee
Ratify the Bank Reconciliation and Budgetary Control Statement 2020/21 up 

to 31 May 2020 

The Chair will propose the following matters a) and b) for Members be ratified. 

These matters have been considered and approved by the members of the Council’s 

Finance Committee, and the Committee Chair, Cllr. Burgin has requested that these 

matters be brought to the Full Council for ratification.  

a) Bank Reconciliation

Ratify  the bank reconciliations as at 31 May 2020

b) Budgetary Control Statement 2020/21 31 May 2020

Ratify the budgetary control statement for the period to 31 May 2020.

• The Chair will ask a fellow councillor to second the motion that the Finance

Matters a) to b) be approved.

• The Chair will read out to the meeting, any questions received in advance of the

meeting.

https://www.cumbria.gov.uk/publichealth/covid19outbreakcontrol.asp


21. Paperless Operations
Consider the report and recommendations contained within 

22. Motion from Councillor Davies
Consider the following motion from Councillor Davies: 

“I would like to propose that an informal Task and Finish Group made up of 

Councillors and non-councillors, supported by the Council’s solicitor, and with 

terms of reference agreed by Full Council, be established to develop a 

framework for ethical decision making, its criterion and weighting. 

Penrith Town Council’s aims to provide consistent, quality services and strives for 

continuous improvement for all activities, processes, operations, policies and 

decisions. 

The Council’s performance is currently measured by: 

• Internal and external audit reports

• The General Power of Competence

• Committee Work Planning

• Regular reports to Members on the progress of the Council’s priorities

within the Council Business Plan

• Publicly reporting performance via newsletters, periodicals, and annual

reports

• Undertaking satisfaction surveys and complaint monitoring

• Staff Appraisal system

To further enhance the Council’s performance, I would like to propose the 

development of an ethical decision-making framework, which will ensure that Council 

arrangements are open, accountable and ethically strong, promoting high standards of 

conduct that will enhance trust between the Council and communities.  

The framework will demonstrate that the Council is delivering value for money and 

added benefit in a way that delivers the best, open and accountable democracy it can 

as a Council. 

The Council will be able to demonstrate that a decision was: 

• Reasonable in the circumstances

• Based on the best evidence available at the time

• Based on ethical principles of procurement, value for money and added value

• Made in accordance with policies and procedures, any legal requirements and

relevant government guidance

• Made as collaboratively as possible

• Communicated openly and transparently

I ask Members to support this motion” 



23. Next Meeting
The Chair will ask that Members note the next meeting is scheduled for 28 September 
2020 at 6.00pm, Unit 2, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR

or that the meeting may be convened on this date via video conferencing. 

The Chair will inform the public and press that the meeting will 

convene in private and that connections 

To the meeting will be severed. 

ACCESS TO INFORMATION 

Copies of the agenda are available for members of the public to inspect prior to the 
meeting. 
Agenda and Part I reports are available on the Town Council website: 

www.penrithtowncouncil.co.uk 

Background Papers 

Requests for the background papers to the Part I reports, excluding those papers that 
contain exempt information, can be made to the Town Clerk address overleaf 
between the hours of 9.00 am and 3.00 pm, Monday to Wednesday via 
office@penrithtowncouncil.co.uk

FOR THE ATTENTION OF ALL TOWN COUNCIL



Unit 1, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 
Tel: 01768 899 773 Email: office@penrithtowncouncil.co.uk 

DISPENSATION REQUEST FORM 
Please give full details in support of your application for a dispensation. If you need any help 

completing this form please contact the Town Clerk. Please return your completed form to 
the Town Clerk 

Your Name: 

The business for which you require a 

dispensation (refer to agenda item number if 
appropriate): 

Unable to join a virtual meeting of the Council 

due to: 

1. Contraction of Covid-19
2. Connectivity

3. Inadequate IT equipment
4. Other technical reasons

(Please delete if not appropriate) 

Date of meeting or time period (up to 4 years) 

for which dispensation is sought: 

Up to 12 January 2021 

Without the dispensation the Councillor may become disqualified: For Members who are 

unable to join a virtual meeting, due to illness or for technical reasons or where there is a 
good reason for potential non-attendance for six consecutive months, the dispensation will 
avoid forfeiture of office.  

Section 85 (1) of the Local Government Act 1972 requires a member of a Local Authority to 

attend at least one meeting of that Authority within a six-month consecutive period, in order 

to avoid being disqualified as a Councillor. This requirement can be waived, and the time limit 

extended if any failure to attend was due to a reason approved by the Authority, in advance of 

the six-month period expiring. 

Section 85 (1) of the Local Government Act 1972 also states that “if a member of a Local 

Authority fails, throughout a period of six consecutive months from the date of their last 

attendance, to attend any meeting of the Authority they will, unless the failure was due to 

some good reason approved by the Authority before the expiry of that period, cease to be a 

member of the Authority.” 

Signed: Dated: 



 

Unit 1, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 

Tel: 01768 899 773 Email: office@penrithtowncouncil.co.uk 

ITEM 2 a 

DRAFT Minutes of the video conference live event extra ordinary meeting of  

PENRITH TOWN COUNCIL 
Held virtually via Microsoft Teams video conference on  

Monday 18 May 2020, at 6.00 p.m.  

PRESENT 

    

Cllr. Bowen Pategill Ward Cllr. Kenyon North Ward 

Cllr. Clark South Ward Cllr. Lawson Carleton Ward 

Cllr. Davies West Ward Cllr. C. Shepherd East Ward 

Cllr. Fallows East Ward Cllr. M. Shepherd North Ward 

Cllr. Jackson North Ward Cllr. Snell West Ward 

    

    

    

    

Town Clerk    

Deputy Town Clerk 
Services and Contracts Manager 

Responsible Finance Officer 

Economic Development Officer 
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DRAFT MINUTES FOR THE EXTRA ORDINARY FULL COUNCIL 

MEETING HELD ON 

MONDAY 18 MAY 2020 
 

The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 

Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 

(“the 2020 Regulations”) come into force on 4 April 2020.  

Section 78 of the 2020 Regulations enable local councils to hold remote meetings 

(including by video and telephone conferencing) for a specified period until May next 

year.  The Regulations apply to local council meetings, committees, and sub-

committees. 

 

PTC20/01 STANDING ORDERS FOR VIRTUAL MEETINGS 

Members noted that Regulation 5 of the 2020 Regulations –permits the holding of 

remote meetings. The effect of the Regulation is that persons attending a local council 

meeting do not need to be in the same place. “Place” means more than one place 

including electronic, digital virtual locations such as internet locations, web addresses 

or conference call telephone numbers   

RESOLVED THAT: 

The Standing orders for virtual Meetings be approved. 

PTC20/02 LATE ITEM  

The meeting was informed that Cllr. Hawkins proposed a late motion for the meeting 

however she had given her apologies for the meeting and was therefore unable to 

present the motion or answer questions.  

 

The motion: 

“Penrith Town Council moves that it welcomes today's decision (13/05/20) of the 

Department of Health and Social Care's decision to hand more responsibility to local 

government for the effective running of the Covid19 test and trace programme and 

strongly affirm the need for a strong, localised element both in terms of contact tracers 

and local community support for those who may need to self-isolate.   

We wish to register to  - Regional Public Health, the LGA, NALC, the Association of 

Directors of Public Health, the Cumbria Local Authority Chief Executives and Senior 

Managers and Cumbria Chief Environmental Health Officers - our desire to play as full a 

role as possible within the programme, the importance of local knowledge to ensure its 

efficacy and success and to underline to them that we are an important human 

resource which should be utilised, being comprised of DBS checked, public- minded 

councillors with strong local knowledge wishing to play a role in protecting and 

supporting their community in the current COVID19 crisis.”   
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RESOLVED THAT: 

Individual Members can, dependent on personal circumstances and commitments, 

volunteer in their own right. 

 

PTC20/03 APOLOGIES FOR ABSENCE 

Apologies were received Cllrs. Burgin, S. Clarke, Donald, Hawkins, and Knaggs. 

Due to technical difficulties, Councillors M Clarke, Fellows, Kenyon, and M Shepherd 

were unable to connect properly to allow them to take part in consideration of the 

items. 

PTC20/04 MINUTES 

Members were asked to approve the following minutes as a true and accurate record 

and agree they be signed as such, on a future date: 

a) Full Council held on 27 January 2020 

b) Planning Committee held on 2 March 2020 

c) CCEG committee held on 9 March 2020  

d) Finance Committee held on 9 March 2020 

RESOLVED THAT: 

The minutes of the meetings be approved as a true and accurate record. 

PTC20/05 PUBLIC PARTICIPATION AND REPRESENTATIONS 

The Chair informed the meeting that no public questions, petitions, or statements had 

been received in advance of the meeting. 

PTC 20/06 DECLARATION OF INTERESTS AND REQUESTS FOR 

DISPENSATIONS 

The meeting was informed that no declarations of interests were received from 

Members in respect of items on the agenda prior to the meeting. 

PTC20/07 EXCLUDED ITEMS: Public Bodies (Admission to Meetings) Act 1960 

Members were asked to determine whether the last agenda item “Assets” should be 

considered without the presence of the press and public, pursuant to  Section 1(2) of 

the Public Bodies (Admission to Meetings) Act, 1960, as publicity relating to that (any 

of those) matter/s may be prejudicial to the public interest by reason of the 

confidential nature of the business to be transacted or for the other special reasons 

noted in relation to that matter on the agenda. 

RESOLVED THAT 

The matter “Assets” be considered in private session. 
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PTC20/08 ANNUAL MEETING AND ELECTION OF CHAIR/MAYOR 

Members were asked to note that the 2020 Regulations disapplies paragraph 7 of 

Schedule 12 to the 1972 Act which meant there was no longer a requirement for a 

parish council to hold its annual meeting in 2020. 

Regulation 4 of the 2020 Regulations provides that where an appointment would 

otherwise be made or was required to be made at an annual meeting of a local 

authority, the appointment continues until the next annual meeting of the authority or 

until such time as that authority may determine (Regulation 4 (2)) which applies to the 

election of the Chair/Mayor, which is normally the first business at the annual council 

meeting. 

Members were asked to consider: 

a) That the current Chair/Mayor and Vice Chair/ Deputy Mayor remain in place until 

an annual meeting is held next year being Cllr. Lawson and Cllr. Jackson. 

b) That the current Membership of the Council’s committees remain unchanged. 

c) That the proposed Council and committee meetings for 20/21 resume in 

September 2020 as they would normally after a summer recess, and if permitted 

to do so in adherence to government guidance in place at that time. 

d) That an extra ordinary virtual Full Council meeting be convened for Monday 13 

July 2020. 

RESOLVED THAT: 

i. The current Chair/Mayor and Vice Chair/ Deputy Mayor remain in place until an 

annual meeting is held next year being myself and Cllr. Jackson. 

ii. The current Membership of the Council’s committees remain unchanged. 

iii. The proposed Council and committee meetings for 20/21 resume virtually. 

 

PTC 20/09 MATTERS FROM FINANCE COMMITTEE 

Members were asked to consider the following matters a) to j) which had been 

circulated to the members of the Council’s Finance Committee. The Committee Chair, 

had requested that these matters be brought to the Full Council Meeting to allow for 

the year-end accounts to be submitted to the Councils external auditor, as these 

matters are time critical, urgent, and/or statutory: 

a) Payments for Approval 

i. Members noted that Cllr Kenyon and Cllr Shepherd accessed the Electronic 

Banking System to reconcile the monthly report of all payments made for the 

relevant period and recommended for approval that each payment aligned with 

the invoices. 

 

RESOLVED THAT: 

The monthly report of payments for February, March and April2020 be approved. 

 

b) Governance and Accountability for Small Councils 

Members noted the publication of the Practitioners’ Guide 2020, which is mandatory 

for 2020/21, and adoption of its provisions for 2019/20. 
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c) Asset Register and Insurance 2019/20 
 

i. Members considered the Asset Register as at 31 March 2020.  The statement 

showed the full asset register and a reconciliation of transactions in 2019/20.  

For accounting purposes, assets had been valued in accordance with the 

Council’s Valuation Policy and total £46,992.59; this figure was summarised in 

the AGAR Accounting Statements.  The insurance value for the same assets was 

£546,175.82. 

 

RESOLVED THAT: 

The Asset Register for year-ending 31 March 20202 be approved 

 

ii. Members noted that the Council’s insurance policy had been renewed 

automatically as the Council enters the final year of a three-year term 

agreement.  Subject to checking some minor details, the annual premium was 

£3,685.50; the 2018/19 charge was £3,643.27. 
 

d) Bank Reconciliation 
 

Members considered the bank reconciliations. 

 

RESOLVED THAT: 

The bank reconciliations for the periods 29 February 2020 and 31 March 2020 be 

approved and signed. 
 

e) Finance Outturn Report – Year ended 31 March 2020 

Members considered the Outturn Report. 

RESOLVED THAT: 

The Final Outturn report for the year ended 31 March 2020 be approved. 

 

f) Internal Audit 2019/20 
 

Members were asked to consider the Internal Audit Report for 19/20 

 

MEMBERS RESOLVED TO: 

 

i. Approve the final Internal Audit narrative report for 2019/20 and the formal 

annual report contained within the Annual Governance and Accountability Return 

(AGAR). 

ii. Approve the review the effectiveness of the Internal Audit provision during 

2019/20. 

iii. Re-appoint Mrs G. Airey as the Internal Auditor to the Council. 
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PTC 20/09 MATTERS FROM FINANCE COMMITTEE Continued 

g) Review of the System of Internal Control and Annual Governance 

Statement 2019/20 (Section 1 of the Annual Governance and 

Accountability Return (AGAR)) 

 

MEMBERS RESOLVED TO: 
 

i. Note that the Town Council must carry out an annual review of the effectiveness 

of the system of internal control prior to the completion of the Annual 

Governance Statement.  A full review was carried out by the Finance Committee 

and ratified by Council on 20 March 2020.  The review confirmed that the 

Council’s system of internal controls was effective.  The same effective controls 

have operated up to 31 March and further assurance has been provided by the 

favourable final internal audit report. 

ii. Ratify the Annual Governance Statement for 2019/20.   

iii. Authorise the Chairman of the Council and the Town Clerk to sign the Statement 

at Section 1 of the Annual Governance and Accountability Return. 

 

h) Annual Governance and Accountability Return (AGAR) 2019/20: 

Accounting Statements  

MEMBERS RESOLVED TO: 

  

i. Ratify the Accounting Statements 2019/20 (Section 2 of the AGAR). 

ii. Authorise the Chair of the Council, Clerk and RFO of the Council to sign the 

Statements on behalf of the Council prior to their submission by the RFO to the 

External Auditor. 
 

i) Community Caretaker Contract 

 

MEMBERS RESOLVED TO: 

 

Ratify the decision of the Services and Contracts Manager to extend the contract 

for a further year. 
 

j) CCLA Deposit Fund 

Note that in consultation with the Chair of the Finance Committee, Cllr. Burgin, 

£300,000 had been transferred by cheque payment from HSBC to the Councils 

CCLA account. Members were advised that a cheque sent to the CCLA would be 

destroyed by the CCLA on receipt as they are not accepting cheque payments 

during the Covid-19 crisis and that enquiries would be made via HSBC to 

arrange an electronic payment. 
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PTC20/10 DECISIONS MADE UNDER DELEGATED AUTHORITY 

Members noted the delegated decision reports for: 

a) Equipment to enable officers to work remotely.

b) Website enhancements to enable work related to Climate Change to be

published on the Council’s website.

c) Donation to Penrith Foodbank.

d) Donation to provide craft boxes for primary school pupils facing extra challenges

e) Planning responses to Eden District Council as the Local Planning Authority.

District Council.

f) Arts and Cultural Strategy Contract

PTC20/11 MARKETING GRANT 

Members were asked to consider an award be made of £1000 for marketing “Penrith is 

Open” as part of a joint town marketing strategy being developed to promote Penrith 

after sanctions for Covid-19 have been lifted to allow for businesses to open from the 

Town Project budget. 

RESOLVED THAT: 

An award of £1,000 for marketing be approved. 

Cllr. C. Shepherd left the meeting. 

PTC20/12 COVID19 - TOWN COUNCIL’S RESPONSE 

Members noted the report. 

PTC20/13 NEXT MEETING 

Members noted the next Full Council meeting was scheduled for 13 July 2020 at 

6.00pm, Unit 2, Church House,19-24 Friargate, Penrith, Cumbria, CA11 7XR or that the 

meeting may be convened on this date via video conferencing.

The Chair informed the public and press that the remainder of the meeting would 

convene in private. 
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PRIVATE SESSION 

PART TWO 

There is one item in this part of the Agenda which should be considered in private. The 

reason that the item was likely to be considered in private is that it would involve the 

disclosure of exempt information under the following category of Part 1 of Schedule 

12A of the Local Government Act 1972: Paragraph 3 - Exempt information relating to 

the financial or business affairs of any particular person (including the authority holding 

that information). 

PTC20/15 ASSETS 

The Chair asked that Members note the documents and consider how the Council 

wishes to proceed. 

RESOLVED THAT: 

A site visit be arranged to assist the development of a business case for consideration 

at the next scheduled meeting. 

CHAIR:  

DATE: 

 

 

 

FOR THE ATTENTION OF ALL MEMBERS OF THE TOWN COUNCIL 

 
 

ACCESS TO INFORMATION 

Copies of the minutes are available for members of the public to inspect prior to the meeting.  

Agenda and Part I reports are available on the Town Council website:www.penrithtowncouncil.co.uk 

 

Background Papers 

Requests for the background papers to the Part I reports, excluding those papers that contain exempt 

information, can be made to the Town Clerk address overleaf between the hours of 9.00 am and 3.00 pm, 

Monday to Wednesday via office@penrithtowncouncil.co.uk 
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Unit 1, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 

Tel: 01768 899 773 Email: office@penrithtowncouncil.co.uk 

ITEM 2 b 

DRAFT Minutes of the video conference live event extra ordinary meeting of  

PENRITH TOWN COUNCIL 
Held virtually via Microsoft Teams video conference on  

Monday 8 June 2020, at 3.30 p.m.  

PRESENT 

Cllr. Davies West Ward Cllr. Lawson Carleton Ward 

Cllr. Jackson North Ward Cllr. C. Shepherd East Ward 

Cllr D Knaggs West Ward Cllr. Snell West Ward 

    

Town Clerk    

Deputy Town Clerk 
Services and Contracts Manager 

Economic Development Officer 
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DRAFT MINUTES FOR THE EXTRA ORDINARY FULL COUNCIL 

MEETING HELD ON 

MONDAY 8 JUNE 2020 
 

The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 

Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 

(“the 2020 Regulations”) come in to force on 4 April 2020.  

Section 78 of the 2020 Regulations enable local councils to hold remote meetings 

(including by video and telephone conferencing) for a specified period until May next 

year.  The Regulations apply to local council meetings, committees, and sub-

committees. 

 

PTC20/16 APOLOGIES FOR ABSENCE 

Apologies were received Cllrs. Bowen, Burgin, S. Clarke, Donald and Fallows. 

Due to technical difficulties, Councillors Bowen and Kenyon were unable to connect 

properly to allow them to take part in consideration of the items. 

PTC 20/17 DECLARATION OF INTERESTS AND REQUESTS FOR 

DISPENSATIONS 

The meeting was informed that no declarations of interests were received from 

Members in respect of items on the agenda prior to the meeting 

Councillor Davies declared at the meeting that he was in discussions with a group who 

were looking at the future of the Newton Rigg site. 

