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To: Members of Shaftesbury Town Councilôs  General Management Committee,  
Councillors: George Hall, Mark Jackson, John Lewer, Andy Perkins, Lester Taylor  
All other recipients for information only. 
 
You are required to attend a meeting of the Committee  
to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, Shaftesbury 
Town Hall 
For the transaction of the business shown on the agenda below.  
 

0117GEM 
 

Claire Commons 

Interim Deputy Town Clerk 

Members are reminded of their duty under the Code of Conduct 

Public Participation 

Due to the large volume of business on upcoming meetings of the Council and its 
Committees, public questions will be restricted to those being provided in writing to the 
office in advance. Questions received less than 48 hours before the meeting may not be 
addressed.  
Members of the public and Councillors are entitled to make audio or visual recordings of the 
meeting provided it does not cause disruption or impede the transaction of business.  

Agenda Item 

01. Apologies 

To receive and consider for acceptance, apologies for absence 

02. Declarations of Interest and Dispensations 

Members and Officers are reminded of their obligations to declare interests in 
accordance with the Code of Conduct 2012.  The Clerk will report any dispensation 
requests received. 

03. Minutes 

To confirm as a correct record, the minutes of the previous meeting of the Committee. 

04. Policies and Procedures   p3 

To review the Compliments and Complaints Procedure and the Data Protection Policy.  

Report 0117GEM04 

05. Public Toilet Refurbishment ï Changing Places  p18 

To consider refurbishing the Bell St. toilets to accommodate a Changing Places facility.   

Report 0117GEM05 

Shaftesbury Town Council 
     Town Hall, Shaftesbury, Dorset. SP7 8LY 

     Telephone: 01747 852420 
 

        e-mail:enquiries@shaftesburytowncouncil.co.uk 
Website:www.shaftesburytowncouncil.co.uk 
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Agenda Item 

06. Football Club p21 

To consider the request for rent review of the Football Club.   

Report 0117GEM06 

07. Enmore Green Allotments  p22 

To consider lease for Enmore Green Allotments.   

Report 0117GEM07 

08. Payments  p23 

To consider payments for authorisation and consider approving certain suppliers to be 
paid by Direct Debit or Online Payment.   

Report 0117GEM08 

09. Budget p26 

To consider the Councilôs Budget and Precept request for 2017/18 and make final 
recommendations to Council. 

Report 0117GEM09 

10. Planning and Tree Applications  p40 

To consider responses to Planning and Tree applications as outlined in the appendix to 
this report.  

Report 0117GEM10 

11. Community Grants p42 

To resolve upon grant applications received and consider forming a Working Group to 
review the process for application and selection for Community Grants for 2017/18.  

Report 0117GEM11 

12. Way of Working ï working group  p44 

To consider a working group to review the Councilôs policies and procedures.  

Report 0117GEM12 

13. Bury Litton ï Tree Management p45 

To consider proposal for tree works at Bury Litton (St Johnôs Churchyard) 

Report 0117GEM13 

14. TOBYôs p48 

To consider request from Tobyôs regarding repayment of a loan  

Report 0117GEM14 

15. Westminster Memorial Hospital p56 

To receive an update and consider items from the Westminster Memorial Working Group  

Report 0117GEM15 

16. Financial Regulations p59 

To consider amendment to the Town Councilôs financial regulations   

Report 0117GEM16 

17. Officer Report and Future Meetings of the Committee p60 

To receive any correspondence and updates relating to the work of the Committee, to 
confirm the date of the next meeting and to identify matters for inclusion on the agenda.  

Report 0117GEM17 

 (End)
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Report 0117GEM04 to a Meeting of Shaftesbury Town Councilôs 

General Management Committee, 

to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, 

Shaftesbury Town Hall 

________________________________________________________________________ 

Policies and Procedures  

1. Purpose of Report 

To review the Compliments and Complaints Procedure and the Data Protection Policy.  

2. Recommendation 

2.1. To recommend the Compliments and Complaints Procedure to Full Council for adoption. 

2.2. To recommend the Data Protection Policy to Full Council for adoption. 

3. Background 

3.1. This item is being considered as unfinished business from the meeting of the Committee 
held on 15th November 2016. 

3.2. The Town Councilôs Constitution was withdrawn at the Extraordinary Meeting of the 
Council held on 5th April 2016.  It would be replaced with each of its constituent Policies, 
Procedures and Protocols and Council would review each of these in due course. 

3.3. At its meeting on 26th July 2016 the GEM Committee resolved to form a working party to 
review policies for consideration by the Council. The group did not meet although a draft 
document was prepared by Cllr K Tippins and circulated to other members of the Council 
for comment. This document has been reviewed by the Councilôs HR Advisor and is 
provided at Appendix A.  

3.4. The Councilôs previous Complaints Procedure was adopted on 24th June 2014 and is 
available for reference on request.  

3.5. A draft policy for Freedom of Information and Data Protection Act requests is attached in 
Appendix B. 

3.6. The policy covers the process of receiving requests from members of the public, the type 
of information that can be requested, the Councilôs and Councillorôs responsibilities.   

3.7. The policy Includes information to requesters which details the type of information that 
can be requested and how to make those requests. 

3.8. The Committee asked that the feasibility of charging is investigated. The Council may 
currently levy a charge of £10 for Data Protection Act and Subject Access requests in its 
publication scheme, although the new General Data Protection Regulations due to come 
into force mid-2018 state that in most cases will be unable to charge for complying with a 
request. 

