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Ringwood Town Council 
Ringwood Gateway, The Furlong, Ringwood, Hampshire BH24 1AT 

Tel: 01425 473883 
www.ringwood.gov.uk 

 

  SUMMONS 
 
 

Dear Member        23rd November 2022 
 
You are hereby summoned to attend a meeting of the Town Council at the Forest Suite, 
Ringwood Gateway on 29th November 2023 at 7.00pm. 

 
Mr C Wilkins 
Town Clerk 
 

 
 

AGENDA 
 

1.*  PUBLIC PARTICIPATION 
There will be an opportunity for public participation for a period of up to 15 minutes at 
the start of the meeting 
 

2.  To receive Apologies for Absence 
 
3. To receive Declarations of Interest 

 
      4. GRANT AID AWARDS 

To present certificate for the Grant Aid award of £2,000 to Ringwood Junior School 
PTA to improve the school’s wildlife pond and surrounding area 
 

      5. To approve as a correct record the minutes of the meeting on 25th October 2023  
 
      6. To receive Minutes of Committees and approve recommendations contained therein: 
 Recreation, Leisure & Open Spaces  DATE :- 1st November 2023 
 Planning, Town & Environment  DATE:-  3rd November 2023 

RECOMMENDATION:- P/6218 New Forest Association of Local Councils (NFALC) 
 Policy & Finance    DATE:- 22nd November 2023 
 
      7. COUNCILLOR – OFFICER PROTOCOL 
 To consider the Town Clerk’s report (Report A) and, if thought fit, to approve the draft 

Protocol 
 
      8. NFDC CIL FUNDING BID 
 To consider the Town Clerk’s report (Report B) and, if thought fit, to delegate 

authority to officers to submit a funding bid on behalf of the Council 
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  9. SPORTS DEVELOPMENT PROJECT AT LONG LANE 
To receive a report from Cllr Briers (the Council’s representative on the Steering 
Group) or Cllr Swyer (deputy) on project developments 
 

     10.* To receive such communications as the Town Mayor may desire to lay before the                              
 Council  
 
     11.* To receive Reports from County and District Councillors  

 
     12.* To Receive Reports from Ringwood Town Councillors  

 
     13. Forthcoming Meetings – to note the following dates: 

Planning, Town & Environment 10.00am Friday 1st December 2023 
Recreation, Leisure & Open Spaces   7.00pm Wednesday 6th December 2023 
Policy & Finance     7.00pm Wednesday 13th December 2023 
Full Council      7.00pm Wednesday 20th December 2023 
 
If you would like further information on any of the agenda items, please contact Mr 
Chris Wilkins, Town Clerk, on 01425 484720 or chris.wilkins@ringwood.gov.uk  
 
Council Members:     Officers: 
Chairman: Cllr Gareth Deboos, Town Mayor   Chris Wilkins, Town Clerk 
Vice-Chairman: Cllr Rae Frederick, Deputy Mayor Jo Hurd, Deputy Town Clerk 

 Cllr Andrew Briers 
 Cllr Luke Dadford 
 Cllr Philip Day  
 Cllr Ingrid De Bruyn  
 Cllr Mary DeBoos  
 Cllr Janet Georgiou 
 Cllr John Haywood 
 Cllr Peter Kelleher 
 Cllr James Swyer  
 Cllr Michael Thierry 
 Cllr Glenys Turner 

Cllr Becci Windsor    
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TOWN COUNCIL 

29th November 2023 
 
Councillor-Officer Protocol 

1. Introduction and reason for report 

1.1 Officers invite members to consider adopting a protocol to regulate relations 
between councillors and officers. 

2. Background 

2.1 For some time NALC and SLCC have been working together to promote Civility 
and Respect in the local councils sector of public life. This initiative is a response 
to perceived weaknesses in the current standards regime and problems that 
have emerged at a significant number of councils as a result. Two measures 
have been promoted to local councils: the Civility and Respect Pledge and the 
adoption of Councillor-Officer protocols. Officers are not persuaded that the 
Pledge would be useful or helpful at this Council but would certainly be very 
happy to facilitate an opportunity for members to consider it, if desired. Officers 
believe however that a protocol is worth considering. 