Councillor Jackson declared at the meeting that he had received information from one 

of the lecturers but that it would not preclude him from taking part in the meeting. 

Councillor Lawson declared at the meeting that he had been at a briefing given by one 

of the lecturers but that it would not preclude him from taking part in the meeting. 

PTC20/18 EXCLUDED ITEMS: Public Bodies (Admission to Meetings) Act 1960 

Members were asked to determine whether the last agenda item “Assets” should be 

considered without the presence of the press and public, pursuant to  Section 1(2) of 

the Public Bodies (Admission to Meetings) Act, 1960, as publicity relating to that (any 

of those) matter/s may be prejudicial to the public interest by reason of the 

confidential nature of the business to be transacted or for the other special reasons 

noted in relation to that matter on the agenda. 

RESOLVED THAT 

There were no matters to be considered in private session. 

  

27



PTC20/19 PROPOSED CLOSURE OF NEWTON RIGG COLLEGE 

The Chair reminded Members that the questions submitted to the Principal of Newton 

Rigg and his answers to them had been circulated.   

Members were advised that the Planning Committee had already considered the 

proposed closure and that their recommendation had been put forward. 

RESOLVED THAT: 

The Council accepts the recommendation of the Planning Committee to give delegated 

authority to the Chair of the Council and the Chair of the Planning Committee to: 

i. Oppose the closure of Newton Rigg College due to its importance providing land 

based and other courses; 

ii. Support the retention of Newton Rigg on a single campus with a new refreshed 

business model; 

iii. Request that Penrith Town Council is represented on any group set up to 

consider the future of Newton Rigg; 

iv. Prepare letters to be sent to Askham Bryan, Cumbria LEP, Cumbria County 

Council, University of Cumbria and Dr Neil Hudson, plus any other individuals or 

organisations that may come on board to try to save the college; 

v. Prepare letters to be sent to the press stating the position of the Town Council 

and its support for the retention of Newton Rigg; 

And that 

vi. Councillor Knaggs (with Councillor Snell as the standing deputy), be nominated 

to attend any meetings regarding the future  

PTC20/20 NEXT MEETING 

Members noted the next Full Council meeting is scheduled for 13 July 2020 at 6.00pm, 

Unit 2, Church House,19-24 Friargate, Penrith, Cumbria, CA11 7XR or that the meeting 

may be convened on this date via video conferencing. 

 

 

FOR THE ATTENTION OF ALL MEMBERS OF THE TOWN COUNCIL 

 
 

ACCESS TO INFORMATION 

Copies of the minutes are available for members of the public to inspect prior to the meeting.  

Agenda and Part I reports are available on the Town Council website:www.penrithtowncouncil.co.uk 

 

Background Papers 

Requests for the background papers to the Part I reports, excluding those papers that contain exempt 

information, can be made to the Town Clerk address overleaf between the hours of 9.00 am and 3.00 pm, 

Monday to Wednesday via office@penrithtowncouncil.co.uk 
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Unit 1, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR 

Tel: 01768 899 773 Email: office@penrithtowncouncil.co.uk 

ITEM 2 c 

DRAFT Minutes of the video conference live event extra ordinary meeting of  

PENRITH TOWN COUNCIL 
Held virtually initially via Microsoft Teams video conference before switching to 

Zoom due to technical difficulties on  

Monday 22 June 2020, at 12.30 p.m.  

PRESENT 

Cllr Clark South Ward Cllr Kenyon North Ward 

Cllr Davies West Ward Cllr Knaggs West Ward 

Cllr Donald North Ward Cllr C Shepherd East Ward 

Cllr Hawkins East Ward Cllr M Shepherd East Ward 

Cllr Jackson North Ward Cllr Snell West Ward 

    

    

Deputy Town Clerk 

Services and Contracts Manager 
Economic Development Officer 
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DRAFT MINUTES FOR THE EXTRA ORDINARY FULL COUNCIL 

MEETING HELD ON 

MONDAY 22 JUNE 2020 
 

The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 

Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 

(“the 2020 Regulations”) come into force on 4 April 2020.  

Section 78 of the 2020 Regulations enable local councils to hold remote meetings 

(including by video and telephone conferencing) for a specified period until May next 

year.  The Regulations apply to local council meetings, committees, and sub-

committees. 

 

PTC20/21 APOLOGIES FOR ABSENCE 

Apologies were received Cllrs. Bowen, Burgin, S. Clarke and Fallows. 

Due to technical difficulties, some Members were unable to connect to Teams and the 

meeting was adjourned and reconvened at 1.15pm on Zoom after the joining code was 

made available to the public. 

PTC 20/22 DECLARATION OF INTERESTS AND REQUESTS FOR 

DISPENSATIONS 

The meeting was informed that one declaration of interest was received from Councillor 

Hawkins prior to the meeting: 

Councillor Hawkins declared a registrable interest as she was a property owner and 

resident within the proposed temporary road reallocation and partial pedestrianisation 

zone. 

The following declarations were made at the meeting: 

Councillor C Shepherd declared that he was a member of Penrith BID. 

Councillor M Shepherd declared that he owned and lived in a property affected by 

heavier traffic caused by the road closures. 

Councillor Jackson declared that he had been working at a shop in Angel Lane that had 

been affected by the road closures. 

Councillor Kenyon declared that he lived in an area being impacted by additional traffic 

due to the road closures. 

Councillor Clark declared an interest as she lived in the town close to the area affected. 
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PTC20/23 EXCLUDED ITEMS: Public Bodies (Admission to Meetings) Act 1960 

Members were asked to determine whether any of the agenda items should be 

considered without the presence of the press and public, pursuant to  Section 1(2) of 

the Public Bodies (Admission to Meetings) Act, 1960, as publicity relating to that (any 

of those) matter/s may be prejudicial to the public interest by reason of the 

confidential nature of the business to be transacted or for the other special reasons 

noted in relation to that matter on the agenda. 

RESOLVED THAT 

There were no matters to be considered in private session. 

PTC20/24 REOPENING PENRITH 

The Chair reminded Members that the road closures that had been put in place by the 

Highways Authority had already been circulated.  

Members were also reminded that they had received copies of the draft Recovery Plan 

and Action Plan and comments which had been received either by email, through 

Facebook Messenger or via Facebook posts, which were asked to be shared with them, 

prior to the meeting. 

a) Nominations to sit on the Penrith Town Working Group 

The Chair received the following nominations to sit on the Penrith Town Working 

Group.  

The nominations received were: Councillors Clark, Davies, Hawkins, Knaggs and  

C Shepherd. 

Councillor Knaggs withdrew his nomination. 

RESOLVED THAT Councillors Davies, Hawkins and C Shepherd be elected as the 

Council’s representatives on the Penrith Town Working Group. 

b) Motion 

Moved by Councillor Davies 

Seconded by Councillor Clark 

‘That due to the geography of Penrith and some natural pinch points for both road and 

pedestrian traffic, some road closures and pavement pedestrian traffic flow alterations 

will be required to facilitate safe social distancing for the public in and around Penrith. 

To facilitate this proposal -  

Temporary removal of parking along Middlegate to allow wider pedestrian area using 

the parking area along roadside but maintain the one-way southbound traffic to 

maintain its flow.  

Temporarily remove parking in Devonshire Street to facilitate wider footpaths. From 

Devonshire Street all traffic will travel down King Street with no traffic turning right 

into Market square and Cornmarket.  
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PTC20/24 b) Continued 

Beyond the traffic moving south into King Street, Market Square and Cornmarket would 

be closed to traffic and made a full pedestrian area to enable safe social distancing in 

the area and the various side streets that link into the area from Little Dockray, Angel 

Lane etc.  

To avoid pinch point with pedestrians through the Narrows between Middlegate and 

Devonshire Street, the Narrows would be closed to pedestrian access with pedestrians 

been diverted via Little Dockray and round into Devonshire Street.  

King Street be made one way for Traffic heading south in the centre of the road with 

pavements being made wider. The parking spaces parking outside Lloyds Bank will be 

made into temporary Disabled bays to facilitate parking provision close to the town   

North bound traffic flow will be made by traffic being routed one-way via Southend 

road, Crown Square, Princess Street, Great Dockray, Castlegate, Cromwell road and 

Brunswick road.  

With Princess Street being made one way and Great Dockray having traffic flow in a 

North direction only.  

The South bound road in Great Dockray will be pedestrianised to enable safe social 

distancing around the shops and entrance to Angel Lane.  

Pavement stencils will mark out 2M distance and passing points for pedestrians. A 

number of maintain social distancing signs will be displayed around town.  

Beyond Pedestrians the pavements will be cleared with shops removing A boards and 

any sales materials from the pavements along with all planters and non-structural 

seating and signage to enable the pubic to use all available space for navigating the 

town and facilitating queuing outside shops.  

The proposed plan will need to be constantly kept under review and adjusted as 

required along with changes to national guidance from UK Government and public 

health England.  

The prosed measures are only temporary but also give us the long-term opportunity to 

study the potential of changes that may have long term benefit to the public spaces in 

Penrith’.  
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PTC20/24 b) Continued 

Amendment by Councillor Hawkins 

Seconded by Councillor Jackson 

That: 

‘Penrith Town Council believes that giving shoppers, town centre residents and visitors 

confidence about their personal safety is the most important priority in the plans to 

support businesses and public spaces to reopen and therefore proposes that any plan 

should take account of the following factors: 

i) Emphasis should be placed on the safe and appropriate use of highways and 

public footpaths including the pedestrianisation of certain areas, widening 

footways either directly or through temporary road reallocation and other 

arrangements to ensure effective social distancing and encourage walking and 

cycling into and through the town centre. 

ii) The need to support businesses around the appropriate use of public land and 

highways outside their premises with clear and consistent guidance on external 

queuing, access management and/or alfresco dining arrangements (when this is 

allowed) and as appropriate. 

iii) Stakeholders (e.g. Cumbria County Council, Eden District Council, Penrith Town 

Council, Business Improvement Districts, Penrith Chamber of Trade and also 

including those Penrith Businesses and employers not a part of the Chamber of 

Trade and Business Improvement District) to provide an extensive programme of 

schemes to encourage and support walking and cycling into and through Penrith 

town centre. 

iv) Consideration of priority schemes for reduced parking charges, should free 

parking from EDC be no longer available, for those who are working  a full 

working day as an employee or SME owner in a town centre premises, and those 

who have shopped in or used locally owned SME and/or locally owned town centre 

businesses. 

v) The appropriate authorities and transport providers to have in place signage and 

guidance supporting socially distanced queuing, alighting and disembarking from 

buses and taxis. 

vi) The road closures through the town should be time limited (eg 8am – 6pm or as 

appropriate) to allow access to those offering takeaways and so that the streets 

are not empty for those walking to and from work either early morning or late at 

night, or when the pubs re-open; and 

viii) The measures put in place should be reviewed weekly to allow changes to be 

made. 

The amendment was carried.  
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PTC20/24 b) Continued 

On being put as the substantive motion it was  

RESOLVED THAT 

‘Penrith Town Council believes that giving shoppers, town centre residents and visitors 

confidence about their personal safety is the most important priority in the plans to 

support businesses and public spaces to reopen and therefore proposes that any plan 

should take account of the following factors: 

i) Emphasis should be placed on the safe and appropriate use of highways and 

public footpaths including the pedestrianisation of certain areas, widening 

footways either directly or through temporary road reallocation and other 

arrangements to ensure effective social distancing and encourage walking and 

cycling into and through the town centre. 

ii) The need to support businesses around the appropriate use of public land and 

highways outside their premises with clear and consistent guidance on external 

queuing, access management and/or alfresco dining arrangements (when this is 

allowed) and as appropriate. 

iii) Stakeholders (e.g. Cumbria County Council, Eden District Council, Penrith Town 

Council, Business Improvement Districts, Penrith Chamber of Trade and also 

including those Penrith Businesses and employers not a part of the Chamber of 

Trade and Business Improvement District) to provide an extensive programme of 

schemes to encourage and support walking and cycling into and through Penrith 

town centre. 

iv) Consideration of priority schemes for reduced parking charges, should free 

parking from EDC be no longer available, for those who are working  a full 

working day as an employee or SME owner in a town centre premises, and those 

who have shopped in or used locally owned SME and/or locally owned town centre 

businesses. 

v) The appropriate authorities and transport providers to have in place signage and 

guidance supporting socially distanced queuing, alighting and disembarking from 

buses and taxis; 

vi) The road closures through the town should be time limited (eg 8am – 6pm or as 

appropriate) to allow access to those offering takeaways and so that the streets 

are not empty for those walking to and from work either early morning or late at 

night, or when the pubs re-open; and 

viii) The measures put in place should be reviewed weekly to allow changes to be 

made. 
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PTC20/24 Continued 

c) Delegation of Authority 

 RESOLVED THAT  

Delegated authority be given to officers to continue to work with stakeholders to 

monitor and review the Town Recovery Action Plan and Communication Plan. 

 

d) Communication 

RESOLVED THAT  

Regular feedback informal and formal be continued to be provided from the Penrith 

Town Working Group and marketing Group to Members. 

PTC20/20 NEXT MEETING 

Members noted the next Full Council meeting was scheduled for 13 July 2020 at 

6.00pm, Unit 2, Church House,19-24 Friargate, Penrith, Cumbria, CA11 7XR or that the 

meeting may be convened on this date via video conferencing. 

 

 

FOR THE ATTENTION OF ALL MEMBERS OF THE TOWN COUNCIL 

 
 

ACCESS TO INFORMATION 

Copies of the minutes are available for members of the public to inspect prior to the meeting.  

Agenda and Part I reports are available on the Town Council website:www.penrithtowncouncil.co.uk 

 

Background Papers 

Requests for the background papers to the Part I reports, excluding those papers that contain exempt 

information, can be made to the Town Clerk address overleaf between the hours of 9.00 am and 3.00 pm, 

Monday to Wednesday via office@penrithtowncouncil.co.uk 
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FULL COUNCIL 

13 July 2020 

MATTER: RESOLUTIONS REPORT 

ITEM: 9 

Members are asked to NOTE: 

Minute Ref Matter Title Progress 
PTC19/111 b Precept 

Application 
 

• Application of £454,233 submitted. 

PTC19/112 ii Declaration of a 
Climate and 
Ecological 

Emergency Report 

• Cumbria Action for Sustainability informed that 
quote was accepted to assess the Council’s 
business operations and assets and has been 

postponed due to Covid19 
 

• Climate Change Strategy approved and to go 
forward to Finance Committee for costings review 
for budget and project planning.  

 
PTC19/113 Motion • Letter submitted, response received and circulated 

to Members. 

PTC19/114 Motion • Letter submitted. 

 
• NHS representative,  Dr Craig Melrose, and Mayor 

have had contact and held discussions. 
 
• Due to Covid19,Dr Melrose was unable to attend a 

meeting.  
 

PTC19/118 LCAS Review • Matter included in the agenda for Members 
consideration. 

 

PTC 20/09 Annual 

Governance and 

Accountability 

Return (AGAR) 

2019/20  

 

• Submitted to external auditor. 

 Community 

Caretaker 

Contract 

 

• Renewed 
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Minute Ref Matter Title Progress 
PTC 20/09 CCLA Deposit 

Fund 

 

• £300,000 transferred electronically 

PTC20/19 Newton Rigg 

Closure 

• Resolutions completed 
 
• Agenda item for 13 July 2020 

PTC20/24  

 

Reopening of 

Penrith 

• Agenda item for 13 July under Town recovery Plan 
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Re-opening of Play Equipment – Fairhill Play Area 

Risk Assessment 

The Government recently announced that Play Parks could be re-opened on 4 July 2020 and subsequently produced guidance 

offering “practical advice on how these can be reopened and managed effectively to enable their use while minimising the 

transmission risk of COVID-19”. The guidance is available at: 

https://www.gov.uk/government/publications/covid-19-guidance-for-managing-playgrounds-and-outdoor-gyms/covid-19-

guidance-for-managing-playgrounds-and-outdoor-gyms  

The guidance includes a requirement to “carry out an appropriate COVID-19 risk assessment”. It is made very clear that 

“Failure to complete a risk assessment which takes account of COVID-19, or completing a risk assessment but failing to put 

in place sufficient measures to manage the risk of COVID-19, could constitute a breach of health and safety law”. On that 

basis, this Risk Assessment takes each of the Key Principles as set out in the guidance and assesses whether or not practical 

arrangements can be put in place in the context of the Play Area at Fairhill.  

Penrith Town Council will not be opening the Fairhill Play Area on the 04th July 2020, as the site is being renovated. It is 

proposed that the Play Area will open on Monday 27th July 2020.  

Key Principle Government Guidance Penrith Town Council 

Action 

Conclusion  

General Maintenance Issues 

following Lockdown 

Ensure equipment is safe to 

use and that risks from 
damaged or defective 

equipment are addressed 
before opening. 

Instruct Amey (Rospa 

trained) to recommence 
equipment inspections on the 

existing equipment from 
Monday 13th July.  
 

Post Installation Inspection 
report to be commissioned 

on the new equipment being 
installed.  
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Key Principle Government Guidance Penrith Town Council 

Action 

Conclusion  

Social Distancing  Put in place measures to 

support social distancing – 
2m or 1m plus risk 
mitigations. Examples given 

include: 
• Limit number of users at 

any one time 
• Booking system 
• Advisory signage 

• Create waiting areas with 
barriers 

Install clear signage that 

includes:  
 
to remind users of the need 

for and adherence to social 
distancing in accordance with 

Government Guidance.  
 
to limit the number of users 

to 1 to 12 sqm = (++++ 
users plus 1 parent/guardian 

per user) 
 
to request that those using 

the play area only have 1 
family member 

accompanying a child.  
 
To state that should the play 

area be busy to wait or 
return later. 

 
Non signage 
 

There will be NO designated 
waiting areas.  

 
A booking system will NOT 
be implemented as this is 

not practicable.  
 

Signage  

39



Key Principle Government Guidance Penrith Town Council 

Action 

Conclusion  

Cleaning and Hygiene Clean high traffic touch 

points frequently. This 
includes: 
• All Play Equipment  

• Seating Areas  
• Refuse Bins 

In addition, use signage to 
encourage: 
• Users to clean equipment 

before and after use 
• Use of hand sanitiser and 

frequent hand washing 
Where practicable, provide 
hand sanitiser or hand 

washing facilities at entry 
and exit points.  

Use signage to  

 
State that the play area is 
not sterilised or washed 

down daily 
 

Encourage users to 
 
Bring own sanitiser and clean 

hands and any play 
equipment before and after 

use.  
 
Advise users not to touch 

their faces or to put their 
mouths on equipment or 

their hands in their mouths. 
 
To wash hands more 

frequently before, during and 
after using the play area.  

 
 

Signage  
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Key Principle Government Guidance Penrith Town Council 

Action 

Conclusion  

Face Coverings If possible, a face covering 

should be worn in enclosed 
public spaces where social 
distancing isn’t possible and 

where the public may come 
into contact with people they 

do not normally meet. (Face 
coverings should not be used 
by children under the age of 3 

or those who may find it 
difficult to manage them 

correctly).  

The wearing of face 

coverings is NOT 
mandatory when using the 
Play Area.  

 
Users can wear them at 

their own discretion.  