4. Financial Implications 

4.1. There are no financial implications.  
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5. Legal Implications 

5.1. A Council may delegate responsibility for handling and determining complaints to staff. 
Many Councils may prefer complaints to be handled by members. If so, they are advised 
to appoint a committee or sub-committee responsible for considering and determining 
complaints. (NALC Legal Topic Note 9E) 

5.2. The Human Resources Committeeôs Terms of Reference provide it with the delegation to 
deal with staff matters including training and disciplinary matters. 

6. Risks 

6.1. There is a risk of lack of consistency and transparency in not having procedures in place.  

 
(End) 
 
Report Authors:  
Claire Commons   Barbara Carter 
Interim Deputy Town Clerk  Project Officer
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SHAFTESBURY TOWN COUNCIL 
 

COMPLIMENTS, COMPLAINTS POLICY AND PROCEDURES 
 
 
COMPLIMENTS, COMPLAINTS, SUGGESTIONS AND OPINIONS 
 
Shaftesbury Town Council aims to provide high quality services on behalf of all who live in the 
town or visit it, while recognising that we may not always get them right.  Should this happen 
we will try to investigate complaints promptly and fairly. 
 
Please let us know if: - 
 

¶ You have received exceptionally good service 

¶ You have a suggestion on how to improve our services 

¶ You have been treated unfairly. 
 

We should like to know because: - 
 

¶ If we have done well, it will help us replicate that service 

¶ If the reasons for our actions are unclear we should like a chance to explain what we 
have done and why 

¶ If we have been at fault, we can give you a full explanation and an apology.  Whenever 
possible we shall try to improve the situation. 

 
 
THE IMPORTANCE OF COMPLAINTS  
 
Complaints are valuable because they provide a chance to put things right if there has been an 
error, and to make sure that the same mistake is not repeated.  
 
It is essential that complaints are dealt with positively. The Town Council is keen to hear 
peopleôs comments and is committed to making full use of complaints information to contribute 
to continuous service improvement. Important information about areas for improvement can be 
obtained both from a single complaint and from patterns of complaints, highlighted by detailed 
monitoring.  
 
 
What is a complaint?  
Complaints may fall into different categories: - 

¶ Failure to provide a service to an acceptable standard 

¶ Delay in responding to an enquiry or a request for service 

¶ The attitude of an employee of the Council 

¶ Failure to follow the Councilôs policies, rules or procedures 

¶ Not making the best use of Council resources 
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¶ A risk concerning the health and safety issues 
 
Complaints regarding Town Councillors should be sent to the Monitoring Officer, North District 
Council, Nordon, Salisbury Rd, Blandford Forum Dorset, DT11 7LL.   
 
What is not a Complaint: -  

¶ The first request for action or a service 

¶ A Freedom of Information request 

¶ A claim or a contractual dispute with the council 

¶ Complaints relating to the services of another Council 

¶ Complaints about Councillors; these are referred to the Monitoring Officer 
 
How can Complaints be Made: - 
If you wish to have a formal response you should complain to the Town Clerk in writing.  
Putting your complaint in writing (by letter or email) helps us to be clear about the problem, it 
also allows us to keep a record of all the points your raise. 
 
Email townclerk@shaftesburytowncouncil.co.uk 
 
Address: The Town Clerk, Shaftesbury Town Council, Town Hall, High St, Shaftesbury SP7 
8LY 
 
If the complaint is in respect of the Town Clerk then this should be made to the Chair of the 
Human Resources Committee, the details of which are available on our website. 
 
When Can a Complaint be Made? 
It is far easier to find out what happened and put things right if a complaint is received close to 
the time the dissatisfaction with the service occurred.   As time passes it becomes more 
difficult to investigate events fully and fairly.  Therefore, the council will normally only accept 
complaints made within three months of the incident or circumstances that led to the complaint 
being made. 
 
EQUAL OPPORTUNITIES  
 
The Town Council is committed to equal opportunities. Complaints and feedback will be used 
to highlight discriminatory practices, and to promote equality of opportunity. Complaints by 
members of the public of discrimination and/or harassment against the Town Council will be 
dealt with through the complaints procedure unless it is a complaint that should be dealt with 
through a statutory procedure.  
 
 
COMPLAINTS OFFICER  
 
The Complaints Officer for the Town Council is the Town Clerk. The Clerkôs main duties are:  

¶ The day-to-day operation and management of the procedure, including providing a 
reference point for staff queries on informal complaints. 

¶ To oversee, and undertake where necessary, the investigation of formal complaints at 
the first stage, within the relevant time scales.  

¶ To maintain a record of all complaints received including details of the nature of the 
complaint, action taken, outcome, and time taken to resolve.  

¶ To identify improvement points arising from any complaints.  

¶ To identify staff training issues.  
 

mailto:townclerk@shaftesburytowncouncil.co.uk
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STAGES OF THE PROCEDURE  
 
The stages of the procedure are designed to provide the complainant with a thorough and fair 
means of redress and to provide a framework for officers to work within.  
However, there may be occasions when a complainant makes an approach in a different 
manner and it is important that the procedure does not in itself become a barrier to effective 
communication.  
 
Informal Complaint  
 
During the course of daily business, minor complaints may be made to officers about the 
services we provide. These will usually be dealt with by the relevant officer as appropriate. It is 
not appropriate for every comment to be treated as a formal complaint. Every effort should be 
made to deal with these problems immediately, either by providing information, instigating the 
appropriate action or explaining a decision.  
 