 
2.2 Happily, no problems have been experienced at Ringwood Town Council but 

nowhere can be assumed to be immune from them forever. Modest preventive 
action now may avoid much unpleasantness, poor publicity and even expense in 
future. Adopting a protocol that spells out clearly the respective roles of members 
and officers and the standards and conduct expected from both could be one 
such measure.  

 
3. Options 

 
3.1 A draft protocol is attached as Annex 1. This is based on the NALC/SLCC 

proposed form but has been edited fairly extensively by officers (to remove text 
that seemed unnecessarily repetitive and to add some detail thought particularly 
relevant here). Members could approve this as it stands, agree changes (that are 
modest enough to make at the meeting), request a re-write incorporating more 
significant changes (for further consideration at a later date) or reject the 
proposal altogether.  

 
4. Issues for decision and any recommendations 

Members are respectfully invited to consider and, if thought fit, approve the draft 
Councillor-Officer Protocol. 

 
For further information, contact: 
 
Christopher Wilkins, Town Clerk Jo Hurd, Deputy Town Clerk   
Direct Dial: 01425 484720 Direct Dial: 01425 484721 
Email: chris.wilkins@ringwood.gov.uk Email: jo.hurd@ringwood.gov.uk 
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INTRODUCTION 

The purpose of this Protocol is to guide councillors and officers of the council in their 

relations with one another. The Protocol’s intention is to build and maintain good working 

relationships between councillors and officers as they work together. Employees who are 

required to give advice to councillors are referred to as “officers” throughout. References 

to the Proper Officer are to the Town Clerk unless otherwise stated. 

A strong, constructive, and trusting relationship between councillors and officers is 

essential to the effective and efficient working of the council. 

This Protocol also seeks to reflect the principles underlying the Code of Conduct, which 

applies to councillors and the employment terms and conditions of officers. The shared 

objective is to enhance and maintain the integrity (real and perceived) of local government. 

This Protocol covers: 

 The respective roles and responsibilities of councillors and officers; 

 Relationships between councillors and officers; 

 Where/who a councillor or an officer should go to if they have concerns; 

 Who is responsible for making decisions. 

BACKGROUND 
This Protocol is intended to assist councillors and officers in approaching some of the 
sensitive circumstances which arise in a challenging working environment. 

The reputation and integrity of the council is significantly influenced by the effectiveness of 

councillors and officers working together to support each other’s roles. 

The aim is effective and professional working relationships characterised by mutual trust, 

respect and courtesy. Overly close personal familiarity between councillors and officers is 

not recommended as it has the potential to damage this relationship. 

ROLES OF COUNCILLORS AND OFFICERS 
The respective roles of councillors and officers can be summarised as follows: 

 Councillors and officers are servants of the public and they are indispensable to 

one another, but their responsibilities are distinct. 

 Councillors are responsible to the electorate and serve only for their term of office. 

 Officers are responsible to the council. Their job is to give advice to councillors and 

to the council, and to carry out the council’s work under the direction and control of 

the council and relevant committees. 

Councillors 

Councillors have four main areas of responsibility: 

 To determine council policy and provide community leadership; 
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 To monitor and review council performance in implementing policies and delivering 

services; 

 To represent the council externally; and 

 To act as advocates for their constituents. 

All councillors have the same rights and obligations in their relationship with officers, 

regardless of their status, and should be treated equally. 

Councillors should not involve themselves in the day-to-day running of the council. This is 

the responsibility of the Proper Officer and other employees, all of whom will be acting on 

instructions from the council or its committees, within agreed job descriptions. The council 

or its committees may from time-to-time delegate specific authority to individual councillors 

to undertake tasks such as research and information gathering and (exceptionally) other 

matters usually dealt with by officers but, as a general rule, councillors should not engage 

(or expect to be engaged) in the following: 

 Preparation of reports to the council or its committees; 

 Drafting of legal, policy or other documents; 

 Arranging the procurement, purchase or ordering of goods or services by or on 

behalf of the council; 

 Attending meetings with other parties or agencies to discuss council business (save 

as appointed representatives or unless accompanied by the appropriate officer or 

officers). 