No further action 

Additional Measures and 

Communicating with Parents 

Promote responsible behaviour 

by children, parents, carers 
and guardians. For example, 
owners and operators should 

consider putting up signs to 
make clear to users, parents, 

guardians and carers that: 
• consumption of food or 

drink on play equipment or 

in the playground area is 
banned 

• parents, guardians or carers 
should dispose of all litter 
including any used 

protective wear such as face 
coverings or gloves properly 

in litter bins, taking it home 
where a bin is not provided. 

Use signage to advise:  

 
Do not eat or drink in the 
play area.  

 
To put any litter in bins 

provided. 
 

Signage  
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Key Principle Government Guidance Penrith Town Council 

Action 

Conclusion  

Keeping Staff Safe Consider the risks staff may be 

exposed to and how these can 
be mitigated. Staff roles may 
include: 

• cleaning playground 
equipment/surrounding 

areas 
• managing queues of those 

waiting to use equipment 

• stewarding equipment to 
ensure users comply with 

rules made by the 
owner/operator 

All staff to wear PPE 

including Hi Viz.  
 
All staff to have ID badge 

present.  
 

All staff to sanitise and 
wash hands before and 
after visiting/inspecting 

the play area.  
 

Weekly inspections to be 
recorded with date and 
signed by inspector 

 
Face coverings are not 

required to be worn by 
staff, unless they choose 
too. If workers choose to 

wear a face covering then 
they should:  

Wash hands for 20 
seconds before and after 
wearing a covering.  

Avoid touching face 
Change face covering after 

touching the face or 
should the mask get damp 
Change and wash face 

covering daily 

Meeting with Amey to 

confirm management 
arrangements for the play 
area.  

 
Amey sent a copy of this risk 

assessment.  
 
Amey sent Inspection 

Sheets.  
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Key Principle Government Guidance Penrith Town Council 

Action 

Conclusion  

Considering Children with 

Additional Needs 

Take into account the 

requirements of children with 
additional needs. 

Signage to be clear and 

located in visible locations 
including at both play area 
entrance gates, next to 

the seats and on the 
fence.  

 

Signage  

 

Risk Assessment Officer:  Ian Parker 

Risk Assessment Date:  06 July 2020 

Review Date:   06 August or in accordance with any changes to Government Guidance 
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FULL COUNCIL 

MATTER: STAKEHOLDER GROUP 

RECOVERY, ACTION AND 

COMMUNICATION PLAN 

To propose a strategy and 

associated governance 

arrangements, setting out the 

Council’s approach as a 

community leader in the local 

recovery from the Covid-19 

pandemic. 

AUTHORS: TOWN CLERK 

ECONOMIC DEVELOPMENT 

OFFICER 

SUPPORTING 

MEMBERS: 

CLLRS DAVIES, HAWKINS 

AND C.SHEPHERD 

ITEM NO: 15 

RECOMMENDATIONS 

i. Approve the approach as outlined in the Draft Town Recovery Plan Action Plan 

and Communication Plans document, as appended e),f),and g) noting that the 

document is a live and organic document, which is reactive and responsive and 

therefore subject to change.  

ii. In respect of the RHSS Fund, approve the Draft Eden District Council (EDC) 

Service Level Agreement (SLA) Appendix b) and authorise the Town Clerk to 

finalise and sign the SLA on behalf of the Town Council, once finalised by EDC. 
iii. Note the supporting documentation from EDC Appendices a), c)and d) 
iv. Approve the allocation of a budget of £10,000 from the General Reserve for 

urgent schemes of work related to the recovery of the town.  

v. Approve the recommendations as listed in 2.14 and 3.10 



1. OVERVIEW 
 

1.1 The proposed approach has been developed in consultation with 

members, officers and partners involved in the Town Working Group. 

1.2 From the outset of the Covid-19 pandemic in the UK, and especially since 

‘lockdown’ measures were introduced on 23rd March 2020, the Council’s 

primary focus has been on the response to this crisis.  This has been a 

huge effort, involving close co-operation and partnership working with 

public, private and voluntary agencies. 

1.3 The response has included the distribution of support and advice for 

businesses, residents and community organisations and assistance for 

vulnerable members of the community.   

1.4 Council services have continued throughout the pandemic, with innovative 

changes to methods of service delivery being introduced to protect staff 

and members from the risks of Covid-19.  Significantly, all of this has 

been achieved while the Council office has been closed to the public and 

the staff have been working from home, enabled by the rapid introduction 

of remote working support and technology.   

1.5 The Covid-19 pandemic continues to cause significant impact in many 

different ways across Penrith.  There is a need for clear leadership by the 

Council and partners to work with the community and businesses, moving 

forward from the response emergency phase of the crisis towards long-

term recovery.   

1.6 It is acknowledged that the Covid-19 pandemic is unlike other 

emergencies of a more localised and short term nature, Storm Desmond.  

The approach to recovery therefore needs to cater for complex scenarios, 

which may involve reverting to ‘response’ type activity when necessary, 

whilst also considering strategic opportunities to achieve longer-term 

resilience, regeneration and economic development. The new business 

environment is going to look very different with many of the changes to 

consumer behaviour and business practices not reverting back to pre-

Covid -19  

1.7 Recovery from Covid-19 will require great flexibility and ability to adapt to 

rapidly changing circumstances, and new guidance. Acknowledging this 

continuing uncertainty, recovery activities will comprise of shorter term 

and more immediate tasks, together with strategic plans and initiatives to 

build longer-term recovery, renewal and resilience. 

1.8 The crisis has affected the Council’s ability to deliver the resolved Council 

Business Plan, Climate Strategy, Arts and Cultural Strategy as key actions 

have been delayed in the light of the ongoing impacts of the crisis.  

1.9 The rapid changes in council services and way of working have 

demonstrated that the Council has the ability to change to new threats 
and opportunities.  

 
 

 
 



1.10 The proposed approach to facilitating recovery is delivered through a 
series of four connected schemes: 

 
a) Crisis = Support - Provide information and financial assistance, guidance 

where needed. 
b) Pre-Recovery = Communicate - Promote “Penrith is Open” -working 

together with stakeholders to encourage footfall and vitality back into the 

Town Centre. 

c) Recovery = Adaption - Providing a safe environment and developing 
capacity for recovery and transformation. Successfully and safely 

reopening retail and the Town Centre to residents and shoppers as 
government guidance permits. 

d) Transformation = Resilience - Establishing what the ‘new normal’ is 

going to be for the town and how businesses will operate within this. 
 

1.11 The Council has been working in partnership and effectively with 
stakeholders viathe Cumbria County Council (CCC) Town Working Group 
for considerable time. This platform will enable strong engagement and 

collaboration with key partners. The Group will be crucial to the 
development and delivery of the recovery work, not least because the 

Council cannot effect recovery alone.  
1.12 The governance arrangements attached as Appendix f) describe the 

proposed governance approach, whereby responsibilities and 

accountabilities are defined. 
1.13 This report sets out several of the activities for Members consideration 

which are essential for the Council to facilitate recovery and renewal in 
Penrith. 

 

2. REOPEINING HIGHSTREETS SAFELY (RHSS) FUND 
 
2.1 Eden District Council would like to work with the Town Council as a 

delivery partner assisting in developing/delivering local COVID 19 
recovery/reopening activities.  This is the preferred method of ensuring 

that funding to each town is distributed appropriately as BIDs or business 
organisations cannot act as a delivery partner. 

2.2 The final version of the RHSS fund guidelines are appended a) which 
includes a link within the document to the full government guidelines.  

2.3 Below is a link below to the Frequently Asked Questions section which is 
updated regularly: 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/at

tachment_data/file/893067/Reopening_High_Streets_Safely_Fund_FAQ_V3.pdf 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/893067/Reopening_High_Streets_Safely_Fund_FAQ_V3.pdf
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2.4 EDC have drafted a Service Level Agreement (SLA) for each delivery 
partner, which is appended in its current draft form b).  

2.5 There is a section within the SLA for the Council to complete which 
outlines the proposed activities the money will be used for. Once EDC has 
received this information from the Town Council, this will be used to 

populate the SLA and a final version will be sent to the Town Council for 
the Town Clerk to sign. 

2.6 EDC are not in receipt of this funding and will be claiming it back from 
central government. 

2.7 EDC will transfer the funds to the Town Council when the Town Council 
makes their claim to EDC. A Claim form is appended at c). 

2.8 The funding does not have to be claimed in one go and small regular 

amounts can be claimed as long as the purpose and expenditure is 
evidenced.  

2.9 The fund is available until March 2021 and EDC requires claims to be 
made by February 2021. 

2.10 Salaries can be paid to staff or consultants from the allocation but it must 
be for additional activity beyond what was already underway prior to the 
grant being received. Wherever possible, the process requires three 

quotes to be sought and if a single supplier is used the details of the 
business should be recorded as appended at d). 

2.11 EDC have received an inquiry from the Penrith Industrial BID for funding 
for a business directory. EDC have advised them to contact the Town 
Council for guidance on this. The industrial BiD is a member of the Town 
Working Group and therefore, should be aware already that a Town 

App/directory is being considered as part of the group’s recovery plan.  
2.12 EDC have suggested that any other requests for funding from 

organisations in Penrith would be passed on to the Town Council for 

consideration and approval to ensure that proposals aligns with the 

Recovery Plan and is within the £5000 budget assigned to Penrith. There 

may be an additional allocation available but any additional expenditure 

over and above the initial allocation would need to be agreed with EDC. 

The RFO will make a report to the Finance Committee and Full Council in 

September regarding Covid-19 expenditure. 

2.13 It is likely, that the £5,000 fund will be allocated rapidly and in totality 
from the agreed stakeholder actions/priorities identified by the Marketing 
Group and Communication Plan. Therefore, the Town Council will not have 

to act as an awarding body. The documents provided by EDC have been 
reviewed by Council Officers, who have requested amendments be made 

to the draft SLA as below 2.14 f and g. 

  



2.14 Members are asked to consider: 

a) Approving the draft SLA with the changes requested by officers. 

b) Agreeing the activities as identified by the Penrith Recovery Group 

and that these be included in the SLA which are: 

 

• Webinar training courses for Town Centre Traders around social 

media 

• Marketing campaign, “Penrith is Open” “Shop Local”, editorial, 

advertorial, (Hard Copy) social media, and film. 

• Information gathering and data collection in preparation for a 

COVID Impact assessment via  footfall counting, business 

surveys and engagement. 

c) Providing authority for the Town Clerk to finalise and sign the 
finalised SLA. 

d) That the Council act as the accountable body for the RHSS fund 

allocated to Penrith by EDC. 

e) Enabling the RHSS fund to be allocated in a timely manner and 

with minimal red tape, by providing delegated authority to allocate 

the RHSS funding for the agreed priorities of the Recovery plan. 

f) The requirement within the SLA for two or three quotes for 

goods/services have a de Minimis value. 

g) The SLA should state whether expenditure is recorded net or gross 

of VAT. 

 

  

ADVICE RECEIVED FROM EDC RE: f) and g)above:  

The required threshold is £2,500 and above, meaning goods and services 

costing up to £2,499 can be provided with a direct award which should make 

things much more straight forward. We will re-issue the guidelines to clarify this 

as soon as possible. In terms of the VAT, the project budget should include any 

VAT which cannot be recovered from HMRC. We will amend the guidance and 

SLAs accordingly and get these back to you as soon as possible. 



3. RECOVERY PLAN AND COMMUNICATION PLAN 
 
3.1 Recovery is an enabling and supportive process, which enables 

communities to attain a proper level of functionality through the provision 

of information, specialist services and resources. Initial steps in relation to 

recovery will focus on gathering evidence, engagement and consultation 

activity and the taking of immediate and short-term actions to address 

identified issues and opportunities, taking special care to complement and 

add value to the work of our key partners. Therefore, management of 

recovery is best approached from a community perspective and is most 

effective when conducted at the local level. 

3.2 Economic activity has dramatically slowed due to the crisis and the scale 
of the challenge will be beyond the capability of one council. Close 
partnership with local businesses and organisations as well as strategic 

partners such as the Local Enterprise Partnership and Cumbria County 
Council will be essential. It is critical that our Town’s economy remains 
resilient. 

3.3 As a Council, we can learn from good practice elsewhere, but our recovery 
plan has to be unique and responsive to where we live. It is likely that we 
will face months of uncertainty and restrictions of one sort or another. We 

will face very many challenges of an order not experienced for many 
years, so we must manage expectations: the Council will not have the 

resources and capacity to fix everything. However, in collaboration with 
stakeholders, we can make a difference and set clear and realistic 
ambitions for recovery and renewal. 

3.4 The Recovery Plan has been developed by the Town Working Group via 

sub groups, Penrith Recovery Group and Marketing Group. These are 

multi-sector stakeholder consultation groups with all three tiers of local 

government attending each group meeting. These groups can make 

recommendations to the Town Working Group. The Town Working Group’s 

recommendations would be taken to the relevant parent organisation for 

approval as the CCC groups do not have the authority to spend. 

3.5 The Town Working Group has terms of reference developed by officers of 
the Cumbria County Council..  

3.6 At Full Council on 18 May, it was agreed that a fund of £1000 be provided 
for marketing Penrith is Open. 

3.7 At an extra ordinary meeting of the Council held on 22 June 2020 
[PTC20/24] a) it was resolved that Councillors Davies, Hawkins and C 

Shepherd be elected as the Council’s representatives on the Penrith Town 
Working Group. 

3.8 At an extra ordinary meeting of the Council held on 22 June 2020 

[PTC20/24] c) delegated authority was provided to officers to continue to 

work with stakeholders to monitor and review the Town Recovery Action 

Plan and Communication Plan.  

  



3.9 At a meeting of the Town Working Group on 7 July 2020, the stakeholders 

agreed that a subgroup should be formed, the Penrith Recovery Group. It 

is now assumed that Members of the Council are members of the 

subgroup and that the Terms of Reference for the parent group are 

applicable to the sub-group. 

3.10 Members are asked to consider: 

 

a) The approach as outlined in the Draft Recovery and 

Communication Plan document, as Appended e), noting that the 

document is a live and organic document and subject to change. 

b) Acknowledging that we are at present still in an emergency, with 

much uncertainty to come in the next few months. Therefore, 

preparedness and flexibility to adapt the Council’s approach as 

the situation evolves will be important. In addition to the £5,000 

RHSS Fund, the Council should approve the allocation of a 

budget of £10,000 from the General Reserve for urgent schemes 

of work related to the recovery of the town 

c) Enabling the Council to respond swiftly to emerging matters is 

essential. Delegated authority be provided to make decisions 

from the £10,000 budget and to spend money on activities 

related to the Recovery Plan and Communication Plan, to the 

Economic Development Officer in email consultation with the 

three council representatives who are members already of the 

Town Working Group. 

d) That there is no ‘set’ approach to facilitating recovery from a 

pandemic such as Covid-19 but the recovery activities are being 

recommended as the most effective, based on discussions with 

members, officers and partners and understanding of the local 

context. 

e) To note that the Penrith Recovery Plan Group have requested 

that the Town Clerk Chair the meetings. The group will then be 

overly represented by PTC and there maybe concerns regarding 

conflicts of interest. It is recommended that the Economic 

Development Officer Chair the meetings supported by the 

Deputy Town Clerk. 

 



4. LEGAL IMPLICATIONS  
 
4.1 The stakeholder groups are informal non-decision making groups. The 

groups can make recommendations. 
4.2 The power to delegate is derived from the provisions contained within 

section 101 of the Local Government Act 1972. The provision authorises 
the Town Clerk to make arrangements for the proper administrations of 

the Council and may authorise officers to exercise functions on behalf of 
the Clerk. Any decisions made by  the Economic Development Officer will 

remain the responsibility of the Town Clerk who will be responsible and 
accountable for the decisions. 

4.3 The delegation will comply with: 

 

a) Any statutory provisions 

b) Standing Orders and Financial Regulations 
c) Policy framework and budget 

d) Reporting of decisions under delegated authority 
e) Legal and professional advice 
f) Principles of best value 

g) The requirement to consult by email with the three Members of the 
Council who sit on the Town Working Group. 

 

4.4 The Council can only delegate authority to act and take decisions to an 
officer or a committee. Delegated authority cannot lawfully be given to an 
individual member or members. In order to enable actions to be taken 

promptly and lawfully it is proposed that appropriate authority is 
delegated to an officer who will act in consultation with the relevant 

councillors by email but ultimately the decision will be taken by the 
Council officer. 

4.5 There are no other specific legal implications arising from the 
recommendations made in this report.  There may be legal implications 

arising from the work necessary to progress the individual scheme of work 
and these can be considered as and when they arise. 
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 APPENDIX a 

 

 

Reopening High Streets Safely Fund 

Guidance for Delivery Partners  

 

Overview/Purpose of Fund  

Eden District Council has been assigned £46,899 to support the safe reopening of high streets 

and other commercial areas. The money will allow additional measures to be put in place  to 

establish a safe trading environment for businesses and customers, particularly in high streets, 

through measures that extend to the end of March 2021. 

The funding is called the Reopening High Streets Safely Fund. The Council is not in receipt of 

the finance and must claim it back from Central Government. The finance is for specific purposes 

as set out below in the table. The source of the funding is European Regional Development 

Funding and as such has conditions on its use, on how spending must be accounted for and on 

how spending is reported.  

The full guidance is available here: https://www.gov.uk/government/publications/reopening-high-

streets-safely-fund-guidance  

How much has been allocated to different areas?  

There is an initial allocation of £5000 for each of Eden’s four service centres (Alston, Appleby, 

Kirkby Stephen and Penrith). In addition, £1000 has been allocated to Shap, Pooley Bridge and 

Glenridding. There may be an additional allocation available, but contact must be made with the 

relevant EDC Officer before committing any additional expenditure over and above the initial 

allocation.  

Who can act as Delivery Partners and claim the funding from Eden District Council?  

Town or Parish Councils who are assisting in developing/delivering local COVID 19 

recovery/reopening plans and/or planning and delivering recovery/reopening activities as detailed 

in the table below. Delivery Partners will be required to sign a Service Level Agreement with Eden 

District Council. 

What can be funded? Eligible Activities/projects  

Please check with the relevant EDC Officer (details below) before committing any expenditure 
to make sure that any planned activities/projects are eligible. Any expenditure/activity must be 
agreed in advance with Eden District Council to ensure that it meets the RHSS Fund criteria. This 
should be done in writing so as to enable the agreement to be recorded. Email correspondence 
will be adequate to achieve this requirement. 

 

https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance
https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance


 

 

No Four main Strands 
of Activity 

Examples/Ideas 

1 Support to develop 
an action plan for 
how the local 
authority may begin 
to safely reopen 
their local 
economies  
 

• Payment for additional help from a local organisation or 
business to assist in developing the Recovery/Reopening 
plan. 

• Additional payments to the Town Clerk for assisting the 
development and co-ordinating the Recovery/Reopening 
Plan. 

• Collection of business data about what is open, what 
services are being offered and keeping the data up to date. 

2 Communications 
and public 
information activity 
to ensure that 
reopening of local 
economies can be 
managed 
successfully and 
safely 
 

• online and digital communication costs;  

• media and press activities – e.g. buying large tranches of 
advertising space to advise on recovery plans and what 
shops and services are open or any changes they have 
made. 