Formal Complaint (First Stage)  
 
A customer may wish to make a formal complaint directly, or may be unsatisfied with the 
outcome of an informal complaint and may wish to take the matter further. This will be 
recorded as a complaint and passed to the Town Clerk to investigate, or if about the Town 
Clerk, the Chair of the Human Resources Committee. The complainant will be notified of the 
outcome of their complaint in writing within 20 working days of the formal complaint being 
made. Where this time scale cannot be met, due to the nature of the complaint or resources, 
the complainant will be informed.  
 
If the complainant remains unsatisfied with the response following an investigation, they 
should be informed of their right to take the matter further.  
 
Review of Investigation and Complaint (Second Stage)  
 
If the complainant is not satisfied with the first stage response, then they can make an appeal 
to the Mayor. The Mayor will convene an appeal panel within 4 weeks.  
 
The complainant will be called back in to be notified of the outcome.  
 
Unreasonable and Vexatious Complaints  
 
There will be circumstances when a complainant persists in wishing to pursue a complaint 
when it clearly has no reasonable basis, or when the Council has already taken reasonable 
action in response, or where some other process, whether through the courts or some other 
recognised procedure, should or has been taken.  
 
These matters should be referred to the Town Clerk with a summary of the issues and of the 
attempts made to resolve the complaint. The Clerk may, in such circumstances, decide that no 
further action can usefully be taken in response to the complainant, and inform the 
complainant so, making it clear that only new and substantive issues will merit a response.  
 
Anonymous Complaints  
 
Anonymous complaints should be referred to the Town Clerk, and may be acted on at their 
discretion, according to the type and seriousness of the allegation.  
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RESOLUTION AND REMEDIES  
 
The aim in dealing with all complaints is to reach a resolution or remedy that satisfies the 
complainant, whether it is the remedy they were originally seeking or not.  
 
Where a complaint is found to be at all justified, consideration may need to be given to the 
question of an appropriate remedy (the Town Clerk to make any final decision regarding 
remedy). An explanation or an apology will always be needed.  
 
 
 
Recommended to council on:   dd mmm 2016  
Adopted by Council on:   dd mmm 2016  
 
To be reviewed every two years 
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Shaftesbury Town Council 
[Draft] Freedom of Information and Data Protection Act Policy 

The Proper Officer/Clerk will be responsible for dealing with requests made under the Data Protection 
Act 1998 [DPA] and the Freedom of Information Act 2000 [FoI], in respect of information held by the 
Council.  The Proper Officer to delegate the preparation of responses to Freedom of Information and 
Subject Access requests, to an Officer of the Council whose role is to act as the authorityôs Freedom of 
Information Officer and in accordance with government guidelines. 
The Proper Officer is responsible for determining on exemptions under the Freedom of Information Act 
2000. 
In the absence of the Proper Officer, the Deputy Town Clerk will act to determine on exemptions. 
In the absence of the Freedom of Information Officer, the Clerk will delegate the preparation of a 
response, to an Officer who will be familiar with the subject of the request. 

Access to Information held by the Authority 

The Freedom of Information Act 2000 provides public access to information held by public authorities. 

It does this in two ways: 

¶ public authorities are obliged to publish certain information about their activities; and 

¶ members of the public are entitled to request information from public authorities. 

The Act covers any recorded information that is held by a public authority in England, Wales and Northern 
Ireland, and by UK-wide public authorities based in Scotland. Information held by Scottish public authorities is 
covered by Scotlandôs own Freedom of Information (Scotland) Act 2002. 

Public authorities include government departments, local authorities, the NHS, state schools and police forces. 
However, the Act does not necessarily cover every organisation that receives public money. For example, it does 
not cover some charities that receive grants and certain private sector organisations that perform public functions. 

Recorded information includes printed documents, computer files, letters, emails, photographs, and sound or 
video recordings. 

The Act does not give people access to their own personal data (information about themselves) such as their 
health records or credit reference file. If a member of the public wants to see information that a public authority 
holds about them, they should make a subject access request under the Data Protection Act 1998. 
 
The deleting or concealing of information with the intention of preventing its disclosure following receipt of a 
request is a criminal offence under section 77 of FOIA. For example, where information that is covered by a 
request is knowingly treated as not held because it is held in a private email account, this may count as 
concealment intended to prevent the disclosure of information, with the person concealing the information being 
liable to prosecution. 

 
Access to information held by Local Councillors  
 

Councillors in local government that use external email addresses with information held in relation to 
them, derives from the fact that elected members of a council are likely to have a number of different 
roles. Some will relate to their function as elected members (for example, corresponding with residents 
in their ward, discussing council business with fellow members in the context of voting strategy or 
campaigning on behalf of a political party) and some will relate to the functions of the local authority (for 
example, being a cabinet member and having executive responsibility for a service area, carrying out 
administrative functions or representing the authority, such as on a regional forum).  
 
Situations where information legitimately requested under FOIA includes relevant information held on 
private email accounts will be rare. However, when a request for information is received, public 
authorities should consider all locations where relevant information may be held. This may include 
private email accounts.  
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Information held in non-work personal email accounts (e.g. Hotmail, Yahoo and Gmail) may be subject 
to FOIA if it relates to the official business of the public authority. All such information which is held by 
someone who has a direct, formal connection with the public authority is potentially subject to FOIA 
regardless of whether it is held in an official or private email account. If the information held in a private 
account amounts to public authority business it is very likely to be held on behalf of the public authority 
in accordance with section 3(2)(b).  
 
Local authorities are public authorities for the purposes of FOIA, but individual elected members are 
not. Therefore, information held by councillors for their own purposes will not be covered by FOIA, but 
information they hold on behalf of, or as part of, the local authority will be covered (section 3(2)(b)) of 
the Act.  
 