In line with the council’s Code of Conduct, a councillor must treat others with respect, 

must not bully or harass people and must not do anything which compromises, or is likely 

to compromise, the impartiality of those who work for, or on behalf of, the council. 

Officers can expect councillors: 

 to give strategic leadership and direction and to seek to further their agreed 

policies and objectives with the understanding that councillors have the right to 

take the final decision on issues based on advice. 

 to act within the policies, practices, processes and conventions established by 

the council. 

 to work constructively in partnership with officers acknowledging their separate 

and distinct roles and responsibilities. 

 to understand and support the respective roles and responsibilities of officers 

and their associated workloads, pressures and reporting lines. 

 to treat them fairly and with respect, dignity and courtesy. 

 to act with integrity, to give support and to respect appropriate confidentiality. 

 to recognise that officers do not work under the instruction of individual councillors 

or groups. 

 not to subject them to bullying, intimidation, harassment, or put them under 

undue pressure. 

 to treat all officers, partners (those external people with whom the council works) 

and members of the public equally, and not discriminate based on any 
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characteristic such as age, sex, race, sexual orientation, gender identity, 

disability or religion. 

 not to request officers to exercise discretion which involves acting outside 

the council’s policies and procedures. 

 not to authorise, initiate, or certify any financial transactions or to enter into 

any contract, agreement or undertaking on behalf of the council or in their role 

as a councillor without proper and lawful authority. 

 not to use their position or relationship with officers to advance their 

personal interest or those of others or to influence decisions improperly. 

 to comply at all times with the council’s Code of Conduct, the law, and such other 

policies, procedures, protocols and conventions agreed by the council. 

 to respect the impartiality of officers and not undermine their role in carrying out 

their duties. 

 not to ask officers to undertake work, or act in a way which seeks to support or 

benefit a particular political party or gives rise to an officer being criticised for 

operating in a party-political manner. 

 not to ask officers to exceed their authority where that authority is given. 
 

Chairs and vice-chairs of council and committees 

Chairs and vice-chairs have additional responsibilities as delegated by the council. These 

responsibilities mean that they may have to have a closer working relationship with 

officers than other councillors do. However, they must still respect the impartiality of 

officers and must not ask them to undertake work or anything else which would prejudice 

their impartiality. 

Officers 

The primary role of officers is to advise, inform and support all members and to implement 

the agreed policies of the council. 

Officers are responsible for day-to-day managerial and operational decisions within the 

council, including directing and overseeing the work of any more junior employees. 

Councillors should avoid inappropriate involvement in such matters. 

In performing their role officers will act professionally, impartially and with neutrality. 

Whilst officers must respect a councillor’s view on an issue, no officer should be 

influenced or pressured to make comments, or recommendations which are contrary to 

their professional judgement or views. 

Officers must: 

 implement decisions of the council and its committees which are lawful, which 

have been properly approved in accordance with the requirements of the law and 

are duly recorded. This includes respecting the decisions made, regardless of any 

different advice given to the council or whether the decision differs from the 

officer’s view. 

 work in partnership with councillors in an impartial and professional manner. 
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 treat councillors fairly and with respect, dignity and courtesy. 

 treat all councillors, partners and members of the public equally, and not 

discriminate based on any characteristic such as age, sex, race, sexual orientation, 

gender identity, disability or religion. 

 assist and advise all parts of the council. Officers must always act to the best of 

their abilities in the best interests of the authority as expressed in the council’s 

formal decisions. 

 respond to enquiries and complaints in accordance with the council’s 

Complaints Procedure (and any other relevant policies or protocols). 

 be alert to issues which are, or are likely to be, contentious or politically sensitive, 

and be aware of the implications for councillors, the media or other sections of the 

public. 

 act with honesty, respect, dignity and courtesy at all times. 

 provide support and learning and development opportunities for councillors to help 

them in performing their various roles in line with the council’s Training Policy & 

Procedure. 

 not seek to use their relationship with councillors to advance their personal interests 

or to influence decisions improperly. 

 comply, at all times, with the council’s Employee Handbook, and all other policies 

or procedures approved by the council that are relevant. 