• print and publications such as posters and leafleting 
campaigns.  
N.B. as it’s ERDF funding the exact logos of the fund will 
have to be placed on any material – these will be needed as 
evidence to claim the money back. See Section 4. 
There is scope to pay the salaries of staff or consultants to 
develop this work, but it is important that the local authority 
can evidence that this is additional activity beyond what was 
already underway prior to the grant being received. e.g. this 
is how Eden District Council has  procured the help of a 
consultant to help map the potential pedestrian movements 
in each Key Service Centre. Individual areas may want to 
procure some additional help with overseeing measures 
such as extra Town Council staff time but it must be spent 
just working on the reopening.  

3 Business-facing 
awareness raising 
activities to ensure 
that reopening of 
local economies can 
be managed 
successfully and 
safely.  

• Communicate to retail businesses on how to make 
temporary adjustments to their business premises and good 
practice for social distancing.  

• Campaigns should be focussed on supporting SMEs. It is 
recognised that broad campaigns such as those online may 
be picked up by larger enterprises incidentally, but they 
should not be specifically targeted 

 

4 Temporary public 
realm changes to 
ensure that 
reopening of local 
economies can be 
managed 
successfully and 
safely.  
 

• To ensure that public spaces that are next to businesses 
are as safe as possible, temporary changes will need to be 
made to the physical environment and adaptions can 
include but are not limited to signage, spacing markers, 
street markings, temporary barriers, changes to street 
furniture or parking arrangements.  

• Temporary means that changes should not be anticipated to 
last beyond 12 months, or until no longer required for social 
distancing.  
 

 

 
 
 
 



 

 

Activities out of scope: what can’t be funded  
 
There are three main categories where activities cannot be supported:  
 

• Activity that provides no additionality - This funding is intended to be additional funding 
on top of that existing activity; it should not be replacing the source for already committed 
expenditure. Eg. Eden District Council  couldn’t spend it on our communications officer role 
as it’s already a post we have in place, tasked with delivering communication messages. 

• Capital expenditure – This funding is intended to help local authorities address the short-
term issue of re-opening their local economies. It can support some temporary changes to 
the physical environment, but those changes should not be anticipated to last beyond 12 
months, or until no longer required for social distancing.  

• Grants to businesses – Funding cannot provide direct financial support to businesses to 
make adaptations to premises, purchase PPE, purchase goods or equipment or offset 
wages or other operating costs.  

 
Please refer to the Frequently Asked Questions Document for a table of specific activities which 
are both in and out of scope, based on the application of the fund. 
https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance  

Publicity and logos to be used  
 

A requirement of the funding is that the ERDF and HMG  logos must be used on all publicity 
materials, on press releases and on any relevant website  

 
The ERDF branding requirements will need to be followed by all local authorities. The use of the 
ERDF logo, which includes the emblem and reference to the Fund, and the requirements set on 
colour use, sizing, visibility and positioning must be followed. The HMG logo must be used 
alongside the ERDF logo.  
 
The requirements to be considered and met include:  
• display the ERDF logo on all electronic and print publication materials used for information and 
communications supported by the Fund including: advertisements, job advertisements, job 
descriptions and notices  

• leaflets, brochures, flyers and newsletters  

• promotional items  

• project documentation – e.g. reports, papers and letterheads  

• procurement material  

• social media tools  

• posters (see below for more details)  
• display the ERDF logo on the relevant website – established specifically for Fund activities 
or a broader website used by the beneficiary, ensuring: 

• use of the colour ERDF logo  

• logo is visible upon landing, in viewing area and without the need to scroll  

• inclusion of a short description of the activities to be supported with aims and results  
•      display of at least one poster of minimum A3 size, readily visible to the public (e.g. the 
entrance area of a public building) at the location of the activities being implemented and 
containing information on the work being delivered  

•      ensuring inclusion of a reference to ERDF, the logo and use of ERDF notes to editors in any 
media and press activities  
 

https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance


 

 

The full branding and publicity requirements together with a zipped file which contains the ERDF 
logos can be found on https://www.gov.uk/government/publications/european-structural-and-
investment-funds-programme-guidance Note the branding and publicity requirements are the first 
document on the list and the zipped file with the logos are the 5th document when you scroll down.  
 
Eden District Council Logo- Please also use the EDC logo in any correspondence or on any 
publicity materials. A copy is available from the relevant lead EDC Officer if needed.  
 

Does the money have to be spent before making a claim?  

Yes. Expenditure on activities/projects/publicity campaigns should be made by the Delivery 

Partner and claimed retrospectively by completing a claim form and supplying all supporting 

evidence of expenditure/activity. Please note that funding will only cover the NET amount if a 

Delivery Partner is reclaiming the VAT element.  

What evidence of expenditure/activity is required ?  

Evidence of expenditure/activity must be assigned to one of the four main strands of 

eligible activity (see table above).  

Evidence of expenditure will be required for every transaction made regardless of item value. This 

is a requirement of the ERDF funding and is needed for EDC to be able to claim the money from 

Central Government.  

Essential Evidence  Desirable evidence  

Invoices/receipts, purchase 
orders/contracts, payroll records, bank 
statements and accounting records for 
all eligible transactions/items  
regardless of value  
 

Copy of any relevant COVID 19 
Recovery Action Plan(s)  

Any eligible  employment and salary 
costs evidence: job descriptions; 
contracts of employment, payroll 
records and bank statements  
 

Where possible, pictures documenting 
any activity/projects  

Core documents for any procurement 
carried out  
 

 

Copies of all publicity materials, 
including press releases, marketing 
activity and posters displayed in venues 
where activity takes place to 
demonstrate proactive activity and the 
correct use of the EU and HMG logos 
plus  required text.  

 

 

 

 

 

 

https://www.gov.uk/government/publications/european-structural-and-investment-funds-programme-guidance
https://www.gov.uk/government/publications/european-structural-and-investment-funds-programme-guidance


 

 

Procurement  

Please obtain 2 or 3 quotes for goods and services costing £2,500 and above. Please complete a 

Single Supplier Form (available from the relevant EDC Lead Officer) if relevant when 

commissioning work and return a copy as part of the required evidence.  

Making a claim  

Claim forms are available from the relevant EDC officers below. Claims for reimbursement of costs 

should include any VAT which cannot be recovered from HMRC.  

Deadlines for claims 

Given the nature of the funding, the Government is encouraging use of the funding by the end of 

2020 to address immediate needs in this year and funding from EDC can be claimed as frequently 

as is required until the end of February 2021.  

Further Information  

If you have any queries or need further information at any point please contact the relevant EDC 

officer below. Claim forms and evidence of expenditure/activity should be returned, preferably by 

email to :  

Appleby & Penrith : Lead EDC Officer Yvonne Wells yvonne.wells@eden.gov.uk Tel: 01768 

212150 

Alston, Kirkby Stephen & Eden Lakes area: Lead EDC Officer Sally Hemsley 

sallye.hemsley@eden.gov.uk Tel: 01768 212483/212167 

 

 

Frequently Asked Questions  
 
Question: Can RHSS funding be utilised to support the changes required to enable the 
reopening of public toilets?  
 
Answer: The measures supported by the Fund are business-facing and are therefore located 
primarily in high streets, as well as other retail spaces defined in the guidance. The fund doesn’t 
cover activities which support general destination visits, the purpose of funded activities needs to 
be business-based.  
 
Whilst expenditure on public toilets, e.g. in coastal areas, could facilitate some retail/business 
activity, it would also support non-business activities that wouldn’t be eligible.  
 
Question: Is a council able to claim from the RHSS fund grant, the costs of the revenue lost 
through maintaining paid car parking spaces as free spaces to encourage people back to 
the high street?  
 
Answer: Loss of car parking revenue cannot be claimed under the RHSS grant. 
  
Question: We would like to employ street wardens / town ambassadors/ security to support 
the reopening of the high street in our town, is this in scope of the RHSS fund?  
 
Answer: The RHSS fund cannot be used to pay for street wardens / town ambassadors / security 
staff, as this is not within scope of the 4 areas activities and associated outputs in the guidance.  

mailto:yvonne.wells@eden.gov.uk
mailto:sallye.hemsley@eden.gov.uk


 

 

 
Question: Can RHSS be used to support privately owned shopping centres or on privately 
owned land?  
Answer: The fund is aimed at supporting local businesses on high streets and neighbourhood 
centres. Local Authorities are encouraged to work in partnership with public sector landowners 
when implementing temporary public realm changes. Support for privately owned spaces is not 
within scope of the four types of eligible activity listed in the fund guidance.  
 
Question: Can RHSS funding be used to provide grants to SMEs or to provide Covid 
adaptations to businesses on the High Street?  
Answer: This would not be eligible as providing grants or funding adaptations to businesses on 

the High Street is not within the scope of the RHSS fund. 

Question : Can the fund be used to create/develop websites? 
Answer: The production of websites would need to be directly in line with scope of the RHSS fund 
and solely focused on the provision of information relating to the safe engagement with High 
Streets and Neighbourhood Shopping Areas (NSA). 
The website must not feature destination or visitor information beyond COVID 19 safely reopening 
information relating to the specific High Streets and NSA. 
Full ERDF branding and procurement requirements must be adhered to. 

The list of FAQs is being added to over time.  Please check this list regularly. For the latest 

up to date list please see:  

https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance  

https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance


 

 

 

APPENDIX b  

                  

 

Eden District Council and (name) 

Service Level Agreement/Funding Agreement  

Reopening High Streets Safely Fund (RHSSF)  

June 2020 to February 2021 

 
Purpose 

Eden District Council has been allocated £46,899 through the Reopening High Streets Safely 
Fund (RHSS Fund) to support the safe reopening of high streets and other commercial areas. The 
money will allow additional measures to be put in place to establish a safe trading environment for 
businesses and customers, particularly in high streets, through measures that extend to the end of 
March 2021. 

The purpose of this SLA is to allow (name of delivery partner) to act as a Delivery Partner of the 
Fund in (town/place) on behalf of Eden District Council.  

This agreement will commence on (date) terminating on 28 February 2021.   

 

Activities to be delivered under the SLA 

A range of activities within the criteria of the Reopening High Streets Safely Fund  to ensure the 
safe reopening and recovery of (town/place)  

Details to be added here providing  an overview of the activities to be undertaken  

 

SLA Funding 

 

The Council agrees to pay an amount of up to £……..  to cover costs incurred in delivering activity 
under the criteria of the Reopening High Streets Safely Fund. This payment will be made 
retrospectively on the receipt of the required evidence of expenditure.  

Any expenditure/activity under this SLA must be agreed in advance with Eden District Council to 
ensure that it meets the RHSS Fund criteria. This should be done in writing so as to enable the 
agreement to be recorded. Email correspondence will be adequate to achieve this requirement. 

There may be an additional allocation available, but contact must be made with the relevant EDC 

Officer before committing any additional expenditure over and above the initial allocation.  

 

 

 



 

 

Commitments under the Service Level Agreement 

 

(Name of delivery partner)  

In addition to the above activities (Delivery partner)  

will: 

 

• Ensure that all activities delivered fall within the criteria of the Reopening High Streets Safely 

Fund as outlined in the Government Guidance document 

https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance  
• Ensure that any planned activity/expenditure is agreed in advance with the appropriate EDC 

Lead Officer 
 

• Ensure that all the RHSS fund  Branding and Publicity requirements are adhered to 
https://www.gov.uk/government/publications/european-structural-and-investment-funds-
programme-guidance  

 

• Ensure Eden District Council branding is also used as a supporting partner in any 
correspondence or materials used for publicity 
 

• Ensure that all expenditure is at cost and has been incurred before submitting a claim to Eden 
District Council  

 

• Ensure that claims should only include any VAT which cannot be recovered from HMRC 
 

• Provide the required evidence of all expenditure/activity, obtain 2/3 quotes for goods/services 
above £2,500, and use the Single Supplier Form where relevant  (see EDC Guidance sheet) 

 

• Complete monitoring/claim forms issued by EDC  

 

• Ensure that its actions are reflective of the Council’s commitment and obligation to promoting 
equality and diversity between groups in the local community. 

 

Eden District Council  

 

As part of the SLA the Council will: 

 

• Provide a guidance sheet on the RHSS Fund for Delivery Partners  

• Provide monitoring /claim forms and ensure that payment for eligible expenditure/activity is 
made as promptly as possible  

• Provide three months’ notice if the funding is to be reduced or removed and provide the actual 
figure of reduction wherever possible. (Best Value Statutory Guidance September 2011) 

• Provide a named contact to act as a RHSS Fund Lead Officer. This will be (named officer and 
contact details)  

 

https://www.gov.uk/government/publications/reopening-high-streets-safely-fund-guidance
https://www.gov.uk/government/publications/european-structural-and-investment-funds-programme-guidance
https://www.gov.uk/government/publications/european-structural-and-investment-funds-programme-guidance


 

 

Monitoring 

This agreement will be monitored (frequency). Failure to adequately meet the outcomes required 
within this agreement may lead to non-reimbursement of the expenditure incurred and/or a recall 
of any funding paid. 

 

Both organisations agree to consult each other before introducing any changes likely to impact on 
this agreement. 

Confidentiality 

Both organisations agree to respect the confidentiality of information shared between them and 
not to disclose any information to third parties without the prior approval of the other organisation. 

 

Responsible Officers 

 

Oliver Shimell (Assistant Director Planning and Economic Development, Eden District Council) 

Mansion House, Penrith, Cumbria CA11 7YG 

 

Signed …………………………………..  Date…………………. 

 

Name and position of responsible person, name & address  of delivery partner organisation  

 

Signed …………………………………..  Date…………………. 

 

 

 

 

 

 

 

 

 

 



 

 

 

Third Party Data Protocol 

 

As a public service, Eden District Council requires reliable, accurate and timely information to 
manage services and account for performance.  For decisions made in respect of information 
provided to be reliable, there has to be confidence in the data. 

 

Good quality data is essential and Eden District Council needs assurances that the data provided 
by external partners/organisations is of a high quality. 

 

Data Quality Requirements 

Characteristics Eden District Council Requirements  

Completeness Data quality systems should include monitoring to ensure the completeness 
of the data being provided.  Monitoring should take place to assess for 
missing data, incomplete data and invalid records 

Accuracy Data should be sufficiently accurate for its intended purposes.  Accuracy is 
most likely secured if data is captured as close to the point of activity as 
possible.  The need for accuracy must be balanced with the importance of 
the uses for the data and the costs and effort of collection.  For example, it 
may be appropriate to accept some degree of inaccuracy where timeliness 
is important.  Where compromises have to be made on accuracy, then this 
needs to be made clear to the recipient of the data. 

Validity Data should be recorded and used in compliance with relevant 
requirements, including the correct application of any rules or definitions 
e.g. any definitions specified by a Government body/Audit Commission.  
Any changes in definitions/requirements should be made clear to the 
recipients of the data.  This will ensure consistency between periods and 
with comparisons with other organisations using similar data.  Where proxy 
data is used to compensate for an absence of actual data, this must be 
made clear to the recipients of the data so that consideration can be given 
as to how well the proxy data satisfies the intended purpose. 

Reliability Data should reflect stable and consistent data collection processes across 
collection point and over time, whether using manual or computer based 
systems.  Reliability can be ensured by having data controls in place such 
as sample checks on data input into a system, sample checks on data 
output from a system, are the correct timeframes being used, are 
definitions/other specified requirements being adhered to, can ‘peer 
challenge’ be introduced within the process? 

Timeliness Data should be captured as soon as possible after the event or activity and 
must be available to the recipients for the intended use within a reasonable 
and agreed timeframe.  Data must be available quickly and frequently 
enough to support information needs and to influence the appropriate level 
of service or management decisions. 

Relevance Data Capture should be relevant to the purposes for which it is used.  This 
should involve periodic reviews with the recipient of requirements to reflect 
changing needs. 

 

 



 

 

 

APPENDIX c 

Reopening High Streets Safely Fund 

Claim Form 

Please refer to the Guidance Sheet before committing any expenditure to be claimed from 

EDC. This is ERDF funding and as such has criteria that have to be met in order for 

expenditure to be reimbursed. All expenditure/activity should be agreed with EDC in 

advance in writing (email will suffice). 

Further Information, queries and claim forms to be submitted to: 

Appleby and Penrith: Lead EDC Officer Yvonne Wells yvonne.wells@eden.gov.uk Tel: 

01768 212150 

Alston, Kirkby Stephen & Eden Lakes area: Lead EDC Officer Sally Hemsley 

sallye.hemsley@eden.gov.uk Tel: 01768 212483/212167 

Section 1: Contact Details 
 

1a. Name of organisation  

1b. Contact name  

1c. Contact address  

1d. Postcode  

1e. Daytime telephone 

number 

 

1f. Mobile number  

1g. Email  

1h. Your position in the 

organisation  

 

  

mailto:yvonne.wells@eden.gov.uk
mailto:sallye.hemsley@eden.gov.uk


 

 

Section 2: Bank/Building Society Details 
 

Sort Code   

Bank/Building Society 

Account Details  

 

 

Section 3: Activities/projects 
 

Please give a summary of the activities/ projects/publicity campaigns that 

you are claiming the funding for (please refer to the guidance sheet to ensure 

that they are eligible) 

 

 

Section 4: Expenditure (Please assign to relevant strand/s of eligible activity) 
 

Support to develop an action plan for how the local authority may begin to 
safely reopen their local economies. 

Item/Activity Description Cost excluding 

VAT 

VAT Total including 

VAT 

 £ £ £ 

 £ £ £ 

 £ £ £ 

 £ £ £ 

Communications and public information activity to ensure that reopening of 
local economies can be managed successfully and safely. 

 £ £ £ 

 £ £ £ 

 £ £ £ 

 £ £ £ 

 



 

 

Business-facing awareness raising activities to ensure that reopening of local 
economies can be managed successfully and safely. 

 £ £ £ 

 £ £ £ 

 £ £ £ 

 £ £ £ 

Temporary public realm changes to ensure that reopening of local economies 
can be managed successfully and safely. 

 £ £ £ 

 £ £ £ 

 £ £ £ 

 £ £ £ 

    

Total £ £ £ 

 

Section 5: VAT 

 

5a. Is your organisation VAT registered? 

 

Yes No 

5b. VAT registration number (if relevant) 

 

 

5c. Are you intending to claim VAT back? 

If ‘yes’ any payment we make will be minus the 

reclaimable VAT. 

How much VAT will you be reclaiming? 

Yes No 

£ 

 

Section 6: Total amount of claim (less any reclaimable VAT) 
 

£ 

 

  

  



 

 

Section 7: Evidence of expenditure/activity checklist 
 

Please supply all required evidence of activity/project/publicity campaign 

expenditure when you submit your claim. Your claim will not be considered 

until you have supplied all relevant evidence. 

Please 

tick 

Invoices/receipts, purchase orders/contracts, payroll records, bank statements and 
accounting records for all eligible transactions/items regardless of value (essential) 

 

Any eligible employment and salary costs evidence: job descriptions; contracts of 
employment, payroll records and bank statements (essential) 

 

Core documents for any procurement carried out (essential) 
 

Copies of all publicity materials, including press releases, marketing activity and 
posters displayed in venues where activity takes place to demonstrate proactive 
activity and the correct use of the EU and HMG logos and required text plus EDC 
logo  (see guidance notes for link to correct logos/text) (essential) 

 

Copy of any relevant COVID 19 Recovery Action Plan(s) (desirable but not 
essential) 

 

Where possible, pictures documenting any activity/projects (desirable but not 
essential)  

 

 

Section 8: Declaration 
 

In signing this declaration I agree that: 

1. I have full authority on behalf of the Town or Parish Council to make this claim. 

2. I have read and understood the “Reopening High Streets Safely Fund: Guidance for 
Delivery Partners Sheet” 

3. The information contained in this claim is correct at the time of submission. 

4. I have attached all required evidence of expenditure and activity. 

5. The organisation will have appropriate insurance cover for the activities. 

Signed * Print name Position in organisation 

   

Date  

* We can accept a typed signature if the person signing is the same person who submits 

the application by email (if not we will require a signed hard copy). 