Information created or received by a councillor but held on a local authorityôs premises or computer 
system will be covered if it is held by the authority on its own behalf (section 3(2)(a)). It will not be 
covered by FOIA if it was produced by the councillor for private or political purposes and the authority is 
just providing storage, office space or computing facilities (ie the authority is not holding the information 
to any extent for its own purposes).  
 
There is a need to have a clear demarcation between political and departmental work. In the local government 
context, there is a need to have a clear demarcation between Council business and work for individuals as their 
local representative.  
 
https://ico.org.uk/media/for-
organisations/documents/1148/information_held_by_a_public_authority_for_purposes_of_foia.pdf  

How to request information under the Freedom of Information Act 2000 

A request should be made, in writing, to the Town Council using the Information Request Form 

(Appendix i), which can be found on the Councilôs website.   

The public have a right to ask for information only relates to information held by the Council at the time the 
request is made. óInformationô may be in any form eg a paper document, computerised records, printouts, maps, 
plans, microfilm, microfiche, audio-visual material, etc.  FOI provides a right to óinformationô rather than to records 
or documents.  Although there is no requirement to specify any particular document, the information requested 
must be described in as much detail as possible.  The Council publishes a wide range of information.  The 
Councilôs Publication Scheme to find out whether the information requested has already been published or if there 
are plans to do so.  A Freedom of Information request form (see Appendix i) can be found on our Freedom of 
Information website page. 
 
A copy of the Publication Scheme is available online at: http://shaftesburytowncouncil.co.uk/policies . 

When making a Freedom of Information request, try to be as specific as possible, following the 
Information Commissioners Guidelines: 

*  You can ask for any information you think a public authority may hold. The right only 
covers recorded information. 

*  You should identify the information you want as clearly as possible. 

*  Your request can be in the form of a question, rather than a request for specific 
documents, but the authority does not have to answer your question if this would mean 
creating new information or giving an opinion or judgment that is not already recorded. 

*  Some information may not be given to you because it is exempt, for example because it 
would unfairly reveal personal details about somebody else.  

Does a reason need to be given to see information? 
 
No reason has to be provided as to why the request for information has been made.  The Council must give you 
an explanation if you are not given what you ask for. 
 
Requests for personal information about myself? 

https://ico.org.uk/media/for-organisations/documents/1148/information_held_by_a_public_authority_for_purposes_of_foia.pdf
https://ico.org.uk/media/for-organisations/documents/1148/information_held_by_a_public_authority_for_purposes_of_foia.pdf
http://shaftesburytowncouncil.co.uk/policies
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A request for personal information about yourself must be made under the Data Protection Act 1998 and not FOI. 
 
Can a request be made for personal information about a third party? 
 
Personal Information relating to a third party will be dealt with under FOI.  However, before you are given access 
to personal information relating to a third party, you may be asked to provide proof of the third partyôs consent to 
the disclosure. 
 
How to make a request for information? 
 
Requests/applications must be in legible form ie: in writing and capable of being used for subsequent reference.  
Try to provide as much information as possible to enable the Council to identify and locate the information which 
you are seeking or requesting.   A Freedom of Information request form can be found on our Freedom of 
Information website page. 
 
Please address your request to: 
The Town Clerk 
Shaftesbury Town Council 
The Town Hall 
High Street 
Shaftesbury 
Dorset SP7 8LY 
 
How to make a request for information if suffering from a disability, are ill or illiterate? 
 
If you are unable to put your request in writing perhaps as a result of illiteracy, disability or illness, you may wish 
to ask another person or agency (such as the Citizens Advice Bureau) to help you or to make the request on your 
behalf. The Council has a legal duty to provide you with reasonable advice assistance.  This may include: 

1. Accepting an oral request where you are unable to read, print and/or write due to your disability; 

2. Enabling you to inspect or have the information you are requesting explained to you; 

4. Taking a note of your request over the telephone and then sending the note to you for confirmation; 

 
Requests for further assistance must be addressed to the Town Clerk at the address above. 
 
Are there limits to the information asked for? 
 
Confidentiality is sometimes necessary to ensure the effectiveness of the Councilôs decision-making and to 
protect commercial interests, information provided in confidence, personal information and other important 
interests.  For these reasons, some categories of Council information are not covered by the commitment to 
provide information.  Nevertheless, it is the Councilôs aim to ensure that information should be made available 
unless it is clearly not in the public interest to do so.  All requests for information will be considered on their 
merits. 
 
How to describe the information asked for? 
 
If at all possible, describe the information as fully as possible to enable the Council to identify and locate it. If the 
request is for personal information, please state precisely in whose name the information is held.  Access will not 
normally be given to the personal information of another person unless you have obtained the written consent of 
that person (see above).  Where insufficient information is provided to enable the Council to identify or locate the 
information asked for or where the request is ambiguous, the Council will as far as practicable provide assistance 
to enable a clearer description of the information requested.  The aim of this assistance will be to clarify the 
nature of the information sought and not to determine your aims or motivation for asking for the information.  
Where information is likely to be refused on cost grounds, the Council will give you an indication of what 
information could be provided within the costs ceiling (see below). 
 
What happens if the Council does not hold the information? 
 
The Council may not hold the information requested because the information may have been destroyed in 
accordance with the Councilôs data retention policies or the information may be held by another public body.  In 
such cases, the requester will be told that the Council does not hold the information.  Where the Council believes 
that the information is held by another public body and that it would be appropriate to transfer the request to that 
other body, you will be asked whether you have any objections to the Council making the transfer.  The public 
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body will be asked whether it consents to your application being transferred to it.  An application will only be 
transferred with the requesters consent and with the consent of the other public body. 
 
