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Preface  
The coronavirus situation is fast-moving and there is an increasing amount of misinformation 
online. Advice is changing daily so the information contained in this document is subject to 
change. Our COVID-19 Contingency Plan is based on the evidence as correct on the 16 March 
2020. Version control will be important. Please make sure you are reading the most recent 
version number.    
 
Introduction  
As there is no immunity to this novel virus, it is estimated that up to 80% of the UK population 
will become infected at some point during the course of the outbreak which is expected to last 
at least 4 months in the UK. According to the Governments action plan up to 20% of the 
Council’s staff/Councillors may be infected during the peak of the outbreak.  
 
All people with symptoms are now being requested to self-isolate for a period of 7 days.  
 
This policy sets out the general principles and approach that the Parish Council will follow.  

Current government advice as of 16 March 2020  

The Government issued new more stringent isolation guidance on Monday 16th March 

https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-
vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-
older-people-and-vulnerable-adults  
 

• Avoid contact with someone who is displaying symptoms of coronavirus (COVID-19). 
These symptoms include high temperature and/or new and continuous cough; 

• Avoid non-essential use of public transport, varying your travel times to avoid rush 
hour, when possible;  

• Work from home, where possible. Your employer should support you to do this.  

• Avoid large gatherings, and gatherings in smaller public spaces such as pubs, 
cinemas, restaurants, theatres, bars, clubs 

• Avoid gatherings with friends and family. Keep in touch using remote technology 
such as phone, internet, and social media. 

• Use telephone or online services to contact your GP or other essential services. 

Everyone should be trying to follow these measures as much as is pragmatic. 

For those who are over 70, have an underlying health condition or are pregnant, we strongly 
advise you to follow the above measures as much as you can, and to significantly limit your 
face-to-face interaction with friends and family if possible. 

Local Government Secretary Rt Hon Robert Jenrick MP also announced support for local 
councils including the following: 
 

• Councils will be able to use their discretion on deadlines for Freedom of Information 
requests 

• The deadline for local government financial audits will be extended to 30 September 
2020 

https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
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• It will consider bringing forward legislation to remove the requirement for annual 
council meetings to take place in person 

• It will consider bringing forward legislation to allow council committee meetings to be 
held virtually for a temporary period 

 

The virus is now spreading quickly in the community and the Government will be making self 
isolation measures mandatory to protect (shield) the over 70’s and other “At Risk” groups 
from becoming infected, whilst controlling the rate of infection in low risk groups who will 
have mild symptoms but on recovery be available for work and no further danger to infecting 
the “At Risk” groups.(developing herd immunity).  
 

The Council’s measures therefore should reflect the Government strategy and prioritise the 
shielding of all “At Risk” groups. 
 
A significant proportion of staff and Councillors (60%) are either in the “At Risk” group 
themselves which rises when you consider caring for family members.   
 
 
Scope of the policy 
The main areas of concern for Shinfield Parish Council (SPC) with respect to the COVID-19 
contingency plan are: 

• Remaining an effective council 

• Safety & Health of Councillors, Contractors, Staff, Volunteers and Members of 
Public. 

 
Activation of the policy 
This policy is considered to be activated, when 

• At least 3 councillors have requested its activation to the Chairman, and 
subsequently notified the clerk, or the Chairman plus 2 councillors have 
requested its activation to the Clerk, or its activation is resolved in a meeting of 
the Shinfield Parish Council. 

OR 

• The government of the United Kingdom suspends all public meetings.  
 
Deactivation of the policy 
This policy is considered to be deactivated, when 

• When the imminent threat of infection in the Shinfield Parish has passed and 

• A minimum of 4 councillors have requested public meetings be recommenced 
and 

• The government of the United Kingdom has reinstated all public meetings.  

 

Matters specific to this plan:  

Staff 
• Employees who are sick or unfit for work need to focus on their recovery.  

 

• If an employee is fit for work but decides, or is instructed, to self-isolate, their 
absence should not be recorded as sickness absence. The SPC will support all 
options for home or remote working to be explored with the employee. As they 
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are ‘well’ at this stage they should stay on normal full pay for the duration of the 
self-isolation period until such time as they are confirmed to have contracted 
COVID-19, at which point they transfer to sickness absence leave and the usual 
provisions of the sickness scheme will apply. 

 

• In circumstances where an employee decides to self-isolate without instruction 
from the authorities it is not unreasonable for the SPC to ask for some evidence 
such as an email from a holiday operator that shows the dates of the holiday, the 
resort location and flight details. However, it will probably not be possible in all 
cases for an employee to produce any evidence, so the SPC will need to use 
their discretion when trying to establish the facts behind the employee’s decision 
to self-isolate 

 

• If an employee is caring for someone who has or may have coronavirus, this 
period of absence should also be regarded as self-isolation. Given the employee 
may then have been in direct contact with the virus we would expect only 
working from home arrangements to be then considered for the duration of the 
incubation period. The SPC will keep in touch to support employees. 