  



 

 

Section 9: Returning your Claim Form 

Please make sure that you have attached  all required supporting evidence and then email your 

completed form to: 

Appleby and Penrith: Lead EDC Officer Yvonne Wells yvonne.wells@eden.gov.uk 

Tel: 01768 212150 

Alston, Kirkby Stephen & Eden Lakes area: Lead EDC Officer Sally Hemsley 

sallye.hemsley@eden.gov.uk Tel: 01768 212483/212167 

Claims for reimbursement of costs can be made as frequently as is required up until 

the end of February 2021. 

 

  

mailto:yvonne.wells@eden.gov.uk
mailto:sallye.hemsley@eden.gov.uk


 

 

 

 
APPENDIX d 

 
Reopening High Streets Safely Fund (RHSSF) 

Single Supplier Form 

 

This form must be completed if you have commissioned a single supplier to carry out work/activities, have 
not gone out to tender or quote for the work and wish to claim reimbursement  under the criteria of the 
Reopening High Streets Safely Fund. (NB no need to complete this form for extra RHSSF work carried out 
by a town/parish council clerk although evidence of the work done will be required).  

 

  
 Title of work/project 

 

 

 

 

 

 

Name of supplier  

 

 

 

Reason/s and rationale for use of single supplier: 

 

This could include reasons relating to the RHSS fund criteria, time pressure, demand, value for money, local 
knowledge and expertise etc.  

Signed………………………………………….             Date: …..……………….. 

  

Print name………………………………..       Organisation…………………………… 

 
 



 

 

Appendix e 

Penrith  

Town Recovery 

Plan  

COVID-19 

Moving forward 

and Making a 

Difference 
 

 

 

 



 

 

Introduction 
 

Penrith is experiencing economic disruption due to the need to address public 

health concerns during the COVID-19 pandemic and the need to restrict public 

movement to contain the virus.  

In May 2020, Stakeholders from the Town Working group Membership met via 

video conferencing to discuss the delivery of a Town Recovery Plan.  

  

Recovery Plans address four stages: 
  

The approach to recovery will be delivered through a series of four connected 
schemes: 

 

1. Crisis = Support - Provide information and financial assistance, 

guidance where needed. 

2. Pre-Recovery = Communicate - Promote “Penrith is Open” -

working together with stakeholders to encourage footfall and vitality 

back into the Town Centre. 

3. Recovery = Adaption - Providing a safe environment and 

developing capacity for recovery and transformation. Successfully 

and safely reopening retail and the Town Centre to residents and 

shoppers as government guidance permits. 

4. Transformation = Resilience - Establishing what the ‘new normal’ 

is going to be for the town and how businesses will operate within 

this. 

All town centres across the country are currently in crisis and undertaking 

actions with government and local government funding, to support businesses.  

 

There will be many factors that are beyond the Council’s, Working Groups and 

local business’s control, not least being, the protection of the nation’s health and 

following public health guidelines versus impact on the national and local 

economy; restoring public confidence to come back and start using local 

businesses, town centres, retail and hospitality venues.    

  

The new business environment is going to look very different to preCOVID-19.  

 

The Association of Town Centre Management (ATCM) had originally predicted 

that the high street would change radically over the next five years and are now 

stating that this has been condensed into five months. Many of the changes to 

consumer behaviour and business practice may not revert to pre-COVID-19.  

 

 

 



 

 

  

PRE-RECOVERY PHASE  

  

  

Introduction 

 

Penrith is fortunate in that it has a Town Working Group already in place 

membership of the Town Working Group includes:  

  

• Penrith Town Council 

• Cumbria County Council 

• Eden District Council 

• Penrith Industrial BiD 

• Penrith BiD 

 

Considerations 

Penrith will follow national public health guidelines and, where appropriate, 

national best practice as identified by the Association of Town Centre 

Management.  

 

Public confidence will need to be restored to encourage them back into shops 

and businesses and social distancing is likely to remain in place for some time.  

  

Methodology  

a) Gain a realistic view of starting position / baseline. Where are we 

now?  

b) Develop scenarios for different versions of the future. Where could 

we be?  

c) Determine actions and strategic moves that are robust across the 

scenarios. What will we do?  

d) Set trigger points that drive us to act at the right time. When 

should we start?  

e) Develop a phased and pragmatic yet flexible strategy. 

  

Approach 

1. Create an Action Plan, review funding opportunities and brand the working 

group/recovery plan to encourage buy in and develop consistency of 

approach. .   

2. A boards and flora displays that block the footway will need to be 

removed. Identify “Pinch Points” such as narrow paths and alleyways and 

work with partners to identify solutions.   

3. Currently there are businesses open and the public can queue on the 

pavement. If more businesses open, footways will be congested. 

Temporary closure of the Narrows may needs to be considered. The space 

in the road would enable more social distancing and the opportunity for 

pop-up businesses e.g. street food for restaurants that are unable to 

open.  

 



 

 

4. Provide reduced or free car parking as people will need longer to shop. 

Incentivise shopping benefits to those who have walked into town, rather 

than bringing their cars. Provide parking initiatives for those who must 

travel by car.   

5. Consider providing more buses community transport buses. This could 

contribute to pedestrian safety and less traffic would make it easier to 

introduce one-way pavements for pedestrians.  

6. A consistent and strong promotional campaign is essential to promote 

Penrith as a safe place to shop and to do business.  

7. All businesses regardless of their sector would be encouraged to sign up 

and promote the same key message.  

8. Promotion and marketing activity and national social media plan required 

to encourage buy in with a Town Centre theme to attract footfall.  

9. Develop a communication Plan to implement promotional, marketing and 

information strategies. 

10.Enhance the customer experience and using this as an opportunity rather 

than a threat and move forward with proposals from the joint Parking and 

Movement study and the priorities from Town Working Groups with 

support from the Borderlands Project. 

11.In 2021, Penrith will be a bright and cheerful place to come - In Bloom 

projects, Greening, new street furniture, improved signage, street art 

displays quirk themes or planting, shop windows dressed, monthly events 

etc. 

12.Support businesses to develop apps and systems for click & collect 

service.  

13.Produce a Back to Business/ Penrith is Open Guide/Directory.    

 

    



 

 

  

Town Recovery Plan will consider the following: 

  

1. Starting Position  

1.1 In the community   

  

a) Some will be much poorer, or in deeper debt through income loss, 

from they will struggle to recover.  

b) A WPP survey suggests around 10% of earners have already lost 

all income.  

c) Many older people, in forced isolation, will be in desperate need of 

contact.  

d) Many on fixed or stable incomes will have been unable to spend 

and may be in debt.  

e) There is now a much bigger effective network of community 

volunteers, and neighbourhood contacts.  

f) Many more people have learned how to work from home, and may 

want to avoid public transport. 

  

1.2 In business   

  

a) Some will be unable to recover from a long period with no income, 
especially those in personal services that depend on contact, like 

hairdressers, beauty salons, nail bars.  

b) Some will have been able to adapt, by supplying services in new 

ways.  

c) There has been a step-change in the proportion of retail spending 
over the internet – estimated by McKinsey to be up from 25% to 35% in 

the last week of March 2020.   

d) Technical / professional / ICT service businesses have probably 

held up reasonably well.  

 

1.3 Hardest hit businesses have been hospitality, leisure, recreation, most retail 

except food, and personal services, which were compulsorily closed.  

 

1.4 Transport has also lost most of its income. Experience in Sweden, where 

there have been no compulsory closures, shows that these sectors have had 

high levels of business failure because people regarded them as far too risky to 

use.  

  



 

 

Ipsos Mori Poll April 2020  

Q. Imagine if the lockdown measures end in the next month, how comfortable, 
if at all, do you think you will feel doing each of the following in the same way 

as you did before the Coronavirus pandemic began?  
  
Almost two-thirds (62%) of Britons are comfortable with the idea of meeting 
friends and family outside of their household, however a third remain sceptical 
(33%). Around half are comfortable when it comes to shopping; 51% would be 
at ease with shopping in a supermarket while 49% are happy to go to other 
shops. However, a further 43% say they will feel uncomfortable shopping in 
other shops. Four in 10 (39%) would feel uncomfortable shopping in 
supermarkets.   
  
Despite being most willing to attend large public events and bars / restaurants, 
young people are least likely to be comfortable with meeting friends and family 
outside of their households. While two-thirds (64%) of those, aged 35-75 
would be happy doing so, only 57% of 18-34-year olds are at ease with this.   

  
Half (49%) of those who are currently employed feel comfortable going back 
to work, a third (35%) would be nervous to do so. When parents / guardians 
think about sending their children back to school, more feel uncomfortable 
than comfortable about doing so. Almost half (48%) express unease while 
41% say they would be happy to send their children back.   

  

  Very / fairly 

comfortable  

Not very 

/ Not at 
all  

Net 

comfortable  

Meeting with friends and family outside 
your household  

62%  33%  +29%  

Shopping in supermarkets  51%  39%  +12%  

Shopping in other shops  49%  43%  +6%  

Going to your place of work  41%  48%  -7%  

Going to bars and restaurants  29%  61%  -32%  

Using public transport  21%  61%  -40%  

Going to large public gatherings such as 
sports or music events  

17%  67%  -50%  

  

 



 

 

2. Define scenarios for versions of our future  

  

2.1 The aim is not to debate which scenarios are most likely but rather to 

explore what is possible, based on intelligence, where possible and when 

possible.   

  

2.2 What impacts will we face? 

  

• Limited gatherings  

• Travel restrictions  

• Hygiene requirements  

• Public confidence 

• Social distancing  

  

SAFE STREETS   

2.3 The concept of safe streets is to give shoppers and key workers the 

confidence that their concerns are being met. It supports basic social distancing 

but also helps to reduce voluntary and involuntary crowding and sets out some 

guidelines with how to navigate the high street: 

 

a) Voluntary crowding is where groups of people socialise in public places 

contrary to guidelines. 

b) Involuntary crowding develops at pinch points where people are forced 

into increased contact.   

 

2.4 The main tools used for safe streets include queuing systems, information 

towers, walking lanes, safe zones and safe seating: 

  

a) Queuing systems work by encouraging lines of people two metres apart. 

Depending on the existing space, these can be placed in a grid system 

with arrows to allow more people in a square.   

b) Information towers and graphics are vital in both educating the public and 

reassuring the public about the steps that have been taken 

c) Walking lanes can be positioned in the middle of a street to designate 

one-way lanes to keep people moving, they also help reduce loitering and 

voluntary crowding. 

d) Safe seating – is seating that maintains social distancing 

 

TRANSFORMATION   

2.5 The ‘new normal’ predicts a time when many places and destinations will be 

open, but the public will still need reassurance. This ‘new normal’ will 

significantly affect the use of public spaces. 

2.6 Lockdown will have accelerated a lot of the pre-crisis trends, giving online 

business a massive boost, but at the same time demonstrating what a social 

animal we are. To square the circle will demand a more Omni-channel retail 

world with click and collect reducing the time in shops and local restaurants 

offering more home delivery. We cannot put the genie back in the bottle, so the 

opportunities are how to protect a core of retailers whilst making their places 

inviting and, most importantly, safe. 

 



 

 

3. Establish broad direction of travel  

  

3.1 One of the key challenges for the Recovery Plan is to determine the best 

response to an evolving situation, not to develop detailed plans that cannot 

adapt to the broad direction of travel – thematic ideas are needed, which can 

form a strategic response.  

  

3.2 One notable feature of the COVID-19 crisis is a radical shift to distance 

business models. In a matter of days, people massively stepped up their use of 

technologies that enable remote learning, working, services and consumption. 

Will that adoption recede post-crisis, or will we move to a new business process?  

  

4. Determine actions and strategic moves  

  

4.1 A tried and tested approach is phased work moving forward through one 

scenario at a time, defining the optimal set of moves that we could make if we 

knew for sure how the scenario would pan out. Starting with our list of existing 

priorities, those that were already planned e.g. events including Christmas 

activities, Parking and Movement proposals; we review the threats and 

opportunities before deciding which initiatives to cull and which new ones to add.  

  

5. Agree Trigger Points  

  

5. 1 Agree when the moment to act on any given scenario has arrived, relying 

on accurate and timely data to make informed decisions.   

   



 

  

  

RECOVERY PHASE  

  

   

Mission   

  

Encourage public and business confidence for businesses to 

operate successfully in Penrith in the context of post-COVID-19 
restrictions.  

Strategy   • Promote the Recovery Plan.  

  
  

• React quickly as a collaborative network.  

Objectives   

  

Measure success:  
Footfall level, economic activity, level of investment, crime rates 

and other objectives agreed in the Recovery Plan.  

Method   a) Use the existing Town Working Group to structure progress 

for the Recovery Plan involving all interested stakeholders.  

  b) Gain a realistic starting position / baseline.  
  c) Develop scenarios for multiple versions of the town’s future.  

  d) Develop plan of actions for the future.  

  e) Determine actions and strategic moves that are robust across 
the scenarios.  

  f) Set trigger points for timescales for implementation.  

 



 

  

Appendix f 

Penrith 

Recovery 

Action Plan  
 

Introduction 
 

The Action Plan is an appendix to the Towns Recovery Plan and has been  

developed by the Town Working Group Marketing and Communication Sub Group  

made up of officers from Penrith Town Council, Penrith BiD, Penrith Industrial BiD,  

Penrith Chamber of Trade, EDC and CCC.  

 

Meetings are held weekly, and the following table identifies actions undertaken  

these actions are added to constantly.  

 

The situation is moving very quickly and changing in some cases by the  

hour. The group are aiming to be reactive and responsive within their own 

organisational parameters. 

 

It is essential that public confidence is restored to encourage residents back into 

the town centre.  

 

We will follow national public health guidelines and, where appropriate, national 

best practice as identified by the Association of Town Centre Management. 



 

  

 

The plan is split into 4 phases: 

 

1. Crisis = Support - Provide information and financial assistance, guidance 

where needed. 

2. Pre-Recovery = Communicate - Promote “Penrith is Open” -working 

together with stakeholders to encourage footfall and vitality back into the 

Town Centre. 

3. Recovery = Adaption - Providing a safe environment and developing 

capacity for recovery and transformation. Successfully and safely 

reopening retail and the Town Centre to residents and shoppers as 

government guidance permits. 

4. Transformation = Resilience - Establishing what the ‘new normal’ is 

going to be for the town and how businesses will operate within this. 

 

Action Plan Priorities  

 

Pre – Recovery 

 

Action What  Who  

Planning 

• Identify which businesses are planning to reopen and  
collate details including how they intend reopening 

and what is expected from customers  

BID, 
Industrial 

BiD, 
Chamber of 
Trade 

Covid-19 

Secure 

• Promote the Covid-19 Secure message to all 
businesses 

• Signpost to Working Safely guidance  
• Clarity on Risk Assessments – provide HSE guidance  

 

PTC, BID, 
Industrial 

BiD, 
Chamber 

and EDC 

Safe and 
Secure 

• Work with Stakeholders to address issues with social 

distancing for pedestrians in town  

Town 

Working 
Group 

Safe and 

Secure 

• Promote message that EDC will provide free car 
parking in town until end of August 

Town 
Working 
Group 

Safe and 
Secure 

• Start to tell community about how the town centre 
will look and feel  

Town 
Working 

Group 



 

  

  

Action Plan: Recovery Priorities  

 

June/July/August 2020 

 

Action  What Who 

Reopening 
Communication 

• Communicate Social Distancing message to general 
public  

• Joint Press release welcoming back to 
Penrith13/6/20 

• EDC advertorial in Herald 13/06/20 
• Stakeholders Individual social media channels  

PTC, BID, 
Industrial BiD, 

EDC, CCC  

Reopening 

Communication 

• Publication of Data Base informing residents of 
which shops are open, when, cash or card 
payment, COVID Secure measures in place or if 

shopping is available by click and collect only. 
Hosted on Chamber Web site with links to all 

stakeholder’s web sites and social media feeds. 

Chamber, BiD, 
Industrial BiD 
EDC and PTC 

Reopening 
Communication 

• Welcome Back Message 

• PTC commissioned 4 Welcome Back to Penrith 
Banners reinforcing the Social Distancing Message 
for Gateway Sites around Town 

• PTC commissioned “Fun” posters to be placed 
around the Town Centre 

PTC 

Safe and Secure 

• Clear communications explaining what methods are 
being undertaken to keep the community safe and 

secure when visiting town  

Awaiting 
confirmation 

from CCC and 
EDC regarding 
interventions 

that may be 
needed 

Interventions 
required 

• Potential Interventions to allow social distancing have 

been highlighted to EDC and CCC 

• Pinch points such as the Narrows and Angel Lane 

• Will there be full or partial road closures? 

• How will shoppers be able to queue outside some of the 

smaller shops, will advice be given by EDC or CCC as to 

how this can be managed safely? 

• Will there be temporary public realm changes? 

• Will the public toilets be open and if so, will they 

undergo additional cleaning? 

• Will free parking be extended? 

• Will there be more street cleansing? 

• Will EDC/CCC help with the disposal of PPE for 

businesses? 

• Will there be the provision of new “Pop Up” safe cycle 

and walking routes into town? 

• Will the cycle storage be available, and will it be 

cleaned? 

• Cafes and restaurants will possibly opening in July what 

help and support will be available will the public realm 

be made available? 

Some responses 
have been 

made but 
further clarity is 
required 

 
 

PTC officers are 
continuing to 
lobby for 

structured 
responses 



 

  

Action  What Who 

Creating a 
pedestrian safe 

environment 

• PTC and Town Centre stakeholders are not legally 

able to partially or fully close roads Alternatives to 
be discussed with Stakeholders 

• Awaiting confirmation from Highways 

• Full Road Closure announced 12/06/20 by CCC 
• Penrith BiD’s and Chamber lobbying for 

postponement 19/6/20 
• Signage improvements identified and requested 

20/06/20 
• PTC to hold EO Meeting to discuss road closures 

22/6/20 

• Road Partially 26/06/20 reopened continually 
reviewed by CCC weekly meetings held with 

Stakeholders  
• Barrier improvements requested and agreed 

2/07/20 

PTC 

BiD 
Ind. BiD 
Chamber 

 
 

 
 

 
 
 

PTC 
CCC 

 
 
 

 

• Public Realm improvements identified  PTC 

BID 
Community 

Gardeners 

• Pedestrian Movement signage/map created  EDC 

Create baseline 

figures 

• Gather information: footfall, economic activity, 

crime statistics, visitor figures etc to inform success 
of interventions  

PTC 

Reopening of 

Accommodation 
Providers 

• Awaiting Gov Guidance 

• Clear communications to be issued to Business 
owners 

EDC Tourism 

Team Lead 
Communications 

Group 
assistance 

Reopening of 
Cafes/Restaurant

s/Pubs 

• Align with Gov Guidance 
• Clear Communications to be issued to Business 

owners 

• Businesses to be invited to be included on the 
“Businesses Open” data base 

• Email to be sent to each Individual business asking 
what help and support is required 

• Lobby of EDC regarding the lightening of Licensing 
restrictions regarding placing tables outside of 
premises 

• Public Realm changes to accommodate potential 
change of use  

• Communication that Penrith is safe and secure. 
• Some businesses opened 4th July more to follow 

continued support and guidance 

• Some trading permitted in the public realm 
continually reviewed by EDC 

PTC, BID, 
Industrial BiD, 
EDC, CCC 

 
 

 
 

 
 
EDC 

 

  



 

  

 

Action  What Who 

Reopening of 
Hairdressers/Bea

uticians 

• Align with Gov Guidance 
• Clear communications to be issued to business 

owners 

• Businesses to be invited to be included on the 
“Businesses Open” Data base  

• Email to be sent to each Individual business asking 
what help and support is required 

• Hairdressers and barbers opened 4th continued 
support and guidance 

 

PTC, BID, 
Industrial BiD, 
EDC, CCC 



 

  

Action Plan: Recovery and Transformation 

 

August/September/October 

 

Project What Who 

Comms  • Welcome back messaging   PTC, BiD 
Industrial BiD 
Chamber, EDC 

Planning  • Establishing what is the new 
normal 

• Rebuild and Re imagine – explore 
funding opportunities. 