Can the council charge a fee? 
 
In certain circumstances the Council can charge a fee. Charges may apply in respect of the search and retrieval 
of information in addition to charges relating to photocopying, postage, video, tape, disk and computer runs.  Full 
details of charges levied by the Council are available from the Town Clerk at the address above.  Fees may be 
waived where the information you are seeking would be of particular assistance to your understanding of an issue 
of local importance. 
 
How is the information requested received? 
 
You are entitled to say how you wish the information to be communicated to you.  This may be by email or letter, 
in the form of a digest or summary of the information or by inspection of the information at the Councilôs Offices 
on a date and at a time to be mutually agreed with the Town Clerk 
 
When must the Council provide the information asked for? 
 
The Council will respond promptly to requests for information and in any event not later than on the 20th working 
day of the date of receipt of the application for a request.  If it is likely to take longer, the Council will let advise. 
 
Can the Council refuse requests for information? 
 
In certain circumstances the Council refuse requests for information.  Vexatious and repeated requests and/or 
applications made with the aim of frustrating the operations of the Council may be refused. The Council may 
refuse to accede to a request for information where the Council estimates that the costs of complying with the 
request would exceed the costs ceiling set by the Council (refer to Note 11 above).  The Council may also refuse 
to accede to a request for information where the information is considered to be exempted under FOI (refer to 
Note 8 above).  An explanation of the reasons for refusing your request for information will be provided. 
 
Can an appeal against the Council's decision to refuse my request for information be made? 
 
If you are not satisfied with the decision ie your request has been refused or where it is considered that the 
request made has not been properly handled and the issue cannot be resolved in discussion with the Town Clerk 
a request for an óinternal reviewô of the decision can be made.  A request for an internal review must be submitted 
within 4 weeks of the date of the decision to: 
 
The Chairman, Shaftesbury Town Council 
The Town Hall, High Street 
Shaftesbury, Dorset SP7 8LY 
Telephone: (01747) 852420   Email: enquiries@shaftesburytowncouncil.co.uk 

 
If you are not satisfied with the decision on óinternal reviewô, or where the Council has failed to respond within the 
time specified or within the time agreed between the requester and the Council, they may apply to the Information 
Commissioner for an independent review at the following address: 

The Information Commissioner 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire SK9 5AF 
Telephone: (01625) 545700    Website: www.dataprotection.gov.uk/dpr/foi.nsf 
 
Who to contact for further information or assistance on Freedom of Information? 
 
The Freedom of Information Act 2000 is available from any Government Publications Sales Office and from the 
Information Commissionerôs Web site www.dataprotection.gov.uk/dpr/foi.nsf.  
 
Monitoring of requests received by the Council is a necessary element of an established programme for recording 
and analysing the types of information requested and the Council's overall performance in handling requests.  
Wherever possible, the Council will keep information used for requests monitoring in an anonymised form so that 
it cannot be linked to any particular individual.  All or part of the statistical information provided may be disclosed 
or supplied to relevant committees of the Council and to external organisations or bodies such as the Audit 

mailto:enquiries@shaftesburytowncouncil.co.uk
http://www.dataprotection.gov.uk/dpr/foi.nsf
http://www.dataprotection.gov.uk/dpr/foi.nsf
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Commission/Information Commissioner for statistical information purposes.  The data collected for monitoring 
purposes is aggregated, kept apart 
 

Data Protection Act 1998 ï Subject Access Requests 
 
The Data Protection Act 1998 applies to the processing, holding and deletion of personal data that identifies a 
living individual. It applies to personal data regardless of the format in which the data is held in, i.e. it applies 
equally to paper and electronic records.  The Data Protection Act confers enhanced rights of privacy on the 
individual and certain obligations on the Data Controller, i.e. the body processing the personal Data. There are 
eight data protection principles and an individual has the right to request to see their own information. 
The Data Protection Act is enforced by the Office of the Information Commissioner. 
 
What are the key features of the Data Protection Act? 
 

Ê It imposes rules for organisations in the collection, processing, storage, retention and 
destruction of personal information Å It protects all recorded personal information (paper and 
electronic) 

Ê It gives improved privacy rights to all individuals 
Ê It is enforced and promoted by the Office of the Information Commissioner 

 
What are the eight data protection principles? 
 
Personal Data must: 

1. be processed fairly and lawfully 

2. be for a lawful and specific purpose 

3. be adequate and relevant and not excessive for the purpose 

4. be accurate and kept up to date 

5. be kept for no longer than necessary 

6. be processed in accordance with subject rights 

7. be kept securely so as to prevent unauthorised access, damage, loss etc 

8. not be transferred outside of EEA without adequate protection being ensured 
 
What are an individualôs rights? 
 
These rights include: 

Ê The right to access your own information (subject access) 
Ê The right to prevent processing for the purpose of direct marketing 
Ê The right to prevent processing likely to cause damage and distress 
Ê Rights in relation of automated decision Making 
Ê Compensation for failure to comply with the Act 
Ê The right to request the correction, blocking, erasure and destruction of incorrect information 
Ê Rights to ask the Information Commissioner to investigate contravention of the Act. 

 
How to make a subject Access request? 
 