Officers have the right not to support councillors in any role other than that of councillor, 

and not to engage in actions incompatible with this Protocol. Officers must never 

actively seek to undermine majority decisions of the corporate body or criticize such 

decisions or individual councillors at meetings held in public or on social media. 

In giving advice to councillors, and in preparing and presenting reports, it is the 

responsibility of the officer to express his/her own professional views and 

recommendations. An officer may report the views of individual councillors on an issue, 

but the recommendation should be the officer’s own. If a councillor wishes to express a 

contrary view, they should not pressurise the officer to make a recommendation contrary 

to the officer’s professional view, nor victimise an officer for discharging his/her 

responsibilities. 

Special situations 

There are exceptional circumstances where a councillor can fulfil the role of an officer, for 

example where there is a vacancy. This can only be done if the councillor is not paid for 

the role and should only ever be short-term while the council seeks to fill a vacancy. 

Whenever this situation arises, care will need to be exercised to ensure there is clarity 

about when the councillor is acting as a councillor and when acting as an officer. 

 

 

GENERAL PRINCIPLES 

Whilst individual councillors should always be free to maintain and express their 

disagreement with decisions of the council, no councillor should ever actively seek to 
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undermine majority decisions of the corporate body, as this could then bring them into 

conflict with officers who have been charged with promoting and implementing the 

council’s collectively determined course of action. 

Councillors should not raise matters relating to the conduct or capability of an officer, or of 

officers collectively, in a manner that is incompatible with this Protocol at meetings held in 

public or on social media. This is a long-standing tradition in public service. An officer has 

no means of responding to criticisms like this in public. 

A councillor who is unhappy about the actions taken by, or conduct of, an officer should: 

 avoid personal attacks on, or abuse of, the officer at all times; 

 ensure that any criticism is well founded and constructive; 

 ensure that any criticism is made in private; 

 take up the concern with the chair. 

 

Neither should an officer raise with a councillor matters relating to the conduct or capability 

of another councillor or officer or to the internal management of the council in a manner 

that is incompatible with the objectives of this Protocol. 

Close personal relationships between councillors and officers can confuse their separate 

roles and get in the way of the proper conduct of council business, not least by creating a 

perception in others that a particular councillor or officer is getting preferential treatment. 

Councillors are always entitled to communicate with the Proper Officer who should make 

every reasonable effort to respond promptly and helpfully to communications from 

councillors. Councillors may also communicate directly with other officers concerning 

matters within their respective areas of responsibility but must not abuse such direct 

access to undermine the authority of the Proper Officer as the council’s head of paid 

service or circumvent his/her line-management responsibilities for all other council staff. 

Councillors should not give instructions directly to the Proper Officer’s staff without the 

express approval of the Proper Officer. If an officer asks a councillor to direct their 

communication to the Proper Officer instead, the councillor should respect that request. 

COUNCILLORS’ ACCESS TO INFORMATION AND TO COUNCIL DOCUMENTS 

Councillors are free to approach officers to provide them with such information, explanation 

and advice as they may reasonably need in order to assist them in discharging their role as 

members of the council. This can range from a request for general information about some 

aspect of the council’s activities to a request for specific information on behalf of a 

constituent. Such approaches should normally be directed to the Proper Officer. 

The legal rights of councillors to inspect council documents are covered partly by statute 

and partly by the common law. 

The common law right of councillors is based on the principle that any member has a 

prima facie right to inspect council documents so far as their access to the documents is 
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reasonably necessary to enable the member properly to perform their duties as a member 

of the council. This principle is commonly referred to as the “need to know” principle. 

The exercise of this common law right depends therefore upon the councillor’s ability to 

demonstrate that they have the necessary “need to know”. In this respect a member has 

no right to “a roving commission” to go and examine documents of the council. Mere 

curiosity is not sufficient. The crucial question is the determination of the “need to know”. 

This question must be determined by the Proper Officer. 