• Enhance the Customer Experience 

 PTC, BiD 
Industrial BiD 

Chamber, EDC 

Promotional 
Campaign  

• Generate Footfall 
• Explore a Town Centre App  

• Produce a Back to Business/Penrith 
is open Guide 

 Communications 
Group 

 

 

 



 

  

Appendix g 

Penrith 

Recovery 

Communication 

Plan  
 

Introduction 
 

As Penrith moves through the four stages of recovery from 

crisis mode to Pre-Recovery, Recovery and ultimately 

Transformation it is essential that public confidence be restored 

to encourage residents back into the town centre.   

The new business environment is going to look very different 

to what was known preCOVID-19. Many of the changes to 

consumer behaviour and business practice may not revert to 

pre-COVID-19.  

 

This Communications Plan is an appendix to the Penrith 

Recovery Plan and the Action Plan and has to be responsive 

and reactive, the way ahead is not certain, and the possibility 

of another Lockdown has to be considered. 
 



 

  

 

This Communication Plan will be in 4 Phases. 
 

 

Phase 1 – May/Jun/Jul  

May, June and July communication focuses solely on communicating the 

message about how people can shop safely in Penrith, identifying which stores 

are open, which stores are closed, opening times, specific restrictions e.g. click & 

collect only, only stocked with core products, only open to certain groups at 

certain times, only allowing one member of family at a time, social distancing 

guidance, prohibiting groups, queues etc. This message will include cafés, 

restaurants and pubs when they are allowed to open. There will be no marketing 

to drive footfall during this phase. 

 

Phase 2  - Aug/Sept/October  

Stores and businesses establishing the new “normal”. The message will be 

Penrith is now fully open but social distancing is still required. “Welcome back 

and thank you message” 

  

Phase 3  - September/October/November  

If appropriate the aim will be to increase consumer spend and drive footfall with 

the message to shop local, have pride in Penrith, and keep the money in local 

economy. 

 

Phase 4 October – November/December  

The aim will be to continue to drive footfall and consumer spend. The message 

“Thank you for your support”, and the Christmas promotion campaigns will be to 

celebrate Local businesses.  

 

 



 

  

Description Audience Message Method Timescales Frequency  Owner 

What will happen Who will receive 
the communication 

 Method of communication   Who is 
responsible 

Marketing/ 

Communication 

Group meeting 

Marketing/ 

Communication 

Group meeting 

Update 

information 

exchange 

Teams Meeting Ongoing Weekly PTC 

Stakeholder 

engagement 

 

Penrith Businesses Updates on 

Gov 

information 

Direct email/Face 

Book/Websites/Press 

Releases 

Ongoing  Penrith BiD 

Ind. BiD 

Chamber 

Penrith Residents, 

businesses and 

shoppers 

Penrith is 

reopen  

Business database 

highlighting business, which 

are open. 

Hosted by Chamber and 

linked to all stakeholder 

websites and social media 

For 15th June 

thereafter 

Ongoing 

 Penrith Chamber 

Penrith BiD 

Industrial BiD 

Penrith TC 

EDC 

Penrith is safe 

 

COVID 19 Secure posters to 

be placed in businesses 

windows 

Ongoing 

 Penrith BiD 

Ind. BiD  

Chamber 

Penrith is 

open – no 

surprises 

Individual business, 

requirements e.g. card 

payment only, mask required, 

to be included on business 

data base 

Ongoing 

 PTC  

Penrith Chamber 

Penrith BiD 

Industrial BiD 

 

Free Parking 
Letter sent to EDC requesting 

Free Parking be extended 
Awaiting reply 

 
PTC 

Welcome Back 

Banners at entrances into 

town 

 

20th June 2020 

 
PTC 

Industrial BiD 

Social 

Distancing 

Posters placed around town 17 June 2020 

(complete) 

 
PTC 

We are 

listening 

Press release asking 

Businesses and residents to 

feed back on their town 

centre experience. 

15th June 2020 Ongoing  PTC  

Penrith Chamber 

Penrith BiD 

Industrial BiD 

 



 

  

 

Description Audience Message Method Timescales Frequency  Owner 

What will happen Who will receive the 

communication 

 Method of communication   Who is 

responsible 

 

Stakeholder 

engagement 

 

Penrith Residents, 

businesses and 

shoppers 

Road Closures Effective communication to 

both residents and businesses 

Week beginning 

15th June? 

awaiting details 

 

 

 CCC/EDC 

 

Partial 

reopening of 

Roads 

Effective positive 

communication to both 

residents and businesses 

Joint Press 

release issued 

26th June 

  

Penrith is safe 

and secure 

Social distancing signs and 

one-way system to be signed 

“No surprises”  

 

 

 

Press release and 

social media 

posts 

26th June 

 EDC 

 

 

All 

Penrith is 

open 

Develop QR Code with link to 

“Open Business” data base 

Research Town Centre APP 

Develop a series of small 

films for social media 

Awaiting delivery 

 

Ongoing 

 

In development 

 PTC 

 

 

PTC 

 

PTC 

Accommodation 

providers 

Cafes 

Restaurants 

Pubs 

Reopening Awaiting Guidance from Gov 

to disseminate to businesses  

 

 

June  Ongoing PTC 

BiD 

Ind. BiD 

Chamber 

EDC 

 

 

 

 



 

  

Description Audience Message Method Timescales Frequency  Owner 

What will happen Who will receive the 

communication 

 Method of communication   Who is 

responsible 

Stakeholder 

engagement 
 

Reopening of Cafes/ 

Restaurants/Pubs 
Reopening 

Penrith is safe 

and secure. 

Businesses to be invited to be 

included on the “Businesses 

Open” data base 

Email to be sent to each 

Individual business asking 

what help and support is 

required 

Webinar to be held chaired by 

BiD with EDC Environmental 

Health 

Lobby of EDC regarding the 

lightening of Licensing 

restrictions regarding placing 

tables outside of premises 

Public Realm changes to 

accommodate on street 

trading and social distancing 

 

June 

 

 

 

June 

 

 

 

30th June 
 
 
June  
 
 

 PTC 

BiD 

Ind. BiD 

Chamber 

EDC 

 

 

 

BiD  

EDC 

Establishing the new 

“normal” normal 

reopening 

Penrith Residents, 

businesses and 

shoppers 

 “Welcome 

back and 

thank you 

message 

Penrith is now fully open but 

social distancing is still 

required.  

Social Media 

Press release  

 

Aug sept October  PTC 

BiD 

Ind. BiD 

Chamber 

EDC 

Aim to drive footfall 

business and 

community – Give 

Penrith back to its 

community 

Penrith Residents, 

businesses and 

shoppers 

Spend local. 

Shop Local. 

Pride in 

Penrith. 

Penrith is now fully open but 

continued support will be 

required aim is to Keep 

money in the local economy 

Potential for street art 

Small scale street 

entertainment 

 

September 

October 

November  

 PTC 

BiD 

Ind. BiD 

Chamber 

EDC 

 

 



 

  

Description Audience Message Method Timescales Frequency  Owner 

What will happen Who will receive the 

communication 

 Method of communication   Who is 

responsible 

Continue to drive 

footfall and 

increasing the 

public’s confidence in 

visiting Penrith. 

Penrith Residents, 

businesses and 

shoppers 

“Thank you 

for your 

support” 

Penrith is open and 

welcoming  

Celebration of local 

businesses and produce 

Christmas promotion  

October 

November 

December 

 PTC 

BiD 

Ind. BiD 

Chamber 

EDC 

 

 

 



 

Extra Ordinary 

FULL COUNCIL 

13 July 2020 

MATTER: COVID-19 SUPPORT AND HELP 
FOR PENRITH RESIDENTS 
Consider the report and recommendations 

contained within 

AUTHOR: TOWN CLERK 

SUPPORTING MEMBER: CHAIR 

ITEM NO: 16 

RECOMMENDATIONS 

i. That the emergency plan be-deactivated on 31 July when the government 

proposes to pause shielding. 

ii. That the plan will be re-activated if there is a significant change in Penrith and 

residents are asked to re-shield. 

iii. That Fell Runner Community Transport’s continuous volunteer support and 

assistance in over last 4 months is officially acknowledged. 

OVERVIEW  
 

1. The Town Clerk and Services and Contracts Manager have been working 

collaboratively with numerous agencies via the Eden Community Resilience Group 

to support 50 shielded individuals in Eden and vulnerable members of the 

community who have been isolating.  

2. Penrith Town Council has provided emergency support since 20 April 2020 and is 

currently operating a call centre 7 days a week with food and medication collections 

and delivery support from Fell Runner Community Transport. 

3. After discussion with FellRunner and Cumbria County Council’s Lead Officer, we are 

proposing to continue providing the service until the end of July when shielding is 

proposed to be paused from 1 August with a caveat for Council that we will relaunch 

the plan if there is a second surge and we return to shielding. It is noted that CCC 

intends to retain their emergency  service until the end of August. 

4. Over the last few weeks, there have been no requests for help from members of the 

community and vulnerable individuals who we were assisting on a weekly basis 

have terminated the arrangement as their own circumstances have improved. 

5. Officers resources are now focused on delivering a Town Recovery Plan.  
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FULL COUNCIL 

13 JULY 2020 

MATTER: 

Cumbria County Council Covid 

19 Local Outbreak Plan 

Consultation 

ITEM: 17 

AUTHOR: 
I. PARKER, SERVICES & CONTRACTS 

MANAGER 

SUPPORTING  

MEMBER: 

CHAIR 

RECOMMENDATIONS 
 

i. The Council responds to Cumbria County Council’s consultation on 

the Local Outbreak Plan within the consultation period.  

ii. That Members approve the officer’s response to the Consultation as 

set out in Appendix A.     

OVERVIEW 
1. As the number of COVID-19 infections across the country reduces, it is 

expected that we will move into a new phase of response, one that relies more 

on responding to local outbreaks rather than on a national approach. 

 

2. On 22nd May, the Government announced increased responsibility for upper 

tier local authorities, Cumbria County Council in the case of Cumbria, to lead 

on this work, including the requirement to publish a Local Outbreak Control 

Plan. Whilst the responsibility is for Cumbria County Council to prepare the 

plan, many agencies are involved in implementing them.  

 

3. The Local Outbreak Plan sets out how Cumbria will respond to outbreaks of 

Covid 19. It describes how the local Test and Trace system works and how this 

connects to the national system; gives further details of the approach being 

taken to support schools and care homes; and outlines how the community will 

be engaged in this work. 
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4. The Local Outbreak Plan is set out in three parts:  

• Part 1 describes the overall strategy and approach being taken 

• Part 2 sets out the detail of the operating procedures that each bit of the 
local system will follow 

• Part 3 lists key contact details that may be required by people responding 
to incidents and outbreaks. 

 

5. Cumbria County Council are consulting on Part 1 and Part 2 of the plan. The 

consultation period is open from 01 July until the 31 July 2020, yet in the 

interim the plan is live. Following review of consultation feedback a final plan 

will be adopted by Cumbria's Local Resilience Forum and will form part of the 

overall Cumbria Emergency Plan framework. 

 

6. The consultation response prepared by officers is set out in Appendix A. The 

Plans including Part 1 and Part 2 can be referenced at:  

 

https://cumbria.gov.uk/publichealth/covid19outbreakcontrol.asp  

 

7. The role of the Town Council is most likely to be to continue its Community 

Support role as it has done so far in the emergency stage of the pandemic. 

This would require the arrangement with the Fellrunner to be maintained as 

the Councils delivery mechanism to the public. It may also require the Council 

to reintroduce its 7 day staff rota to monitor the Emergency phone line if 

required. Whilst the arrangements can remain dormant the communication 

and procedural arrangements particularly with the Fellrunner need to be in 

place should the need arise.  Any request for assistance would come from the 

CCC Welfare Hubs and the Council’s principle role would be to:  

 

• Support arrange delivery of medicines/prescriptions  

• Support / arrange delivery of food  

• Arrange social contact support.  
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Appendix A – Covid 19 Outbreak Control Plan: Public Consultation.  

 

Q1. Overall, how confident are you that Part 1 of the plan - Strategy, 

Management and Oversight - sets out an appropriate approach to 

managing COVID-19 outbreaks in Cumbria? 

 

Not at all confident       Very Confident 

 

 

 

Q2. Aims and Objectives: Do you have any comments on the aims and 

objectives of the plan set out on page 5? 

 

Yes, albeit it may be helpful to outline what the other ‘socioeconomic’ 

considerations may be.  

 

Q3. Summary Approach: Do you have any comments on the summary 

approach set out on pages 6-7? 

 

No  

 

Q4. Outbreak Control - general approach: Do you have any comments 

on the general approach set out on pages 7-10? 

 

No 

 

Q5. Roles and responsibilities: Do you have any comments on the roles 

and responsibilities set out on pages 10-13? 

 

No 

 

Q6. Control Measures: Do you have any comments on the control 

measures, support for vulnerable groups and end of outbreak set out 

on pages 13-15? 

 

No 

 

Q7. Communications and Resourcing: Do you have any comments 

on the approach to communications and engagement and resourcing 

set out on pages 15-16? 

 

The Town Council has provided Community Support services in response to the 

pandemic to date. The Council does agree that existing community support 

resources should continue to be adequate, yet the Town Council is small and 

therefore may have to request additional support if it was needed, particularly 

as ‘normal’ workload has resumed. It is essential that CCC are aware of the 

potential effect on available resources further down the local government 

structures.   
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Q8. Governance: Do you have any comments on the governance 

arrangements set out on pages 18-20? 

 

No 

 

Q9. Appendix 1 - Terms of Reference: Do you have any comments 

on the various Terms of Reference set out on pages 20-30? 

 

It would be assumed that The Town Council would receive or provide 

information via CALC who the Council are a member of and who are 

represented at the Public Health Alliance, yet it is not clear how Town Councils 

would be communicated too via the MAIC, who are group responsible for 

facilitating effective public communications.  This needs clarifying.  

 

Q10. Overall, how confident are you that Part 2 of the plan 

- Operational Response - sets out an appropriate approach to 

managing COVID-19 outbreaks in Cumbria? 

 

Not at all confident       Very Confident 

 

 

 

 

Q11. Do you have any comments on the Part 2 of the Outbreak Control 

Plan - Operational Response? 

 

The plan refers to the North Cumbria drive through testing centre for Pillar 1 

patients being located in Whitehaven. Should only one site be provided to 

serve North Cumbria is Whitehaven the most appropriate location? It is noted 

that South Cumbria has three Pillar 1 drive through testing sites that provides 

greater accessibility for the public.  

 

Whilst Penrith Rugby Club is established as a Pillar 2 self-referral drive to 

testing centre, could it not be expanded to accommodate Pillar 1 referrals and 

reduce time and cost for Penrith residents having to travel to Whitehaven.  

 

 

Q12. Do you have any further comments on any aspect of the plan 

 

No 
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FULL COUNCIL 

MATTER: BUSINESS CONTINUITY Covid19 

a) Review the HCID Policy 

b) Approve the Safe Workplace Risk Assessment. 

c) Provide ongoing delegated authority for both the Town Clerk and 

Services and Contracts Manager to take action on new Government 

guidance if the advice impacts on Service Delivery 

AUTHOR: Town Clerk 

Services and Contracts 

Manager 

SUPPORTING MEMBER: Chair 

ITEM NO: 18 

RECOMMENDATIONS 

Members are asked to: 

i. Deactivate the High Consequence Infectious Disease (HCID) Policy 

ii. Approve the Safe Workplace Risk Assessment 

iii. Provide ongoing delegated authority for both the Town Clerk and 

Services and Contracts Manager to take action on new Government 

guidance if the advice impacts on Service Delivery 

1. OVERVIEW 
1.1 At Full Council 23 March 2020, Full Council approved the Business Continuity 

Statement of Approach Covid 19 plan and Risk Assessment and enacted the High 

Consequence Infectious Disease (HCID) Policy that set out the delegations, 

approach that the Council followed in respect of, and infectious disease outbreak 

in the United Kingdom with an imminent threat of infection in Penrith. (Minute 

PTC19/129). 
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1.2 The HCID  policy is considered to be deactivated, when: 

a) When the imminent threat of infection has passed and 

b) A minimum of 4 councillors have requested public meetings be 

recommenced and 

c) The government of the United Kingdom as reinstated all public meetings. 

1.3 It is has been recommended by the National Association of Local Councils that as 

legislation now allows Councils to hold virtual meetings the HCID Policy can be 

deactivated as virtual meetings are currently substituting public meetings. 

 

2. STATEMENT OF APPROACH 
2.1 The Council’s business continuity plan provides for flexible home working 

arrangements. The plan establishes and maintains clear internal and external 

protocols for regular and emergency communication with employees, Councillors 

and other key stakeholders.  
2.2 The Council will carry out regular risk assessments and will continue to: 

 
a) Comply with health and safety duties and broader duties of care generally and 

home working regarding from the impact and implications of a HCID. 

b) Monitor Governmental and World Health Organisation advice and notify/remind 

staff of recommendations not to travel to particular areas and of measures to 

help prevent the spread of a HCID. 

c) Support policies/guidance on the self-isolation of staff (whether mandated by 

law, imposed by the Council or requested by individual staff members). 

d) Support staff and Councillors who have underlying health conditions and who are 

more vulnerable in their decision to limit their attendance and exposure to public 

meetings, contact with the public and staff.  

e) Support requests for staff absence where a family member has the infections or 

is self-isolating (or if schools are, closed or childcare arrangements affected), 

self-isolation and sickness absence will qualify as paid leave. 

f) Comply with discrimination and privacy legislation in relation to staff who may 

contract the virus and ensure proper protection for those from high-risk areas 

against bullying, discrimination or harassment.  

g) Ensure compliance with relevant data protection legislation. Data concerning 

health is subject to enhanced protection under the GDPR as special category 

data. 

2.3 Staff will continue to: 
a) Report if they feel unwell or are absent, and to report possible infection or 

exposure to the virus, including following private travel to high-risk areas or 

concerns involving others they have been in contact with at work. 

b) Be provided with the right equipment for disinfecting hands and (if official advice 

recommends), and with any additional health and safety training or support that 

they might need. 

c) Be offered support for voluntary absences for requests for staff absence where a 

family member has the infections or is self-isolating (or if schools are closed or 

childcare arrangements impacted), self-isolation and sickness absence will 

qualify as paid leave. 
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3. RISK MANAGEMENT 
3.1 During the period since the 23 March, the Council has continued to operate, with 

the staff largely working from home.  