When requesting your personal information from an organisation, try to be as specific as possible, 
following the Information Commissioners Guidelines: 

* your full name, address and contact telephone number;  
* any information used by the organisation to identify or distinguish you from others of the same 

name (account numbers, unique ID's etc);  
* details of the specific information you require and any relevant dates, for example: 
Ê (if applicable) your personnel file; 
Ê emails between óAô and óBô (between 1/6/11 and 1/9/11); 
Ê CCTV camera situated at (óEô location) on 23/5/12 between 11am and 5pm;  
Ê copies of statements (between 2006 & 2009) held in account number xxxxx . 

 
The Information Commissioner has a Subject Access template request letter (Appendix ii) you may wish to use.  
This can be found at:  https://ico.org.uk/for-the-public/personal-information/   

https://ico.org.uk/for-the-public/personal-information/
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Requests must be responded to in more than 40 days from receipt of the request. Shaftesbury Town Council may 
charge a fee of up to £10 for responding to a subject access request. Proof of identity may be required. 
 
In principle individuals have a right to be given a copy of all the information contained in their files.  The main 
exceptions are: 

Ê If the information on a file identifies other people, i.e., That information will be removed unless 
the third parties have agreed to the disclosure. 

Ê If the disclosure of the information risks serious harm to the physical or mental health of the 
data subject/ any other person. 

Ê If the individuals entitled to access has expressly asked that some or all of the information 
should not be disclosed (e.g. to the agent acting on their behalf) or if a third party have provided 
information on the assumption that it will not be disclosed; 

Ê If it would hinder the prevention and detection of crime or the prosecution or apprehension of 
offenders to provide the information. 

 
How to manage and safeguard personal information? 
 
The Information Commissioner's Office has published advice and guidance for 
members of the public on how to manage and safeguard their own personal information. A 
Personal Information Toolkit is available directly from the Information Commissioner's 
website. 
 
For further information about your rights under the Data Protection Act 1998, contact:  
 
Office of the Information Commissioners: 
The Information Commissioner 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

Tel: (01625) 545700   Website: https://ico.org.uk/for-the-public/personal-information/ 

 

This policy will be updated with the General Data Protection Regulation (GDPR) expected to 
come in to force mid-2018. 

 

  

https://ico.org.uk/for-the-public/personal-information/


 

Page 15 

Appendix i 

 
 



 

Page 16 

 
 
 
 
 
 
 
 
 
 
 



 

Page 17 

 
 
Appendix ii 
 
Subject Access request letter template 
 

[Your full address] 
[Phone number] 

[The date] 

[Name and address of the organisation] 

Dear Sir or Madam 

Subject access request 

[Your full name and address and any other details to help identify you and the information you want.] 

Please supply the information about me I am entitled to under the Data Protection Act 1998 relating to: [give 
specific details of the information you want, for example 

¶ your personnel file; 

¶ emails between óAô and óBô (between 1/6/11 and 1/9/11); 

¶ your medical records (between 2006 & 2009) held by Dr óCô at óDô hospital; 

¶ CCTV camera situated at (óEô location) on 23/5/12 between 11am and 5pm; 

¶ copies of statements (between 2006 & 2009) held in account number xxxxx).] 

 
If you need any more information from me, or a fee, please let me know as soon as possible. 

It may be helpful for you to know that a request for information under the Data Protection Act 1998 should be 
responded to within 40 days. 

If you do not normally deal with these requests, please pass this letter to your Data Protection Officer. If you need 
advice on dealing with this request, the Information Commissionerôs Office can assist you and can be contacted 
on 0303 123 1113 or at ico.org.uk 

Yours faithfully 
[Signature] 
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Report 0117GEM05 to a Meeting of Shaftesbury Town Councilôs 

General Management Committee, 

to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, 

Shaftesbury Town Hall 

________________________________________________________________________ 

Public Toilet Refurbishment ï Changing Places  

1. Purpose of Report 

To consider refurbishing the Bell St. toilets to accommodate a Changing Places facility.  

2. Recommendation 

2.1. That consideration is given to improvements to the Bell Street Toilets and appropriate 
budgetary provision made. 

3. Background 

3.1. This item is being considered as unfinished business from the meeting of the Committee 
held on 15th November 2016. 

3.2. The General Management Committee expressed an interest in refurbishing the Public 
Toilets at Bell Street to include a Changing Places facility. The current provision is three 
standard unisex units and one disabled toilet. More information about Changing Places is 
available on their website http://www.changing-places.org/ 

3.3. A Changing Places guide has been circulated to all members for information and is 
available from the office on request. A summary of the requirements is detailed below. 

Changing Places - mandatory size for new build, 
complies with space and equipment fit out 
standards set out in BS8300 (shower optional) - 
Facilities with a peninsular toilet, full 12 sqm 
space, ceiling tracking hoist, adult sized height 
adjustable bench (wall mounted or free 
standing), public access. (Picture left) 
 
 
 
 
 

  
 Changing Places (U) - undersized unit that does 
not fully meet BS8300, when the only option in 
an existing building 
Peninsular toilet (or corner toilet if only option 
available), smaller than recommended 12 sqm, 
ceiling tracking hoist or mobile hoist, adult sized 
height adjustable bench (wall mounted or free 
standing), public access. (Picture right) 
 
  
  

http://www.changing-places.org/


 

Page 19 

Equipment 
In addition to the standard features of an accessible toilet, such as an emergency alarm and 
grab rails, a Changing Places toilet should have the following specialist equipment:  
  

Specialist equipment needed in 
a Changing Places toilet 

Requirements to meet the Changing Places standard 

A height adjustable, adult sized 
changing bench 

The changing bench should be a minimum length of 
1800mm and width of 800mm 
The bench must be height-adjustable 
The bench can be either free-standing or wall mounted. 