In some circumstances (e.g. a committee member wishing to inspect documents relating 

to the functions of that committee) a councillor’s “need to know” will normally be 

presumed. In other circumstances (e.g. a councillor wishing to inspect documents which 

contain personal information about third parties) a councillor will normally be expected to 

justify the request in specific terms. Any council information provided to a councillor must 

only be used by the councillor for the purpose for which it was provided i.e. in connection 

with the proper performance of the councillor’s duties as a member of the council. 

For completeness, councillors do, of course, have the same right as any other member of 

the public to make requests for information under the Freedom of Information Act 2000. 

CORRESPONDENCE 

Correspondence between an individual councillor and an officer should not normally be 

copied (by the officer) to any other councillor. Where exceptionally it is necessary to copy 

the correspondence to another councillor, this should be made clear to the original 

councillor. In other words, a system of “silent copies” should not be employed. 

Acknowledging that the “BCC” system of e-mailing is used, it should be made clear at the 

foot of any e-mails if another councillor has received an e-mail by adding “CC councillor 

X.” 

Official letters or emails on behalf of the council should normally be sent out under the 

name of an officer, rather than under the name of a councillor. It may be appropriate in 

certain circumstances (e.g. representations to a Government Minister) for a letter or email 

to appear over the name of the chair, but this should be the exception rather than the 

norm. Letters or emails which, for example, create obligations or give instructions on 

behalf of the council should never be sent out in the name of a councillor. Councillors 

should not use the Town Crest or official council stationery without the prior approval of 

the Proper Officer (save that the Town Mayor or the Deputy Town Mayor may issue 

letters (which include the Town Crest and/or use official stationery) in response to 

invitations, hospitality or gifts received, etc. provided the content of these is strictly limited 

to the matter in hand and include no comment on council policy or other politically 

sensitive matters). 

Correspondence to individual councillors from officers should not be sent or copied to 

complainants or other third parties if they are marked “confidential”. In doing so, the 

relevant officer should seek to make clear what is to be treated as being shared with the 

councillor in confidence only and why that is so. 
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PRESS AND MEDIA 

Councils are accountable to their electorate. Accountability requires local understanding. 

This will be promoted by the council, explaining its objectives and policies to the electors 

and customers. Councils use publicity to keep the public informed and to encourage public 

participation. The council needs to tell the public about the services it provides. Good 

effective publicity should aim to improve public awareness of the council’s activities. 

Publicity is a sensitive matter in any political environment because of the impact it can 

have. Expenditure on publicity can be significant. 

Officers may respond to press enquiries but should confine any comments to the facts of 

the subject matter and the professional aspects of the function concerned. On no 

account must an officer expressly or impliedly make any political opinion, comment or 

statement. 

Any press release that may be necessary to clarify the council’s position in relation to 

disputes, major planning developments, court issues or individuals’ complaints should 

be approved by the relevant officer. 

The Mayor and the chairs of committees may act as spokespersons for the council in 

responding to the press and media and making public statements on behalf of the council 

or the relevant committee but should liaise with the relevant officer on all forms of contact 

with the press and media. The council may also appoint individual councillors as 

spokespeople where there is an area of particular expertise but this should only be done 

with the agreement of the council. 

The council must comply with the provisions of the Local Government Act 1986 (“the Act”) 

regarding publicity. All media relations work will comply with the national Code of Practice 

for Local Government Publicity. The Code is statutory guidance and the council must have 

regard to it and follow its provisions when making any decision on publicity. 

For more detailed information and guidance regarding the role of councillors in connection 

with the use of social media, reference should be made to the council’s Social Media 

Policy. 

IF THINGS GO WRONG 

From time to time the relationship between councillors and officers (or other employees) 
may break down or become strained. Whilst it is always preferable to resolve matters 
informally, it is necessary to have and follow formal protocols or procedures in cases of 
need. 

 

Procedure for officers 

Officers should raise any concerns they may have about breaches (or alleged breaches) 

of this protocol by a councillor or councillors with the Proper Officer in the first instance. 

The Proper Officer should raise the matter informally with the councillor or councillors 

concerned and may seek support from the Town Mayor. The principal council’s 
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monitoring officer may be able to offer a mediation/conciliation role or it may be necessary 

to seek independent advice.  