3.2 The Government as part of its easing of the lockdown measures has permitted 

employees to return to the workplace subject to complying with Government 

guidance with the caveat that if staff can continue working from home they 

should do so. 

3.3 The Council as part of its return to work planning have followed the 

Governments 5 steps to working safely guidance and the guidance issued for 

safe working in offices.  

3.4 A Covid 19 Risk Assessment has been completed on the 21 May 2020.  

3.5 The assessment recommendations/actions were put in to practice immediately 

under the delegated authority given to the Clerk and the Services and Contracts 

Manager.  

3.6 The Safe Workplace Risk Assessment is a live and fluid document that is under 

constant review as Government guidance is updated: Appendix A. 

3.7 The principle measures contained within the risk assessment are to ensure safe 

management of the Council’s staff, Councillors, Contractors and Members of the 

public entering the workplace and to put into place measures to limit the 

transmission of Covid 19.  

3.8 When staff work in the office, there are notices on the walls setting out 

procedures that they must follow to protect themselves and others in the 

workplace.  

3.9 The Council continues to monitor wider operational impacts, in relation to: 

 

a) Ensuring the Council meets its statutory obligations. 

b) Managing the implications of halting “business as usual" activities.  

c) Holding or attending physical meetings and events. 

d) Minimum staffing levels required to maintain operations. 

e) IT disruption (for example where this is outsourced) and the ability to 

continue financial and operational activities dependent on IT systems, 

whether on site or remotely. 

f) Attendance at site visits, tests and inspections. 

g) An inability to obtain signatures. 

h) Providing timely information required by regulatory or legal authorities. 

i) Electronic meetings and decision-making.  

 

3.10 The main measures adopted by the Council to minimise the risk of infection 

include:  

 

a) Carrying out a COVID-19 risk assessment - Before restarting work 
ensuring the safety of the workplace by: 

• carrying out a risk assessment in line with the HSE guidance  
• consulting with staff  
• sharing the results of the risk assessment with the workforce  

52

https://www.hse.gov.uk/simple-health-safety/risk/index.htm


b) Develop cleaning, handwashing and hygiene procedures - Increasing 
the frequency of handwashing and surface cleaning by: 

• encouraging people to follow the guidance on hand washing and hygiene  

• providing hand sanitiser around the workplace, in addition to washrooms 
• frequently cleaning and disinfecting objects and surfaces that are touched 

regularly 
• enhancing cleaning for busy areas 

• setting clear use and cleaning guidance for toilets 
• providing hand drying facilities – either paper towels or electrical dryers  

c) Help people to work from home - Taking all reasonable steps to help 
people work from home by: 

• discussing home working arrangements 

• ensuring they have the right equipment 
• including them in all necessary communications 

• looking after their physical and mental wellbeing  

d) Maintain 1m+ - 2m social distancing, where possible - Where possible, 

maintaining 1m+ to 2m social distance between people by: 

• putting up signs to remind workers and visitors of social distancing guidance 
• avoiding sharing workstations 

• switching to seeing visitors by appointment only 
• determining maximum numbers of people for each space.  

e) Where people cannot social distance, and to manage transmission 

risk - Where it’s not possible for people to be 1m+ to 2m apart, we shall do 
everything practical to manage the transmission risk by: 

• considering whether an activity needs to continue for the business to operate 
• keeping the activity time involved as short as possible 

• using side-to-side working whenever possible 
• staggering arrival and departure times (staff work rota) 

4. FINANCIAL IMPLICATIONS 
4.1 The Council’s RFO is monitoring the expenditure incurred by the Council related to 

Covid19 and will allocate a cost centre to the expenditure for the considerations of the 

Council’s Finance Committee in September. 

5. APPENDICES 
• Appendix A:The Safe Workplace Risk Assessment is a live and fluid document 

that is under constant review as Government guidance is updated  

• Appendix B: Sets out an update on the Key Actions that were set out to Council 

on the 23 March 2020 
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6. BACKGROUND PAPERS
• Report to Council 23 March 2020

• Covid19 Risk Assessment

• Approved minutes Full Council 23 March 2020
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APPENDIX A 

Area Objective 

Who might 

be 
affected 

What further action is 
necessary? 

Additional Instruction 

Managing 
Risk 

To reduce risk to the 
lowest reasonably 
practicable level by 

taking preventative 
measures (in order of 

priority) 

Staff, 
Councillors, 
Contractors, 

Public 

Increase the frequency of 
handwashing and surface cleaning. 

Enable working from home as the 
first option. Where this is not 
possible, implement social distancing 

measures.  

Hand wash on a regular basis and after 
using the toilets, office apparatus, and 
kitchen appliances.  

Clean your desk, computer and telephone 

at the end of each working day.  

Last officer to leave the premises to wipe 

clean the kitchen work top, server door 
handle, internal door handles, photocopier 

and any other surfaces where contact has 
been made.  

Work from home. 

Social distancing measures are set out 

further within the document. 

Who should 

go to work 

That everyone should 

work from home 
unless, they are 

unable.  

Staff, 

Councillors 

Staff should work from home if at all 

possible and plan for the minimum 
number of people needed in the 

office to work safely.  

Monitor the wellbeing of people who 

are working from home to stay 
connected with the rest of the 

workforce.  

Where staff plan to work in the office then 

this shall be communicated in advance.  

Prepare a rota. 

Establish regular team meetings by IT 
Teams. 
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Area Objective 
Who might 

be affected 
What further action is necessary? Additional Instruction 

Who should go 

to work 

That everyone should 

work from home 

unless, they are 

unable. 

Staff, 

Councillors 

Keeping in touch with staff at home on 

their working arrangements including 

the welfare, mental, physical, health and 

personal security.  

 

Providing equipment for people to work 

at home safely and effectively.  

Town Clerk to have regular contact with 

individual staff by IT Teams. 

 

 

All staff to confirm that they are confident with 

IT, online meetings, verbal contact 

arrangements, safe and comfortable working 

space.  

Protecting 

People who are 

at higher risk 

To protect clinically 

vulnerable and clinically 

extremely vulnerable 

individuals 

Staff, 

Councillors 

Providing support for workers around 

mental health and wellbeing 

 

 

Clinically extremely vulnerable staff to 

work from home.  

 

Clinically vulnerable staff who are at risk 

of severe illness to help to work from 

home.  

 

If clinically vulnerable staff wish to work 

in the office, they be offered safe 

workspace, but 2 metre from other 

members of staff.  

Town Clerk to have regular contact with 

individual staff, or other staff where necessary.  

 

 

Staff to disclose if they are in this category.  

 

 

Staff to disclose if they are in this category.  

 

 

 

Staff member to be provided with desk space 

within the boardroom or meeting room.  

 

People who 

need to self-

isolate. 

To make sure 

individuals who are 

advised to stay at 

home do not come to 

work.  

Staff, 

Councillors 

Enable workers to work from home 

whilst self-isolating.  

 

 

Instruct to work from home.  

 

Reassure staff if need to go on sick leave.  

 

Provide staff with latest government guidance 

for people with symptoms.  
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Area Objective 
Who might 

be affected 
What further action is necessary? Additional Instruction 

Equality in the 

workplace 

To treat everyone 

equally in the 

workplace.  

Staff, 

Councillors, 

Contractors 

Understanding the circumstances of 

those with different protected 

characteristics 

Treat all staff fairly 

 

All staff to be asked whether their needs are met 

in terms of equality, equipment, access and 

facilities.  

Social 

Distancing at 

work 

To maintain a 1m+ to 

2m social distancing on 

arrival and departure 

and ensure 

handwashing upon 

arrival 

Staff, 

Councillors, 

Contractors, 

Public 

Hand wash at entry / exit to building 

 

Manage numbers in the office at any one 

time 

Use sanitiser at door entry (Diocese)  

 

Prepare a rota and staff to keep updated. 

Social 

Distancing 

Moving around 

the office 

To maintain social 

distancing wherever 

possible while people 

travel through the 

workplace 

Staff, 

Councillors, 

Contractors, 

Public 

Reduce movement in the office 

 

 

Reduce maximum occupancy in the 

office. Govt. guidance has been 

amended to allow 1m plus where 2m 

cannot be achieved.  

 

 

 

 

Regulate high traffic areas 

Prepare an office-working rota. 

 

Undertake meetings via Teams 

 

Main office 3 persons max 

Boardroom 2 persons max 

Meeting Room 1 person max 

Reception 1 person max 

 

Keep internal doors open to prevent regular 

handling of the door handles. Keep door to 

reception closed.  

Social 

Distancing 

Workplaces 

and 

Workstations 

To maintain social 

distancing between 

staff when at their 

workstations.  

Staff, 

Councillors 

Avoid sharing workspaces 

 

Set up and sit at workstations 1m+ - 2m 

apart 

Work from home 

 

No sitting face to face. Sit side-by-side or 

diagonal. Measure 2m.  
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Area Objective 
Who might 

be affected 
What further action is necessary? Additional Instruction 

Social 

Distancing 

Meetings 

To reduce transmission 

due to face to face 

meetings and maintain 

social distancing at 

meetings 

Staff, 

Councillors, 

Public, 

Contractors 

Use remote working to avoid in person 

meetings 

All public interface meetings to be by 

appointment only.  

Meetings using IT Teams/Zoom  

Council meetings virtual – IT Teams/Zoom 

Avoid too many people attending face-to-face 

meetings.  

Keep any face-to-face meetings to a minimum 

time.  

Try to arrange face-to-face meetings outdoors. 

Social distance 1m+ - 2m. 

Social 

Distancing 

Common Areas 

To maintain social 

distancing while using 

common areas 

Staff, 

Councillors, 

Public, 

Contractors 

Working collaboratively with landlord Wipe clean toilet door handle after use. 

Ensure wash hands after using the toilet. 

Managing 

customers, 

visitors and 

contractors 

To minimise the 

number of unnecessary 

visits  

Staff, 

Councillors, 

Public, 

Contractors 

Limiting the number of visitors to the 

office and ensuring appointment only 

from 01 July. Two staff to be present in 

the office when external customers/public 

coming in.  

Contractor visits, meetings, inspections 

Revising visitor arrangements 

Increased use of IT for communication and work 

rota in place. 

Contractor liaison done electronically. 

Meetings on sites to maintain 1M + or 2m 

Inspections done early hours, off peak times. 

Notices in reception to 1 person at a time. 

Provide hand sanitise facility. 

Keep glass screen closed. 

Providing and 

explaining 

available 

guidance 

To make sure people 

understand what they 

need to do maintain 

safety.  

Staff, 

Councillors, 

Public, 

Contractors 

Provide clear guidance on social 

distancing and hygiene to all.  

HM Govt. Posters up in office 

Team briefings  

Infectious Disease Policy 

All staff to receive Risk Assessment 
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Area Objective 
Who might 

be affected 
What further action is necessary? Additional Instruction 

Cleaning the 

workplace 

To make sure the 

workplace is cleaned 

ready to restart 

Staff, 

Councillors, 

Public, 

Contractors 

Clean office Clean all surfaces, kitchen and surfaces on regular 

basis.  

Open windows whilst in office where practicable. 

Keeping the 

workplace 

clean 

To keep the workplace 

clean and prevent 

transmission 

Staff, 

Councillors, 

Public, 

Contractors 

Clean office Clean workstation, IT, phone, and photocopier at 

end of working day.  

Clean kitchen, door handles and kitchen surfaces 

at the end of the day.  

Clean server door after change of server tape 

Clean surfaces on regular basis. 

Personal 

Hygiene 

To help everyone 

maintain good hygiene 

Staff, 

Councillors, 

Public, 

Contractors 

Signs and posters to advise of hygiene 

Provide hand wash facilities 

Empty Bins 

HM Govt. guidance posters in office, toilets 

Sanitiser at main shared door 

Hand wash available in office 

Do not use shower 

Bins emptied into bin store weekly. 

Handling goods 

and 

merchandise 

To reduce transmission 

through contact with 

objects 

Staff Cleaning procedures Following opening of the mail or deliveries, then 

wash hands. 

Reduce frequency of orders. Bulk buy 

All deliveries to be dropped in reception. 
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Area Objective 

Who 

might be 

affected 

What further action is necessary? Additional Instruction 

Workplace 

Management 

Work related 

traffic 

To avoid unnecessary 

work travel 

Staff Minimise non-essential travel  

 

 

Minimise the number of people travelling 

together 

 

Work from home and promote use of IT 

 

 

Only one person in a vehicle for work related 

travel  

Communications To make sure all staff 

are aware of the 

procedures for safe 

management of the 

workplace 

Staff,  Provide clear and consistent 

communication  

 

 

Engage with workers 

Posters in office 

All staff to receive risk assessment  

 

Regular team meetings via IT Teams/Zoom 

 

Update office noticeboard with essential shared 

messages or good practice 

 

 

Name: Ian Parker, Services and Contracts Manager 

Date: 21 May 2020 

Reviewed and Updated: 30 June 2020 

Council: 13 July 2020 

Next Review: 13 August 2020 or sooner if changes to Government Guidance.  
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APPENDIX B Town Council Key Actions 

1. Planning Activities

Not 
Started 

Underway Complete Activity 

 
Assign responsibility for planning and preparedness to a 

senior officer and a deputy 

 
Obtain information on COVID-19 

 
Consult within the Council and staff 

 
Consult with suppliers/contractors on measures they are 

taking and on potential disruptions to supply 

 
Assess impact on your business and attach appropriate 

priority to the planning process 

 
Develop a business continuity plan 

2. Business Issues

Not 

Started 
Underway Complete Activity 

 

Identify critical activities and the employees and 

inputs required to maintain them  

 
Consider the possible impact of employee absences 

 

Examine the likely impact of COVID-19 on your 

market and on your customers’ requirements  

 
Identify and agree strategic imperatives 

 

Understand the business need for face-to-face 

meetings should there be community 

transmission of COVID-19 with a risk of person-

to-person spread. Consider the potential for 

remote working.  

 

Consider the financial management implications 

due to COVID-19. (Covid 19 cost code now 

established to monitor expenditure)  

 

Communicate with staff and Members  in a manner 

appropriate to the current state of COVID-19 phase 

as guided by national recommendations  

 

Prepare policies on leave due to COVID-19 
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3. WORKPLACE

Not 
Started 

Underway Complete Activity 

 

Prepare policies on hygienic behaviour for employees 
and visitors to premises as guided by national 

recommendations. 

 

Plan to provide for hand washing, hand hygiene, 
tissue disposal and other facilities as per national 
recommendations 

 

Plan for frequent and effective cleaning of the 
workplace as per national recommendations 

 

Prepare policies as per national recommendations to 

advise those who are infected, or are suspected to be 
infected with COVID-19 

 

Plan measures to reduce face-to-face contact with 
customers / suppliers and between employees from 
different sites 

 

Identify work organisation measures that can be taken to 
reduce potential for employees who are in the workplace 
to infect each other 

 

Prepare policies on flexible work locations 

(e.g. teleworking) and flexible working times 

 

Provide ICT infrastructure to support teleworking and 
remote customer interaction 


Staff to provide to the Town Clerk whether they have 
attended one of the affected areas in the last 14 days. 


Staff to provide to the Town Clerk an updated Medical 
Questionnaire and any vulnerable risk groups are 
identified. 



Wash hands on entry to the office as instructed by the 

landlord, clean surfaces regularly, washing cups and 
plates daily, soaking cloths in brushes in boiled water for 
at least 5 minutes and all tissues and waste to be put into 
bins and bins emptied on a Friday. Clean shared surfaces 
such as the kitchen, photocopier and other shared 
apparatus. 

 
Avoid meetings in the Meeting Room 
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Workplace  continued 

Not 

Started 
Underway Complete Activity 

 Avoid meetings in the board room where attendees are 

within 2 metres of each other and ensure that meetings 
are short in length 

 Avoid the use of shared telephone and keyboards. 

4. HOME WORKING
Not 

Started 
Underway Complete Activity 

 

It is accepted practice for members of staff to work from 
home, and this practice shall continue. 

Home working will be encouraged/instructed by the 

Town Clerk. 

 

Additional licenses for home working have been 

purchased. 
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5. COUNCILLOR & PUBLIC MEETINGS
Not 

Started 
Underway Complete Activity 

 

It is a legal requirement that all Council and committee 

meetings must be open to the public (except for 

discussion of sensitive matters). The use of IT and 

electronic meetings is implemented. 

 

NALC advice is that any councillor who does not wish 
to attend a council meeting due to concerns about 

their own health or who have underlying health 
conditions who make them potentially more 
susceptible to the virus, they can send their apologies 
to the meeting. If the meeting is therefore going to 
be inquorate, it will have to be re-scheduled. 

 

The Town Clerk in liaison with Committee Chairs will 

seek to ensure meetings are quorate prior to the 

commencement of where possible in order for the 

meetings to proceed. 


Councillors should refrain from meetings if they have 
a cold or a cough. 
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6. SERVICES 

Not 
Started 

Underway Complete Activity 

 

 
 

The Community Caretaker contract shall be largely unaffected as the work is mainly outside. The Services 
and Contracts Manager will maintain a dialogue with the Contracts Manager at Amey. 

 

  

 

 
The Grounds Maintenance contract shall be largely unaffected as the work is mainly outside. The 
Services and Contracts Manager will maintain a dialogue with the Contracts Manager at Lowther. 
 

 

 

 Works to improve the play area and paths at Fairhill are scheduled to commence in April and run 
through until the end of May. The contract shall be largely unaffected as the work is mainly outside. 
The Services and Contracts Manager will maintain a dialogue with the contractors involved.  
 

 

 

 The children’s play area will be closed for a period of time whilst the works at Fairhill are ongoing. It 
may be that depending on the severity of the spread of Covid 19 the play equipment shall be subject to 
a regular disinfectant and clean. This would be instructed via the Community Caretaker Contract.  

There is no obvious risk to finance, legal or IT services where there is resilience in place as the Council has external 

support available.  
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FULL COUNCIL 

13 JULY 2020

MATTER: LGA Code of Conduct Review 

Consultation 

Consider the Local Government 

Associations review of the 

Model Code of Conduct 

ITEM NO: 19 

AUTHOR: LEGAL 

SUPPORTING MEMBER Chair 

RECOMMENDATION 

That the Council provides a response to the consultation via the Cumbria Association 

of Local Councils based upon the matters raised in Section 3 of this report. 

INTRODUCTION 
High standards of conduct in government at all levels are needed to protect the 

integrity of decision making, maintain public confidence and to safeguard local 

democracy. 

Eighteen months after the Committee on Standards in Public Life reported to the Prime 

Minister on improving ethical standards in local government, the National Association 

of Local Councils (NALC) have worked with the Local Government Association (LGA) to 

take forward the recommendation to develop an updated national model code of 

conduct for all tiers of local government. 

1. OVERVIEW
1.  

1.1 The draft Model Code Of Conduct has been published by the Local Government 

Association (LGA). 

1.2 The LGA is now consulting on the proposed national model member code of 

conduct. Responses to the consultation on the draft have to be submitted by 

17th of August 2020. 
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1.3 Parish and Town councils have been asked to consider the proposed code 

and respond to the LGA to share their views. The questionnaire is designed for 

both members and officers. 