A tracking hoist system, or mobile 
hoist 

A track hoist system (either wall or ceiling mounted) is 
strongly preferred. 
A mobile hoist is permissible if a track hoist cannot be 
installed. 
The hoist should provide access to the toilet, washbasin, 
changing bench and open space to transfer.  
The hoist should conform to BS EN ISO 10535 

Adequate space in the changing 
area for the disabled person and 
up to two carers 

The changing places facility should be 3m x 4m or the 
equivalent floor space of 12sqm, with a minimum ceiling 
height of 2.4m 

A centrally placed toilet with space 
either side for the carers 

A toilet should be placed in a peninsular arrangement, at 
least 1m away from the wall on either side.  
The toilet should have a seat height of 480mm  
The toilet can be a standard manual toilet.  
A close coupled or wash-and-dry toilet could be provided, 
but is not a requirement. 

A screen or curtain to allow the 
disabled person and carer some 
privacy 

A dignity screen/curtain should be provided  

Wide tear off paper roll to cover the 
bench  

Wide tear off paper roll should be provided in a dispenser 
to the adjacent bench 

A large waste bin for disposable 
pads  

A large waste bin for disposable pads should be provided  

A non-slip floor   A non-slip floor must be provided 

Washbasin 

Standard washbasins are acceptable.  
If possible, a height adjustable model should be provided. 
The washbasin should have clear knee space below the 
bowl.  
If the washbasin is not height adjustable, the basin should 
be installed 720-740mm from the floor. 

Shower/floor drain 

Showers are not a requirement of Changing Places.  
A shower/floor drain should be considered for specific 
relevant type of managed buildings such as leisure 
centres and transport hubs.  

  
These features should be provided alongside those of a standard accessible toilet. 

3.4. The provision of a Changing Places facility cannot be achieved within the existing 
disabled toilet. The Committee is therefore asked if it wishes to continue with obtaining 
costs for removing the current facility and providing a new one, if it wishes to investigate 
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other options for improvement of the facility and if budgetary provision is required for the 
2017/18 budget. 

4. Financial Implications 

4.1. Estimates will be sought if the Committee is minded to investigate this option further and 
appropriate provision included in the budget. 

4.2. The Bell Street Toilets were last refurbished in 2008 by North Dorset District Council at a 
cost of approximately £80,000, calculating an annual 3% increase, a similar project today 
would cost approximately £102,000. 

4.3. There would be ongoing financial implications for maintenance, annual risk assessment 
and load testing.  

5. Legal Implications 

5.1. The Town Council has the Power of General Competence.  

6. Risks 

6.1. The improved facility may provide an attractive venue for less desirable customers.  

6.2. That the expenditure may not be considered to be in the interests of or directly benefit the 
area or its inhabitants.  

 
(End) 
 
Report Author:  
Claire Commons 
Interim Deputy Town Clerk. 
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Report 0117GEM06 to a Meeting of Shaftesbury Town Councilôs 

General Management Committee, 

to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, 

Shaftesbury Town Hall 

________________________________________________________________________ 

Football Club  

1. Purpose of Report 

To consider the request for rent review of the Football Club.  

2. Recommendation 

2.1. That the Committee recommends to Council the rent for the Shaftesbury Football Club.  

3. Background 

3.1. This item is being considered as unfinished business from the meeting of the Committee 
held on 15th November 2016. 

3.2. The Council has received correspondence from the Shaftesbury Football Club requesting 
a rent review. The General Management Committee was asked to consider this request 
and make its recommendations back to Full Council.  

3.3. The letter was provided to members by email on 27th September 2016.  

3.4. Notwithstanding this request, the Council has agreed to combine the leases for the 
Clubhouse and Pitch into a single 12-year lease (minute reference FC37) subject to the 
southern boundary being confirmed, following Dorset County Council Highways cycleway 
survey.  

3.5. Dorset County Council has carried out a site visit and assessment of the proposed 
cycleway route and confirmed that it would not be possible to progress a cycleway on the 
land between Coppice Street and the Football Club. 

3.6. Considering the information at 3.4, Officers will instruct the Councilôs solicitor to prepare 
the appropriate lease. Any rent recommendations approved by Council can therefore be 
incorporated. 

4. Financial Implications 

4.1. There is no expenditure relating to this item.  

5. Legal Implications 

5.1. The Town Council has the Power of General Competence.  

6. Risks 

6.1. There are no risks identified within this report 

(End) 
 
Report Author:  
Claire Commons, Interim Deputy Town Clerk
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Report 0117GEM07 to a Meeting of Shaftesbury Town Councilôs 

General Management Committee, 

to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, 

Shaftesbury Town Hall 

________________________________________________________________________ 

Enmore Green Allotments  

1. Purpose of Report 

To consider lease for Enmore Green Allotments.  

2. Recommendation 

2.1. That the Council renews the lease with the Trustees of the Enmore Green Allotmenteers 
for a period of ten years and increases the annual rent from £5 to £10. 

3. Background 

3.1. This item is being considered as unfinished business from the meeting of the Committee 
held on 15th November 2016. 

3.2. The current lease with the Trustees of the Enmore Green Allotmenteers has expired and 
a request from the trustees has been received to increase the rent from £5 to £10 per 
annum and the length of lease from 5 years to 10 years.  