 

• Following any school closures, the SPC will be fully supportive of employees 
with childcare responsibilities and consider flexible working arrangements, 
including adapting working patterns to care for children or dependants or taking 
time off, whether this is special leave, annual leave or flexible working. 

 

The Clerk  

The Clerk can delegate authority to other staff. In the event that the Clerk is temporarily 

incapacitated and unable to carry out their duties during the operational period, all delegated 

authority will pass to a Locum Clerk for the period the Clerk is incapacitated. 

Delegated Authority   
The law permits a Council to delegate decision-making and discharge of statutory 

powers/functions (including “power to spend”) to the following 

• A Committee, (who may further delegate to a sub-committee) but not a Working 
Party)  

• A Council Officer (Clerk, RFO… who may delegate to another officer) (see below) 

• Another Local Authority 
 

This doesn’t prevent Council from performing the responsibilities/decision-making itself and 

legal responsibility always remains with the Council. Although there are certain matters that 

the law states cannot be delegated and must be discharged by a meeting of the Full Council, 

delegation can remove the requirement to convene a Full Council or Committee meeting 

whilst still enabling functions to be undertaken lawfully.  

 

The Clerk as Proper Officer /RFO is therefore the only individual in law who can act on 

behalf of the Council (although the Clerk can delegate power to other staff) and lead the 

administration of all the Council’s activities Some obligations are statutory whilst others are 

determined by the Council as part of the Clerk’ job description. These delegated powers 
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therefore arise as the everyday duties of the Proper Officer and Responsible Finance 

Officer, including management of all staff, services and finances.  

At all times the Clerk has to comply with Standing Orders and Financial Regulations. These 
can only be amended by a decision of full Council. The Orders/|Regulations therefore 
address specific principles (including those laid down in statute) for governance (lawful/legal 
management and control by the organisation as a corporate body) of all financial operations, 
 
Any decision requiring Committee or full Council approval where it is not possible to convene 

a lawful meeting is hereby delegated to the Clerk in consultation with 4 Councillors for the 

Operational Period 

Where practicable, the 4 Councillors should consist of the Chairman and Vice Chairman of 

Council together with the Chairman and Vice Chairman of a relevant Committee. In the 

event that any of the above Councillors is incapacitated during the operational period, then 

they should nominate a substitute for the period they are incapacitated and notify the Clerk 

accordingly 

 
Specific delegated duties:  

 

• Full Council, R&A and Development Board 
o As per above delegated responsibility  
 

• Planning and Highways  
o Applications, after consultation with a minimum of 4 councillors, a summary 

response will be circulated to all councillors for comment prior to submission to 
Wokingham Borough Council by the Clerk. 

 

• F&GP  
o all standard recurring payments listed as line items on the budget will be paid by 

the RFO at the appropriate time to prevent any late charges, such as salaries, 
printing costs, dog waste, licences and IT services etc. 

o non recurring payments, such as one off costs relating the community building 
project or expenses to be authorised by a minimum of 2 councillors by e-mail 
prior to payment. 

o All payments will be formally authorised by the full council at the next full council 
meeting. 
 

• Staffing  
o By means of its confidential nature the staffing committee is a closed meeting 

and the SPC considers this can be held virtually with all aspect being the same 
as if the members were in the room (can see and hear and act as if they were in 
the room) 

 

• Responses to other communications   
o The Clerk will circulate at the earliest opportunity, any communication from any 

3rd Parties which would normally be presented at a meeting for consideration by 
the council.  The clerk will circulate the summary response to the full council prior 
to responding to the 3rd Party. 
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• Meetings 

 

o All Meetings shall be open to the public and the press unless their presence is 
prejudicial to the public interest by reason of the confidential nature of the 
business to be transacted or for other special reasons. (Public Bodies 
Admissions to Meetings Act (1960) and Local Government Act 1972. 
Furthermore, current legislation means that any decisions must be made by a 
quorate meeting of Councillors present (for FC a third of members and for 
committees no less than three) and voting in the room by show of hands. (i.e. not 
by videolink or email). However, the government is looking at relaxing this rule so 
that meetings can be virtual.  
 

o The SPC will ask the Clerk to investigate and acquire a remote meeting 
methodology which would work for Full Council and Committee meetings that 
includes the residents in anticipation of the relaxation of the rule. If the SPC deem 
the virtual method allows access to the public then they may resolve to use prior 
to authorization from government. Our priority must be public safety.     

 

• Prior to any meting the SPC should determine: 

▪ Has the government permitted the use of virtual meetings, if so proceed 
with a virtual meeting 

▪ Does the SPC believe that under the current circumstances that a virtual 
meeting is the most appropriate then proceed with a virtual meeting 

▪ If the meeting agenda is “light” then the meeting should be cancelled with 
appropriate notice given. 

▪ If the “delegated powers” are used then a list of resolutions made is 
completed for audit.     

 
o Councillors and other Volunteers can choose to not attend public meetings.  As 

an officer of the council, the Clerk cannot choose to not attend meetings. 
 

o Agenda packs will continue to be produced and sent electronically and posted on 
the website. Paper copies will not be issued as they require office/staff work that 
may not be available.     