1.4 The preparation of the draft follows on from the publication of the 

recommendations of the Committee On Standards In Public Life.  

1.5 A summary of the recommendations of the committee are listed below. One of 

the recommendations was that the LGA should produce a model Code of 

Conduct.  

1.6 The government has yet to publish any response to the committee's 

recommendations. If the recommendations are implemented in whole or in part 

the process by which complaints are considered may have to change or the code 

itself may require some variations. 

1.7 The National Association of Local Councils (NALC) has been involved in the 

production of the draft and is requesting responses to consultation through 

individual councils or through the county association.  

2. COMMITTEE ON STANDARDS IN PUBLIC LIFE - SUMMARY OF
COMMAND PAPER RECOMMENDATIONS

2.1 A new code of conduct for local government to be developed and LGA to provide 
a model. 

2.2 Candidates for election need not disclose their home addresses. 

2.3 Councillors need not declare their home addresses in their interests and the 
regulations should be so amended. 

2.4 Councillors acting in public, including social media, should be presumed to be 
acting in their official capacity.

2.5 Code to apply if councillor gives the impression of acting in his or her official 
capacity.

2.6 Disclosable personal interests to include directorships, trusteeships and 
managerial roles.

2.7 Hospitality over £50 to be declared and if over £100 in a year.

2.8 Code to be changed to provide a declaration interests if it is reasonable to think 
that the interest is significant and will prejudice consideration.

2.9 Suspension possible if the Independent Person agrees is a proportionate 
response.

2.10 Power to establish standards committee with independents and parish 
representatives to decide on allegations and sanctions.

2.11 Appeal to Local Government Ombudsman against suspension.

2.12 Annual publication of Complaints and their outcome. 

2.13 Local Authority to have power of suspension for up to 6 months and may 
consider barring and withdrawal of facilities as sanctions.

2.14 Abolishment of criminal sanctions.

2.15 Parish Councils to adopt the Principal Authority’s code or new model.

2.16 Clerks of Parish Councils to have a recognised or appropriate qualification.

2.17 A sanction on a Parish Councillor should be determined by the  Principal 
Authority.
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3. LEGAL OPINION

3.1 The draft identifies through nine bullet points some fundamental concepts to 

which all members should adhere. The draft goes on to state what are 

considered to be minimum requirements which are expressed in terms of 

commitments by each individual member.  

3.2 The nine bullet points should be considered minimum requirements.  

3.3 Expressing the two as separate points and requirements may cause confusion 

and certainly provides a lack of clarity. Any member should be required to 

commit to the whole code.  

3.4 It is not clear in requirements 1 and 2 why these provisions are expressed in 

relation to treating people with civility. There should be a reference to treating 

people with respect either in addition to or in substitution of the civility 

requirement. Respect is a commonly used and understood in relation to 

standards of behaviour and it is one which has been used previously. 

3.5 Bullying and harassment is referred to in requirement three. It should be made 

clear that harassment is not acceptable in any circumstances. I understand the 

reference to the protected characteristics and that it may be considered to be 

particularly inappropriate with reference to those characteristics. I consider that 

the simple statement that harassment is not acceptable in any circumstances 

should be made. 

3.6 Requirement four refers to the impartiality of officers. It should be made clear 

that there should be no attempt to attempt to persuade officers. It should make 

clear that a member should not seek to persuade, instruct or force an officer to 

change an opinion. The requirement would benefit from this expansion. 

3.7 The reference in the notes to requirement 6 to “this basis” is not clear. It should 

be specifically stated what the basis is on which a member should operate. The 

expectation and the obligation is not expressed succinctly. 

3.8 It should be made clear that promoting anyone's private interests should be 

avoided. 

3.9 In requirement 10 the purpose of the disclosure should be stated and that a 

declaration of interests everyone to know what the Members interests are and 

determine whether a conflict may arise. This is made clearer in the notes. 

3.10 In requirement and 11 a reference is made to “significant” gifts. The use of the 

word significant gives rise to the prospect of subjective judgements and does not 

add anything to the concept. 

3.11 It should be made clear in relation to the internal resolution procedure that it 

applies when a person may be in breach the code of conduct 

3.12 One of the issues with the current code is the inability of authorities to issue 

what would be effective sanctions in serious cases. It is not considered that an 

authority could impose a two months’ bar or bar someone from chairing a 

committee as is stated in the appendix. 

3.13 It is considered that the code itself should be relatively straightforward and easy 

to apply and understand. 
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3.14 It may be thought that there should be a specific requirement in the code for 

members to promote equality and not to discriminate. It should be made clear 

that members should not use the council’s resources for political purposes. It 

may well benefit the code to provide a positive requirement for members to 

support high standards of conduct. 

3.15 The particular criticisms which there are of the current code which are most 

often made are the lack of sanctions, the potential imposition of  criminal 

sanctions, the lack of an independent appeal process if matters are being dealt 

with solely within an authority and the variety of codes which there are across 

the country although there must be a measure of commonality. 
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FULL COUNCIL 

13 JULY 2020

MATTER: PAPERLESS OPERATIONS 

IT EQUIPMENT 

AUTHOR: TOWN CLERK 

SUPPORTING MEMBER: CHAIR 

ITEM NO: 21 

REPORT TO BE/HAS 

BEEN CONSIDERED BY 

N/A 

Priority within the Approved 

Climate Change Strategy  

LINK TO COUNCIL PLAN PRIORITIES: 

• Climate Change Strategy

• Efficient Council operations and service provision

• Community Engagement

RECOMMENDATIONS 

Undertake a pilot of ‘paperless’ meetings and, subject to the success of the 

pilot, to extend this approach to all areas of Council business. To enable this 

to happen Council is asked to: 

a) Purchase tablets with Microsoft Office and SharePoint for each Member 
with microphone and camera to enable all Members to join virtual 
meetings (Appendix A Quote- included within Part 2 - commercially 
sensitive.

b) Cease creating and posting to Councillors, agenda packs with an agenda 
and supporting reports.

c) Post a hard copy summons and agenda without reports to those 
Councillors who request it.

d) Continue to print a hard copy agenda and minutes for the minute books.

e) Circulate Full agenda pack with reports via email until all Councillors are 
confident in using SharePoint.
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f) Using a phased approach, provide training and support to enable 

Councillors to utilise SharePoint. 

g) Extend the Adobe Pro DC licence to all officers of the Council. 

 

 1.0  PURPOSE  
1.1  The adoption of a paperless approach to meetings will reduce the 

Council’s carbon footprint, deliver printing, paper and production cost 

savings, and provide Councillors with improved access to information, 

thereby allowing them to undertake their duties more effectively and 

efficiently.  

2.0  BACKGROUND  
2.1   In light of climate awareness and financial pressures, the Council is 

identifying ways of efficient working, improving services and 

communication. 

2.2  A number of Councils have completed a transition to paperless meetings 

and there is a clear movement nationally in this regard, such that over 

the course of the next few years it is expected to become standard 

practice in local government.  

2.3  The Council is increasingly identifying that its residents and partners are 

accessing and contacting the Council electronically and even more so 

during the Covid-19 pandemic. This shift in engagement supports the 

necessity to have a relevant and informative website and social media 

platforms and moving to paperless meetings.  

2.4    The Council has resolved to demonstrate best practise for climate 

change mitigation and this proposal will provide Councillors with an 

opportunity to lead by example and demonstrate that they are prepared 

to embrace new forms of technology to deliver savings, implement 

efficient working practices and reduce the Council’s carbon footprint.  

 

3.0  ADVANTAGES OF PAPERLESS WORKING  
  

3.1  There are a number of potential benefits associated with a move to 

paperless working, which include:  

Environmental Benefits  

3.2   The Council declared a Climate Change emergency on 20 May 2019. The 

primary benefit of paperless meetings is the reduction of the Council’s 

carbon footprint, highlighting the Council as being environmentally 
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responsible. Paper and stationery usage is reduced, less energy is used 

to produce printed papers and less transport is involved.  

Reduced Printing and Postage Costs  

3.3   The frequency of Council and Committee meetings and the size of 

agendas can vary significantly, and with the addition of ad-hoc 

Committees, extraordinary meetings, Sub-Committees and Working 

Groups, external correspondence, wasted paper, it is difficult to project 

a definitive cost saving that paperless working would offer going 

forward.  An indicative cost reduction is provided in section 6. 

Officer Time  

3.4   The removal of the need to print, envelope and process hard-copy 

agenda papers for postage will result in efficiencies in Council and 

Committee administration time, which can be reallocated to other areas. 

Currently one personal computer has Adobe Pro DC belonging to the 

Town Clerk. Consequently, the Town Clerk develops and publishes the 

agenda and reports for all meetings, which takes up a significant 

amount of her time. 

Acrobat DC is a subscription product. Subscribing ensures that the 

Council always has the latest version of Acrobat. The software allows 

access to a range of features that are uniquely available in Acrobat DC. 

These include enhanced editing and document creation. The use of this 

software has already reduced the Clerks agenda production time and 

Acrobat Pro DC also integrates with Microsoft Office 365. For agenda 

publication, all the files and reports created by officers can be merged 

into a single, multipage PDF document. Acrobat Pro DC allows officers to 

control and manage access to shared PDF files and to prevent recipients 

from copying or editing the file can restrict editing with enhanced 

protection. 

 

 

Improved Access to Information  

3.5   Through SharePoint Councillors will be able to access meeting papers 

from any place, at any time to suit their personal commitments. Most 

tablet devices are small, portable, convenient and easy to use once 

Councillors become familiar with them; by contrast some agenda packs 

can be several hundred pages long and particularly cumbersome. 

SharePoint is a document management and collaboration tool developed 

by Microsoft. It is an intranet and content management system that is 
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used for internal purposes to assist with bringing an organisation 

together. 

SharePoint is most often used for the storing of version-controlled 

documents, such as Word documents and Excel worksheets. Email is 

used for passing documents back and forth between users. The potential 

for mixing up different versions of the same document is considerable. 

SharePoint provides a single source for storing, viewing, and updating 

documents, many of these issues are eliminated. It will allow a 

Councillor and an Officer to work collaboratively on a document. 

SharePoint handles virtually any type of document. It is frequently used 

to consolidate and store various types of documentation (project 

drawings, videos, schematics, photographs, and workbooks, for 

example) that are required for large projects where multiple teams must 

collaborate and automatically maintains a version history of objects and 

data. Changes can be rolled back to an earlier state at virtually any 

time.  

Deleted data and objects are held in a “recycle bin” so that they can be 

recovered, if necessary. SharePoint supports an Undo feature for its 

data. Users can be alerted by email message whenever a specific 

document in SharePoint is added, deleted, or changed.  

Equalities 
 

3.6    The Council uses Verdana Font to support people with dyslexia access 

Council information. The Council recognises that individuals with hidden 
disabilities, such as dyslexia or visual impairment, may require 

additional support and all appropriate measures will be put in place to 
support the transition but believe that providing electronic 

information/documents that can be edited by the individual to aid their 
ability to read a Council document is far more equitable. 

 
 

4.0  SUPPORT FOR COUNCILLORS  
4.1  It is recognised that some Councillors will adapt quicker than others to a 

transition to paperless working, therefore the level of support provided 

to them will be crucial. It is essential that each councillor have the 

correct equipment that is compatible with the use of virtual meetings 

and SharePoint with dedicated IT support.   

4.2  To support Councillors with using SharePoint, drop-in sessions will be 

held prior to Committee meetings to deliver one-to-one support and 

advice when social distancing rules allow. Support will also be requested 

from the IT contractor.  
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5.0  IMPLEMNTATION  

5.1  Some local authorities are known to have used a ‘guillotine’ approach to 

introducing paperless activities, whereby all meetings and operations 

from an agreed cut-off date became strictly paperless. This approach 

has had mixed results, with some Council is finding that this allows little 

time for Councillors to build confidence.  

5.2  A gradual approach is favoured for the Town Council. Subject to any 

feedback/concerns arising from the pilot, it is recommended that a 

phased Council-wide transition to paperless operations be implemented, 

with the timetable to be agreed in consultation with each relevant 

Committee Chair. To ensure paperless operations are successfully 

implemented the following core principles will be adopted:   

• Chairs will be provided with a copy of all papers if they request it.   

• Councillors who may have an accessibility issue will be provided with 

a copy of papers on request.   

• Tablets will be provided to Councillors. 

• Officers will produce all reports in a form that can be used on a 

tablet. It is acknowledged that there will be some exceptions and, in 

such instances, paper copies will be produced to aid their readability. 

• Councillors will participate in training so that they are able to take 

advantage of SharePoint. 

• Councillors who are more confident will provide peer-to-peer 

support. 

• Full agenda packs with reports will continue to be published on the 

Council’s website. As is the Council’s usual practise, hard copies of 

the short agenda without reports will be available at public meetings 

when these can be reinstated. 

• The implementation of the paperless operations pilot will be 

evaluated after a few months and progress will be assessed. 

 

 

6.0 FINANCIAL IMPLICATIONS  

6.1  The total printing and postage cost associated with Council and 

Committee papers in 2019/20 was £1,897.13.  

6.2    These costs will vary each year with the number of meetings held and 

the size of agendas and individual reports, but the 2019/20 figure gives 

an indication of the cost reduction to be achieved through the 

conversion to paperless meetings.   

6.3    The cost of Adobe Pro Dc is £17.18 pm for 10 licences. 
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2019/20 costs as recorded: 

 

• £523 on postage.  

• £1255 printing 

• £551 paper, envelopes and labels, pens etc. 

Total £2,329 Plus officer time 

 

Yr1 set up costs 

Per councillor £337 

Total £5,055  

plus installation £195  

Total £5250 

and insurance 

 

Yr1 and thereafter costs pa 

Per Councillor £111 dedicated IT support service and malware £1,665pa 

The cost of Adobe Pro Dc is £17.18 pm for 10 licences £205.20pa. 

 

7.0  LEGAL MPLICATIONS  
7.1   Consideration has been given to the Local Government Act 1972 – 

(sections relating to Access to Information), the Local Government Act 

2000.  

7.2    Consideration has been given to the General Data Protection 

Regulations 2018. Councils must have ‘appropriate technical and 

organisational measures’ in place to prevent the personal data it holds 

being accidentally or deliberately compromised. This includes physical 

and organisational security measures and cybersecurity. If data is 

shared around multiple devices this introduces more points of failure 

and vulnerability. The GDPR doesn’t define the security measures that 

the Council should have in place rather it requires the Council to have a 

level of security that is ‘appropriate’ to the risks presented by 

information processing. As the Data Controller, the Council must ensure 

that all processing of personal data under its control remains compliant, 

regardless of the ownership of the device used to carry out the 

processing.  

7.3   To avoid a data breach: 

• Sensitive data will not be stored on SharePoint.  

• All the devices will be  password-protected with malware 

protection. 

• If the device is lost or stolen the IT contractors will remotely 

locate it and wipe the data or lock the tablet. 
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• The Council is be able to demonstrate that it is complying with the 

GDPR, and have appropriate policies, processes risk assessments 

in place.  

• Members are aware of the policies, processes risk assessments 

and have undergone training. 

BACKGROUND PAPERS 
Climate strategy. 
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	2.13 It is likely, that the £5,000 fund will be allocated rapidly and in totality from the agreed stakeholder actions/priorities identified by the Marketing Group and Communication Plan. Therefore, the Town Council will not have to act as an awarding ...
	2.14 Members are asked to consider:
	a) Approving the draft SLA with the changes requested by officers.
	b) Agreeing the activities as identified by the Penrith Recovery Group and that these be included in the SLA which are:
	c) Providing authority for the Town Clerk to finalise and sign the finalised SLA.
	3. RECOVERY PLAN AND COMMUNICATION PLAN
	3.2 Economic activity has dramatically slowed due to the crisis and the scale of the challenge will be beyond the capability of one council. Close partnership with local businesses and organisations as well as strategic partners such as the Local Ente...
	3.3 As a Council, we can learn from good practice elsewhere, but our recovery plan has to be unique and responsive to where we live. It is likely that we will face months of uncertainty and restrictions of one sort or another. We will face very many c...
	3.5 The Town Working Group has terms of reference developed by officers of the Cumbria County Council..
	3.6 At Full Council on 18 May, it was agreed that a fund of £1000 be provided for marketing Penrith is Open.
	3.7 At an extra ordinary meeting of the Council held on 22 June 2020 [PTC20/24] a) it was resolved that Councillors Davies, Hawkins and C Shepherd be elected as the Council’s representatives on the Penrith Town Working Group.
	3.10 Members are asked to consider:
	4. LEGAL IMPLICATIONS
	4.1 The stakeholder groups are informal non-decision making groups. The groups can make recommendations.
	4.2 The power to delegate is derived from the provisions contained within section 101 of the Local Government Act 1972. The provision authorises the Town Clerk to make arrangements for the proper administrations of the Council and may authorise office...
	4.3 The delegation will comply with:
	4.4 The Council can only delegate authority to act and take decisions to an officer or a committee. Delegated authority cannot lawfully be given to an individual member or members. In order to enable actions to be taken promptly and lawfully it is pro...
	4.5 There are no other specific legal implications arising from the recommendations made in this report.  There may be legal implications arising from the work necessary to progress the individual scheme of work and these can be considered as and when...
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	Penrith
	Town Recovery Plan
	COVID-19 Moving forward and Making a Difference
	Introduction
	Recovery Plans address four stages:
	1. Crisis = Support - Provide information and financial assistance, guidance where needed.
	2. Pre-Recovery = Communicate - Promote “Penrith is Open” -working together with stakeholders to encourage footfall and vitality back into the Town Centre.
	3. Recovery = Adaption - Providing a safe environment and developing capacity for recovery and transformation. Successfully and safely reopening retail and the Town Centre to residents and shoppers as government guidance permits.
	4. Transformation = Resilience - Establishing what the ‘new normal’ is going to be for the town and how businesses will operate within this.

	PRE-RECOVERY PHASE
	1. Starting Position
	2. Define scenarios for versions of our future
	4. Determine actions and strategic moves
	5. Agree Trigger Points

	Introduction
	The Action Plan is an appendix to the Towns Recovery Plan and has been
	developed by the Town Working Group Marketing and Communication Sub Group
	made up of officers from Penrith Town Council, Penrith BiD, Penrith Industrial BiD,
	Penrith Chamber of Trade, EDC and CCC.
	Meetings are held weekly, and the following table identifies actions undertaken
	these actions are added to constantly.
	The situation is moving very quickly and changing in some cases by the
	hour. The group are aiming to be reactive and responsive within their own
	organisational parameters.
	The plan is split into 4 phases:
	1. Crisis = Support - Provide information and financial assistance, guidance where needed.
	2. Pre-Recovery = Communicate - Promote “Penrith is Open” -working together with stakeholders to encourage footfall and vitality back into the Town Centre.
	3. Recovery = Adaption - Providing a safe environment and developing capacity for recovery and transformation. Successfully and safely reopening retail and the Town Centre to residents and shoppers as government guidance permits.
	4. Transformation = Resilience - Establishing what the ‘new normal’ is going to be for the town and how businesses will operate within this.

	Action Plan Priorities
	Pre – Recovery
	Action Plan: Recovery Priorities
	June/July/August 2020
	Introduction
	This Communications Plan is an appendix to the Penrith Recovery Plan and the Action Plan and has to be responsive and reactive, the way ahead is not certain, and the possibility of another Lockdown has to be considered.
	This Communication Plan will be in 4 Phases.