3.3. The expired lease has been circulated to members for reference.  

4. Financial Implications 

4.1. Funds available (Legal and Professional) ............................................ £23,467 
Estimated expenditure for revised lease ................................................. - £100 
Budget remaining .............................................................................. £23,367 

4.2. Financial Regulation 4.1 requires that expenditure on revenue items is to be determined 
by the Clerk, in conjunction with Chairman of Council or Chairman of the appropriate 
committee, for any items below £500. 

5. Legal Implications 

5.1. The Town Council has the Power of General Competence.  

6. Risks 

6.1. The Council should maintain an up-to-date lease to ensure protection of its assets. 

 
(End) 
 
Report Author:  
Claire Commons 
Interim Deputy Town Clerk  
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Report 0117GEM08 to a Meeting of Shaftesbury Town Councilôs 

General Management Committee, 

to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, 

Shaftesbury Town Hall 

________________________________________________________________________ 

Payments  

1. Purpose of Report 

To consider payments for authorisation and consider approving certain suppliers to be 
paid by Direct Debit or Online Payment.  

2. Recommendation 

2.1. That the Committee approves the payments totalling £ from the Town Councilôs current 
account as detailed in Appendix C.  

2.2. That the Committee approves the payment by Direct Debit or online payment for the 
regular items listed below.  

3. Background 

3.1. A detailed list of payments for authorisation is provided at Appendix C. An updated list 
may be provided to the Committee prior to or at the meeting. 

3.2. The following payments are made regularly and Officers recommend that these are paid 
by Direct Debit or Online Payment.  

3.2.1. DAX Professionals £2,000 fixed annual HR support  

4. Financial Implications 

4.1. Financial Regulation 5.2 requires the RFO to prepare a schedule of payments requiring 
authorisation to be presented to the council or finance committee. Personal payments 
(including salaries, wages, expenses and any payment made in relation to the 
termination of contract of employment) may be summarised to remove public access to 
any personal information.  

5. Legal Implications 

5.1. There are no legal implications arising from this report.  

6. Risks 

6.1. There is risk of not paying HMRC within the specified time.  

(End) 
Report Author:  
Claire Commons, Interim Deputy Town Clerk.
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Report 0117GEM09 to a Meeting of Shaftesbury Town Councilôs 

General Management Committee, 

to be held at 7.00pm on Tuesday 17th January 2017 in the Council Chamber, 

Shaftesbury Town Hall 

________________________________________________________________________ 

Budget 

1. Purpose of Report 

To consider the Councilôs Budget and Precept request for 2017/18 and make final 
recommendations to Council. 

2. Recommendation 

2.1. That consideration is given to comments made at the public budget workshop 

2.2. That final recommendations are made to Council for the Town Councilôs 2017/18 Budget 
and Precept request. 

3. Background 

3.1. The current yearôs precept is Ã446,900, the Council Tax base for the current year is 
2979.6 making the precept £149.98 per band D equivalent. 

3.2. At its meeting of the 15th November, the Committee recommended that the precept be 
increased by 3%. The Council Tax base for 2017/18 is 3,046.9 which means that a 3% 
increase on the precept to £460,343 represents a 0.74% increase per band D equivalent 
household. 

3.3. Members are reminded that there are indications that Parish and Town Councils will be 
capped in the future and many Town and Parish Councils are taking larger precept 
requests to safeguard against shortfalls in the future.  

3.4. The table below demonstrates the current yearôs precept implications and two alternative 
scenarios for a 3% increase for 2017/18.  

Year Precept  % 
precept 
increase  

Annual 
Band D 
cost 

Monthly 
Band D 
cost 

% band 
D 
increase 

£ annual 
band D 
increase 

£ monthly 
band D 
increase 

2016/17 £446,900 0.7% £149.98 £12.50 0% £0.00 £0 

2017/18 £460,343 3% £151.09 £12.59 0.74% £1.11 £0.09  

2017/18 £470,683 5.32% £154.48 £12.87 3% £4.50 £0.37  

3.5. The draft budget is provided at Appendix D. It is currently prepared showing a 3% 
increase on the precept. If the alternative is preferred by members, it would represent an 
additional £10,340 available for projects and services for the Shaftesbury.  

3.6. You will see that there is a Net Expenditure of -£6,000 which is where additional savings 
have been made within the revenue budget freeing up £6,000 to be allocated.  
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4. Public Budget Workshop 

4.1. The Public Budget workshop was a successful evening, raising some interesting 
thoughts for consideration for the budget. The key points were; 

¶ Build a fund up to about £200,000 for full refurbishment of the public toilets. 

¶ Improve cycle and walkway network between the east of the town and the town 
centre. 

¶ Increase professional fees to allow for adequate professional advice re infrastructure 
and to progress parking issues in the town. 

¶ Support for Shaftesbury and District Task Force. Suggested £6,000 

¶ Additional £5,000 for Neighbourhood Plan to provide high quality presentation 
material. This could be reduced if support was provided to the Task Force and the 
Task Force carried out some of the consultation requirements for the Neighbourhood 
Plan. 

4.2. Although opinion was expressed both for and against the 3% increase per household, the 
overriding message was that if it was identified how that money would be spent and 
demonstrated why it was important for Shaftesbury, it should be acceptable to the 
majority. 

5. Financial Implications 

5.1. The Council must set its budget and precept before 27th January 2017. 

6. Legal Implications 

6.1. The Local Government Finance Act 1992 s.41 provides the power to raise a precept. 

7. Risks 

7.1. The risk in not raising a precept is that the Council will not be able to continue providing 
services to the town. 

 
(End) 
 
Report Author:  
Claire Commons 
Interim Deputy Town Clerk
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