If an employee’s concern cannot be resolved informally, the employee should proceed in 

accordance with the council’s grievance procedure. No councillor should attempt to deal 

with employee grievances on their own. The necessary authority has already been 

delegated to the Council’s Staffing Committee 

Where the matter relates to a formal written complaint alleging a breach of the council’s 

Code of Conduct the matter must be referred to the principal council’s monitoring officer in 

the first instance in line with the Localism Act 2011. The council may however try to 

resolve any concerns raised informally before they become a formal written allegation. 

Procedure for councillors 

If a councillor is dissatisfied with the conduct, behaviour or performance of an officer or 

other employee, the matter should be reported to the chair and then raised with the 

Proper Officer in the first instance. If the matter cannot be resolved informally, it may be 

necessary to invoke the council’s disciplinary procedure. Again, no councillor should 

attempt to deal with disciplinary, performance management or line-management issues 

on their own. The necessary authority has already been delegated to the Council’s 

Staffing Committee.
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TOWN COUNCIL 

29th November 2023 
 
Funding for infrastructure projects 

1. Introduction and reason for report 

1.1 The Council has been invited by New Forest District Council (NFDC) to bid for 
funding for qualifying infrastructure projects in Ringwood. 

1.2 The invitation raises consequential issues for the Council’s management of 
reserves intended to meet future infrastructure funding needs. 

2. Background 

2.1 NFDC has released £1M of Community Infrastructure Levy (CIL) funds received 
for locally-led projects to provide new or improved “infrastructure” (as defined in 
the CIL Regulations). Bidders must be prepared to commit any CIL funds they 
hold to the project. Bids must be submitted in early December.    

 
3. Options and implications 

 
3.1 In response to a briefing from the Town Clerk, Cllr. M. DeBoos proposed that the 

Council bid for funding for the new car park proposed at Carvers Recreation 
Ground in the emerging Masterplan. Her reasons are that is that it is an existing 
project, which has already had public consultation and it would be wonderful to 
show rapid progress, that we are likely to struggle to get this element funded 
from any other source but it is important because it will (a) provide greater 
access to sports and recreation facilities for those with limited mobility and (b) 
allow us to put on a wider range of activities due to the improved ability to get 
equipment on to site. 

3.2 Cllr Frederick has since proposed varying this proposal to include the proposed 
changes to the main entrance and the provision of a new pedestrian access 
leading directly to the Clubhouse. The proposal for enhanced parking (especially 
for disabled visitors) was supported in the public consultation. She further 
suggests that these combined features should increase use of the Clubhouse 
and provide the infrastructure required for the other planned improvements. They 
would address concerns about under-use of the existing facilities. The parking 
would not involve tarmac it would be sympathetic to the surroundings it would be 
well planted (separate funding for this has been secured - RACE). 

3.3 Officers recommend that members consider and, if thought fit, approve one 
project as the preferred option for funding but also consider a possible “back-up” 
project in case the preferred option is ruled ineligible for some reason. Officers 
advise against bidding for funding for more than one project. 

3.4 The Council currently holds about £9,000 in CIL receipts not spent upon or 
formally committed towards any specific project. If members resolve to bid for 
funding for a project, officers recommend that this include a further resolution (i) 
to transfer to new earmarked reserves any sums which members wish to commit 
to other specific projects or purposes and (ii) to commit the whole of the 
remainder to the bid project if the bid is successful. 

 
4. Issues for decision and any recommendations 

Members are respectfully invited: 

4.1 to identify their preferred project to include in a bid for funding; 

4.2 to identify a reserve project to include in the bid if the preferred project is 
deemed ineligible; 
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4.3 to identify any other infrastructure projects to which it is desired formally 
to commit funds from the CIL reserve; and 

4.4 (if a bid for funding is to be made) to commit the balance of the CIL 
Reserve to the relevant project if the bid is successful.  

 
For further information, contact: 
 
Christopher Wilkins, Town Clerk Jo Hurd, Deputy Town Clerk 
Direct Dial: 01425 484720 Direct Dial: 01425 484721 
Email: chris.wilkins@ringwood.gov.uk Email: jo.hurd@ringwood.gov.uk 
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