 

• Volunteers 
o The SPC should provide all volunteers with current government guidelines and 

ask them to follow them and not increase their risk through performing any 
voluntary activity on behalf of the SPC.   

 

• Hall hirers  
o This is already self managing as hirers are cancelling booked events. Regular 

hall hirers are closely following the trend of people not attending and the 
government policy on gatherings.  

o Hall bookings will stop from 16 March 2020 and re-start in September 2020.   
o Regular hall bookings will be addressed on a case by case basis but it is 

envisioned that all will be ceased by the end of March 2020 
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o Cleaning will continue as long as the hall is hired out and the cleaner is available. 
Should the cleaner not be available the Youth Club closes until such time the 
cleaner is operational again.  

 

• Youth Club  
o Typically, youths as a group are considered less likely to be affected by COVID-

19 and since it is the government’s policy to create herd immunity, the youth club 
may continue as long as we have sufficient number of staff willing to run the 
sessions.  

o Cleaning will continue as long as the Youth Club operates and the cleaner is 
available. Should the cleaner not be available the Youth Club closes until such 

time the cleaner is operational again.  
 
 

• Visitors  
o This is already self managing with fewer visitors attending the office for 

information or blue/brown bags.   
▪ Information is made available on our website so since there is no need to 

attend the office the office will be closed to visitors and residents from the 
20th or 27th March 2020.   

▪ Blue/brown bags will be collected by appointment once a week from the 
office to limit interaction.   

 

• Cleaners  
o Cleaning will continue as long as the Youth Club and SPH operate and the 

cleaner is available. Should the cleaner not be available the Youth Club and SPH 
will close until such time the cleaner is operational again.  

 

• Telephony  
o The morning and afternoon admin staff will monitor the switchboard remotely.   
o The SPC answerphone will be monitored on an hourly basis through the working 

day and answer machine messages responded to daily or the following working 
day.  

 

• Groundskeeping and Maintenance  
o The SPC Groundskeeper/maintenance Officer can work remotely from his SPC 

mobile phone answering calls and receiving emails.  
o It is not envisioned that he will need to attend the SPH but should the need arise 

then he will have keys and alarm codes.  
 

• Website and Noticeboards   
o Lynda has agreed to update the website remotely and ensure the noticeboards 

are populated with current advice/information.   
 

• Large scale events of 50+ in attendance  
o Guidelines are already in place so the SPC should be looking to postpone the 

following events  
▪ Join us for the Great British September Clean, from 11-27  
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▪ VE day  
 

o Since the Spencers Wood Carnival is in September planning for that event can 
continue   

  

• Ongoing work of the SPC  
 

Communication  

It is vitally important that effective lines of communication are available between staff, 
Councillors and members of the public. This will be particularly important in delivering the 
COVID-19 Contingency Work Plan proposed and ensuring delegated authority in 
consultation with specific Councillors can proceed 

 

o All necessary staff will be configured to work from home via a secure VPN 
server with a Council laptop. 

o The Clerk will acquire a remote meeting methodology which would work for 
Full Council and Committee meetings that includes the residents.   

o It is essential that staff and Councillors log into their council email 
account on a daily basis whilst this plan in activated. 

 
• Annual Meeting, Thursday 14 May 2020  

 

o The Council must hold an Annual Meeting every year which, because this is 
not an election year, must be held in May (LGA (1972) Schedule 12 para 7(1) 
(2))  

 

o There is only one statutory item of business and that is the election of 
Chairman. However normally the Annual meeting also elects Committees, etc 
as stated in the Standing Orders. Standing Orders also state that the 
Chairman, Vice Chairman and those of Committees hold office “until the next 
Annual Meeting” so until the Annual Meeting occurs (which it must in May 
under current legislation) then the current position remains. 

 

 

• Annual Parish Meeting Thursday 30th March 2020  

 

o The Annual Parish Meeting attracts between 60 and 100 residents and so 
must be viewed as a large meeting and is currently against government 
policy. The SPC should therefore postpone the APM until after September.  

o There is no statutory requirement for an Annual Parish Meeting.   

 

 

• Approval of Annual Accounts/Annual Return  

 

o All local Councils are required under s168 of the LGA (1972) to submit an 
annual financial return to the Secretary of State showing income and 
expenditure.  
 

o SPC plan to have a draft outturn paper to review and approve at the F&GP 
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meeting of 15th April 2020.  The final accounts must be certified by the 
council's responsible financial officer (RFO), considered and approved by full 
council by no later than 29 June, and published by 30 September. If a 
planned full council meeting is not able to approve the accounts e.g. the 
meeting is not quorate due to councillor absence, then an extraordinary 
council meeting can be called at a later date as long as it is within this 
timeframe. It is expected that pending emergency legislation the government 
will delay the date for submission to 30th September  

 

 

 


